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EQUALITY AND DIVERSITY STATEMENT 

 
Salutem Care & Education is committed to the fair and equitable treatment of all individuals in 

accordance with the Equality Act 2010. An Equality Impact Assessment has been completed for 
this policy to ensure it can be applied consistently and without discrimination.  Salutem Care & 

Education is committed to safe, high-quality, person-centred services that uphold people’s rights 
and dignity. 

 
All colleagues (including volunteers, agency workers and contractors) must follow this policy, 
guided by our values. Policies are reviewed every two years; if a review is delayed, the current 

version remains in force until approved by the Policy Sponsor. 
 

Training will support understanding, and people we support will be involved in reviews. Local 
procedures may support this policy, but corporate policies must not be changed locally without 

formal approval. 
 

This policy must be shared with all colleagues. The controlled version is on BLINK; 
printed/downloaded copies may be out of date 
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1. Summary 
 

This policy sets out how Cavendish View School receives, considers and responds to referrals, and 
how we manage admissions, induction and transition for new pupils. It ensures that admissions are 
safe, timely and person-centred, meet statutory requirements, and are based on clear evidence 
that the school can meet each pupil’s identified needs. 

This policy will be reviewed annually, and updated sooner where changes in legislation, statutory 
guidance, commissioning requirements, regulatory expectations, or learning from practice indicate 
that revisions are required. 

This policy applies to: 

 All referrals received from Local Authorities (las) and other placing bodies 
 Admissions to Cavendish View School, including pupils with and without an EHCP 
 Induction/transition arrangements and post-admission review 
 Admissions and attendance registers, including deletion from roll and LA notifications 

Cavendish View School is an independent special school providing specialist education for 
children and young people with Special Educational Needs and Disabilities (SEND). The school 
is not Section 41 approved 
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2. Document Control 

 
 

Policy Sponsor (Name & Role): Carole Doherty, Head Teacher 

Policy Reviewer (Name & Role): Aaron Churchyard, Quality Assurance Manager for 
Education 

Approved by (Name/Role): Melinda Glover, Quality Assurance Inspection & 
Regulation Director 

Date Implemented: July 2023 

Last Reviewed: July 2026 

Next Review Due: July 2027 

Version Number: V2.0 

Controlled Copy Location: 
☒ BLINK 

☐ Education Policy Hub 

Policy category (tick):  

☐Safeguarding  
☐ Care practice 
☒ Education 

☐ Health & Safety  
☐ HR/People  
☐ Information Governance 

☐ Other: [ ] 

Policy Applies to: 

People we Support 
☐ Children/young people 
☐ Adults 
☒ Learners 
 
Workforce 
☐ Permanent 
☐ Bank 
☐ Agency 
☐ Other: [ ] 

☐ Families/Carers  
 

 

 
☐ Volunteers 
☐ Contractors 
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4. Definitions 

 
4.1 Referral: A formal request from a Local Authority (LA) or other placing body for a school place, 
accompanied by relevant supporting information (for example an EHCP, professional reports, risk 
information and current provision details). 

4.2 Admission: The point at which a pupil is formally accepted onto the school roll and begins 
attending (including as part of an agreed transition timetable). 

4.3 Induction: A planned and structured programme to support a pupil’s successful start at the 
school, including orientation to the environment and routines, relationship-building with key adults, 
and initial assessment to inform planning. 

4.4 Transition Plan: A written plan that sets out how a pupil will move into (or out of) the school, 
including agreed timescales, arrangements for support, risk management considerations, and 
scheduled review points. 

4.5 EHCP (Education, Health and Care Plan): A statutory plan issued and maintained by a Local 
Authority that describes a child or young person’s special educational needs, the provision 
required to meet those needs, and the outcomes to be achieved. 

4.6 SEND (Special Educational Needs and Disabilities): A term covering special educational 
needs and/or disabilities that may require special educational provision and/or reasonable 
adjustments to support access to education. 

4.7 Placing Authority: The Local Authority or commissioning body responsible for arranging, 
funding and monitoring the pupil’s placement. 

4.8 FLO (Family Liaison Officer): A designated member of staff who coordinates communication 
and partnership working with families/carers and relevant professionals, particularly during 
referral, admission, transition and ongoing placement. 

 

5. Admissions Principles and Process 
 
5.1 Purpose: This section explains the principles and procedures that underpin referrals and 
admissions at Cavendish View School. It ensures that we: 

 Admit pupils only where we can meet need safely and effectively; and 
 Collect, check and record all relevant information at the start of a placement and when a 

pupil leaves, in line with statutory requirements and the Independent School Standards. 
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5.2 Expectations: At Cavendish View School we will: 

 Assess our ability to meet need for all pupils, whether or not they have an EHCP. Where a 
pupil has an EHCP, we will ensure the provision and outcomes described can be delivered, 
and that any required adjustments (e.g. specialist training, communication approaches, 
environmental adaptations) are identified and implemented. 

 Manage each referral efficiently and within required timescales, aiming to respond 
within the 15-day consultation period from receipt of a complete referral. 

 Follow a structured, supportive admissions and induction process to promote a positive 
start and reduce placement breakdown (see Appendix A). 

 Maintain accurate admissions and leaver information, including verifying destinations 
wherever possible and notifying the Local Authority promptly where required, particularly 
where a pupil may be at risk of becoming a Child Missing Education (CME). 

5.3 Overview of the Referral and Admissions Process: Cavendish View School follows Salutem 
Care & Education referral and admissions protocols. The key stages are: 

1. Referral received 
 The Local Authority/placing body submits a referral to the admissions team. 
 Referrals should include an EHCP (where applicable) and relevant professional 

reports. Where essential information is missing, the school will request this promptly 
and advise the placing authority if this affects the ability to respond within the 
consultation timeframe. 

2. Desktop assessment 
 The admissions team completes an initial document review and records a summary 

assessment of whether the school is likely to be able to meet need safely and 
effectively. 

3. Pre-admission visit(s) 
 The Head Teacher and/or Family Liaison Officer (FLO) will contact the placing 

authority and parent(s)/carer(s) to arrange: 
 a school visit for the pupil and family/carers and/or 
 a home/current setting visit, where appropriate. 

 Visits support relationship-building, inform transition planning, and help the school 
understand the pupil’s presentation, communication and support needs. 

4. Consultation response and offer 
 Where the school is satisfied it can meet need, an offer may be made subject to an 

agreed start date and transition arrangements. 
 The offer/consultation response will be issued to the placing authority in writing. 

5. Placement confirmation and transition planning 
 Once the placing authority confirms the placement, parent(s)/carer(s) will be 

informed. 
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 The FLO will coordinate a meeting with the family to agree transition arrangements, 
including start date, timetable, transport considerations and review points. 

5.4 What the School Will Ensure as Part of the Process: As part of referral, admission and 
transition, Cavendish View School will: 

 Confirm that the pupil’s SEND and outcomes (as set out in the EHCP where applicable, 
and/or other records) can be met within the school’s resources, or with additional resources 
that can reasonably be secured 

 Identify and plan any additional staffing, training, specialist input or reasonable 
adjustments required 

 Complete effective pre-admission visits to inform planning and risk management 
 Ensure that post-admission meetings and reviews are informed by up-to-date assessment 

and evidence 
 Complete an individual risk assessment, where possible prior to admission, or as soon as 

practicable following admission (informed by information from the previous setting and/or 
professionals). Risk assessments will be reviewed regularly and in partnership with 
parent(s)/carer(s) 

 Maintain a robust, systematic approach to admissions documentation and record 
keeping in line with current legislation and the Independent School Standards 

 Ensure that required documentation is completed prior to admission wherever possible (e.g. 
Funding/placement agreements, permissions, and information sharing arrangements) 

By the end of the post-admission/settle period (usually up to 12 weeks), the school will have: 

 Confirmed contractual and funding arrangements with the placing authority (e.g. National 
schools contract and funding agreement letter, where used) 

 Completed and shared baseline assessment information with relevant stakeholders in 
advance of the post-admission review 

 Finalised the pupil’s induction/transition plan and any required amendments based on 
learning during the settle period 

 Confirmed the resources, staffing and expertise required to sustain the placement safely 
and effectively 

5.5 Admissions Register: The school will maintain an admission register (and attendance 
register) in accordance with the Education (Pupil Registration) (England) Regulations 2006 (as 
amended). The admission register will be held securely on the school management system and 
updated promptly. 

The admission register will include the required particulars for each pupil, including: 

 Full name 
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 Sex (as recorded in official documentation) 
 Date of birth 
 Date of admission or re-admission 
 Name and address of each parent, an indication of the parent(s) with whom the pupil 

normally resides, and an emergency contact number 
 Name and address of the last school attended (where applicable) 
 Leaving date and destination (where applicable) 

Where a pupil’s destination is recorded as another school, the school will take reasonable steps 
to verify that the destination is a legally registered education provider. 

Where a pupil’s educational destination is unknown, cannot be verified, or is not a legally 
registered provider, the school will notify the Local Authority promptly in line with Children Missing 
Education statutory guidance and local procedures. 

5.6 Deletion from the Admission Register and Local Authority Notification: A pupil will only be 
removed from the admission register where the school has a lawful ground for deletion under 
the Education (Pupil Registration) (England) Regulations 2006 (as amended). 

Where the Regulations require the school to notify the Local Authority that a pupil is to be deleted 
from the register, this will be done as soon as the ground for deletion is met and, in all cases, no 
later than the time the pupil’s name is deleted. 

Examples of circumstances where notification and/or deletion may apply (subject to the 
Regulations) include where a pupil: 

 Is withdrawn by parent(s)/carer(s) for Elective Home Education (EHE) 
 Has been permanently excluded 
 Is in custody for a period set out in the Regulations and return is not reasonably expected 
 Is unable to attend for medical reasons in circumstances described in the Regulations 
 Meets another lawful ground for deletion under the Regulations 

The school recognises that timely and accurate notification is essential so that Local Authorities 
can fulfil their duty to identify children who may be missing education and who may be at 
increased risk of harm, abuse or neglect. 

 

6. Monitoring, Audit and Compliance 
 
6.1 Senior Leadership Team (SLT) Monitoring: The Senior Leadership Team (SLT) will maintain 
oversight of referral and admissions activity to ensure processes are safe, timely, consistent and 
compliant. Monitoring will include: 
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 Admissions tracker oversight, including checks on: 
 timeliness of consultation responses and key milestones 
 completeness and quality of referral documentation 
 clarity, consistency and evidence base of admissions decisions 

 Quality assurance sampling of admissions records, including: 
 transition and induction plans 
 individual risk assessments and risk management measures 
 post-admission review documentation and follow-up actions 

 Learning and improvement reviews following: 
 incidents or near misses 
 complaints or concerns raised by families/carers or placing authorities 
 safeguarding concerns 
 placement instability or breakdown 

6.2 Audit Programme: A planned audit programme will be used to test compliance and drive 
continuous improvement. Audits may include (but are not limited to): 

 Referral and consultation audit (e.g., evidence base for decisions, consultation response 
quality, timeliness) 

 Admissions documentation audit (e.g., permissions, contracts/funding confirmation, data 
accuracy) 

 Transition and induction audit (e.g., transition plans in place, reviews completed, 
pupil/family feedback captured) 

 Register and leavers audit (e.g., admission/attendance register accuracy, deletion from roll 
evidence, destination verification, LA notifications) 

Audit frequency will be determined by risk, volume of admissions, and any themes arising from 
incidents, complaints or inspection findings. Outcomes will be documented with clear actions, 
owners and timescales. 

6.3 Education Quality Manager Oversight: The Education Quality Manager will provide 
independent quality oversight to support consistency and compliance across the school. This will 
include: 

 Reviewing a sample of referrals, consultation responses and admissions decisions to 
confirm they are evidence-based and aligned with policy and statutory duties 

 Checking that transition, risk assessment and post-admission review processes are 
implemented as required 

 Identifying themes, gaps and training needs, and providing feedback to the head teacher/slt 
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 Supporting action planning and tracking to ensure improvements are implemented and 
sustained 

6.4 Recording, Reporting and Continuous Improvement: Findings from monitoring and audits will 
be: 

 Recorded and retained in line with record-keeping requirements 
 Reported through appropriate governance/quality routes 
 Translated into improvement actions that are tracked to completion 

This policy will be updated where monitoring, audit outcomes, changes in legislation/guidance, 
commissioning requirements, or learning from practice indicate that revisions are necessary. 
 

7. Areas of Responsibility 
 
7.1 Head Teacher: The Head Teacher holds overall accountability for admissions decisions and the 
quality of consultation responses provided to placing authorities. They are responsible for ensuring 
that the school only offers and confirms placements where there is clear evidence that pupils’ 
needs can be met safely, effectively and sustainably, and that any necessary resources, staffing, 
training and reasonable adjustments are identified and planned. 

7.2 Family Liaison Officer (FLO): The Family Liaison Officer coordinates communication and 
partnership working with parent(s)/carer(s) and, where appropriate, other professionals. The FLO 
supports the organisation of pre-admission visits, contributes to transition planning, and helps 
ensure families are kept informed, listened to and supported throughout the admissions and 
induction process. 

7.3 Admissions / Administration Staff: Admissions and administration staff manage the 
operational administration of referrals and admissions. This includes logging referrals, tracking key 
timescales and milestones, maintaining accurate admissions and leaver information, and ensuring 
that records are stored securely and handled in line with data protection requirements and school 
procedures. 

7.4 Senior Leadership Team (SLT): The Senior Leadership Team provides strategic oversight of the 
admissions process, ensuring this policy is implemented consistently and that practice remains 
compliant with statutory duties and regulatory expectations. The SLT monitors performance against 
timescales, quality assures documentation and decision-making, and ensures that learning from 
audits, incidents, complaints or safeguarding concerns is translated into service improvement. 

7.5 All Staff: All staff have a responsibility to contribute to a safe and positive start for new pupils. 
This includes supporting induction and baseline assessment activities, implementing agreed 
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support and risk management plans consistently, and sharing relevant observations promptly so 
that transition arrangements and provision can be adjusted to meet need. 

Failure to follow this policy may compromise pupil safety, placement stability, quality of provision 
and regulatory compliance. Concerns will be addressed through appropriate management action 
and may result in performance management and/or disciplinary procedures where necessary. 

 

8. Learning and Development 
 
8.1 Staff involved in referral, admissions, induction and transition processes will be supported to 
carry out their responsibilities competently and consistently. This will include access to role-
appropriate guidance, induction and ongoing training, which may cover (as relevant): SEND 
practice and EHCP implementation, safeguarding and information sharing, risk assessment and 
risk management, behaviour support approaches, and information governance/data protection. 
 
8.2 Individual learning needs will be identified and reviewed through supervision and appraisal. 
Where gaps in knowledge, confidence or competence are identified, managers will agree a 
development plan with the colleague, including timescales and opportunities for coaching, 
shadowing, e-learning and/or face-to-face training, to ensure safe and effective practice. 
 

9. Associated Documents  
o  

 Safeguarding & Child Protection Policy 
 SEND Policy 
 Behaviour Policy 
 Attendance Policy 
 Complaints Policy 

 

10.Legal, Regulatory & Standards Framework 
 

 Education Act 2002 (independent school provisions) 
 Education and Skills Act 2008 (registration and regulation of independent educational 

institutions) 
 Education (Independent School Standards) Regulations 2014 
 DfE Independent School Standards: guidance for independent schools (current version) 
 Ofsted inspection requirements and relevant inspection handbooks (as applicable) 
 Children and Families Act 2014 
 Special Educational Needs and Disability Regulations 2014 
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 SEND Code of Practice: 0 to 25 years (2015) 
 Equality Act 2010 
 Children Act 1989 and Children Act 2004 
 Keeping Children Safe in Education (KCSIE) (current version) 
 Working Together to Safeguard Children (current version) 
 Counter-Terrorism and Security Act 2015 / Prevent Duty Guidance (as applicable) 
 Education (Pupil Registration) (England) Regulations 2006 (as amended) 
 DfE School attendance guidance (current version) 
 DfE Children Missing Education statutory guidance (current version) 
 UK GDPR and Data Protection Act 2018 
 Health and Safety at Work etc. Act 1974 
 Management of Health and Safety at Work Regulations 1999 

10. Version Control 
 
This is a controlled document. As a controlled document, any printed copies of this document, or 
saved onto local or network drives should be actively monitored to ensure the latest version is 
always available. 
 

Version 
Number Date Author Summary of Changes Approved By 

V1 July 2023 Charlotte 
Liley 

New policy Katie Pingree 

V1.1 October 
2025 

Carole 
Doherty 

Reviewed Aaron Churchyard 

V2.0 July 2026 Reviewed  The policy has been reorganised 
into clearer, more user-friendly 
sections covering the referral and 
admissions procedure, registers 
and deletions from roll, and roles 
and responsibilities. The language 
has been refined to reduce 
repetition and improve clarity, 
including more consistent use of 
directive terms such as “must” and 
“should”. A minimum referral 
information checklist has been 
introduced to support complete 
referrals and reduce delays or 
disputes during consultation. 
Statutory and guidance references 
have been strengthened, including 
Children Missing Education (CME), 
the Education (Pupil Registration) 
Regulations, Keeping Children Safe 
in Education (KCSIE) and the SEND 
Code of Practice. The post-
admission/settle review process 
has been clarified in terms of 

Melinda Glover 
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timing, purpose and expected 
outputs, and accountability has 
been strengthened through clearer 
role definitions. 

     
 
 

 

11. Appendices  
  

Appendix A: Transition Process Flowchart 
  
  
  

 

 

Appendix A: Transition Process Flowchart 
 

Transition Process Flowchart 
 

Pupil to meet relevant staff 
Parent(s)/Carer(s) to complete relevant paperwork 

 
 
 
 
 

Week One 
Pupils will begin a transition process with a view to attending 9-11am Monday-Friday.  In exceptional 

circumstances, and in agreement with parents/carers, this can be adapted to meet need (e.g. 1-3 pm, 
etc.) 

 
 
 
 
 
 

Week Two 
Pupils to attend for an agreed increased time, usually including lunchtime 9am -1 pm.  Again, in 

agreement with parents/carers, this can be adapted to meet need (e.g. 11am-3 pm, etc.) 
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Week Three 
Pupils to attend school full time (8.50am – 3pm) daily 

 

 

 

Extended or reduced settles may be needed for pupils.  This will be decided on an individual basis.  
During the settle period, please be mindful that if a child becomes too distressed and it is in the best 
interest of the child, we may call parent(s)/carer(s) to collect the child before the planned end of 
session. 


