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Headlands School
Admissions Policy 
This local policy conforms to the Independent School Standards wales Regulations 2003:

Section 6(2)(a)

The admission procedure can be divided into six stages.  Headlands School are not equipped to accommodate pupils who use a wheelchair. 

Stage 1

Initial referral enquiries made by local authorities to the Headlands School, Vice Principal of Care/Vice Principal of Education or placement referral Business Support Officer who will co-ordinate all referrals at the school.

On receipt, the case papers are initially reviewed by the Senior Leadership Team.  This will help us make a decision about whether the referral is appropriate or not.
The initial factors are:

	
	
	Yes
	No

	a



	Age

· Is the child within the age range 7 -16 (for admission) years?

· We do provide Post 16 provision though young people would normally be a pupil at the school prior to entering our Post 16 provision. 

· Do we have a vacancy for a young person of this age?

· Do we have an appropriate class / house group?


	
	

	b    
	· Profile of the pupil as a learner.  

· Is the pupil assessed as NC level 1 or higher?

· What additional learning needs does the pupil have?

· Can reasonable adaptations be made to support their inclusion to the

curriculum?


	
	

	c
	What are the desired outcomes for the young person and is the school      able to meet these? 

· Does our service allow us to meet the identified outcomes required by the referring authority outlined in the Statement of SEN/Individual Development Plan (IDP)/ Education & Health Care Plan (EHCP)?

· Are there any additional therapeutic needs outlined in the Statement of SEN Individual Development Plan (IDP)/ Education & Health Care Plan (EHCP)??


	
	

	d
	Do we have the information we require? (PST Psychology Students prepare this information).

1. Family history

2. Developmental and communication needs

3. History of separations

4. Medical history

5. Educational history with attainment and diagnostic tests.

6. Statement of SEN/Individual Development Plan (IDP)/Education & Health Care Plan (EHCP)?
7. Previous police involvement 

8. Child Protection issues 

9. High risk behaviours 

10. Contact arrangements for weekends and holidays


	
	

	e
	· Discussions via telephone by the referral manager with parents/carer, school, care placement or other relevant professionals to gain further information where gaps or issues present themselves.

· The views of various professionals are noted and discussed and a decision is taken whether or not to proceed to the next stage which is a visit to the home of the young person by the Vice Principal
	
	


Stage 2 – Home Visit – 
· Call home/placement to see how young person is feeling about the visit.
· To establish initial contact with the young person in the home/school environment.
· To meet with other members of the family.
· Explore young person and family’s feelings about the placement.
· To share information about Headlands School which is contained in our initial information pack. This includes: Schools Statement Of Purpose / Prospectus, Behaviour Management Policy and Procedure, Complaints and Advocacy arrangements (“Tell Us” leaflet), and to clarify any facts or concerns that either party may have.
· Send the young person and family placement a communication about our visit is who is visiting and some idea of the questions we will ask.
· How do we make a decision about whether we proceed?
· How do we communicate the decision to parents/carers, children, young person and local authority?
· What does the assessment look like?  Who writes it and by when?
Stage 3 – Welcome Visit 
· Referral manager/Administrator/Bursar check contract.

· What is the purpose of the visit?  Young person is given opportunity to familiarise themselves with the school, staff and more about the young person.  Arrangements with local authority for travel arrangements to the school.
· The family are given a tour of the school and will meet the young person’s class teacher.  They will be introduced to the structure of the school day including lunchtime arrangements.  There will be the opportunity for wider discussions with pupils and their families/carers.
· Residential young people will visit one of the houses to meet staff, see the setting and opportunity to ask questions. They will also be introduced to the living accommodation and leisure and hobby activities available. 
Stage 4 - Two day visit
· Day pupils have a 2 day visit at school. 
· Residential pupils have a 2 night stay and 2 day visit at school. 
· The young person will be supported by a residential worker who will take responsibility for their welfare during their stay and ensure that the young person is supported in the residential and school setting.  There will also be the opportunity to provide the young person/parents/carers with any additional information they may need and a welcome pack will be provided.
· This visit is designed to see whether the young person enjoys and responds well to our setting.
· If the young person, parents/carers and school are satisfied that the placement will be appropriate, observations of the young person will be made in as many settings and situations as possible, taking into account the views of the young person and family, to ascertain an overview as to the effects of the young person on the existing group of residents in the house. 
· This information will be collated by the Link Worker and shared with the relevant managers. A detailed discussion taking into account the assessment evidence, will take place between the Vice Principal and key professionals to establish whether a placement will be offered.  The Vice Principal will communicate the decision to the relevant people.
· How do we make this decision?
· If a placement is being offered, the Vice Principal will then organise a planning meeting with the family prior to admission. At this meeting all relevant permission forms and details within the information pack are agreed and signed by Parents / Carers / LA. 
· If a placement is offered
Stage 5 – Welcome to your new school and residential home (eight week introductory period)
· During the initial 8 week settling in period, teacher assessments in English, Maths and Science are produced to create an interim IEP (Individual Education Plan).  A range of standardised assessment tools are used at the school to establish baseline information.
· During the six weeks there will be three fortnightly meetings involving the young person, Link worker and class teacher to monitor the young persons’ progress and highlight any successes and areas for improvement.
· A Risk Assessment, Individual Crisis Management Plan and IEP will be developed to support the pupil.  These will be available at the review meeting held at the end of the six weeks.  At this meeting a decision will be made as to whether the school is able to meet the needs of the young person.
· The aim of the meeting is to set behavioural and educational targets for the young person for the next term and address any therapeutic requirements either requested by the placing authority or identified by the assessment process.
Stage 6 - Transitions 

It is expected that all young people will remain at Headlands School to complete their formal education. Pupils’ statements of SEN are reviewed annually.  Transition plans are produced at the end of key stages. This will include careers or college placement and preferred options for accommodation. 
Emergency placements 

Headlands School do not admit emergency placements at the school / home. All young people placed at the school / home are first visited by senior management prior to a placement offered. 
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