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Terms of Reference  

  

i. This policy has been written for all staff within Ethos Academy Trust; pupils; 

parents / carers; referring professionals and trustees. All staff should have a 

working knowledge of this policy.  

  

ii. A copy of this policy is available electronically on the school website.  

  

iii. Relevant Statutory guidance DFE), circulars, legislation and other sources of 

information are:  

  
Exclusion guidance 2017:   

  
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/641418/2017083 

1_Exclusion_Stat_guidance_Web_version.pdf  

  
School attendance 2016:  

  

https://www.eat.uk.com/wp-content/uploads/2020/04/Kirkless-Council-Reduced-Timetable-

Guidance-2019.pdf 

 

  
Mental health & Behaviour in school 2016:  

  
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/508847/Mental_H 

ealth_and_Behaviour_-_advice_for_Schools_160316.pdf  

  
Guidance to Schools On the use of Reduced Timetables:  

  
https://www.eat.uk.com/wp-content/uploads/2019/06/reducedTimetableguidanceMay2019.pdf  

  
Ensuring a good education for children who cannot attend school because of health needs:  

  
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/269469/health_n 

eeds_guidance__-_revised_may_2013_final.pdf  

  

     
This policy aims to provide a clear, transparent admissions process.  

  

Introduction:  

This policy covers admissions processes to the following settings:  

  

• Engage Primary Academy (EYFS2, Key Stage 1 & 2).   

• Reach Academy (Key Stage 3).  

• Ethos College (Key Stage 4).  

• Ethos College (EYFS2, Key Stages 1-4) – Medical provision.  

  

The LA commissions the above places with the priority around statutory responsibilities 

outlined in the links on page 2.  

Engage Academy (EYFS2 and Key Stages 1, 2) has three main categories of pupil:  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/641418/20170831_Exclusion_Stat_guidance_Web_version.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/641418/20170831_Exclusion_Stat_guidance_Web_version.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/641418/20170831_Exclusion_Stat_guidance_Web_version.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/641418/20170831_Exclusion_Stat_guidance_Web_version.pdf
https://www.eat.uk.com/wp-content/uploads/2020/04/Kirkless-Council-Reduced-Timetable-Guidance-2019.pdf
https://www.eat.uk.com/wp-content/uploads/2020/04/Kirkless-Council-Reduced-Timetable-Guidance-2019.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/508847/Mental_Health_and_Behaviour_-_advice_for_Schools_160316.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/508847/Mental_Health_and_Behaviour_-_advice_for_Schools_160316.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/508847/Mental_Health_and_Behaviour_-_advice_for_Schools_160316.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/508847/Mental_Health_and_Behaviour_-_advice_for_Schools_160316.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/508847/Mental_Health_and_Behaviour_-_advice_for_Schools_160316.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/508847/Mental_Health_and_Behaviour_-_advice_for_Schools_160316.pdf
https://www.eat.uk.com/wp-content/uploads/2019/06/reducedTimetableguidanceMay2019.pdf
https://www.eat.uk.com/wp-content/uploads/2019/06/reducedTimetableguidanceMay2019.pdf
https://www.eat.uk.com/wp-content/uploads/2019/06/reducedTimetableguidanceMay2019.pdf
https://www.eat.uk.com/wp-content/uploads/2019/06/reducedTimetableguidanceMay2019.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/269469/health_needs_guidance__-_revised_may_2013_final.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/269469/health_needs_guidance__-_revised_may_2013_final.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/269469/health_needs_guidance__-_revised_may_2013_final.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/269469/health_needs_guidance__-_revised_may_2013_final.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/269469/health_needs_guidance__-_revised_may_2013_final.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/269469/health_needs_guidance__-_revised_may_2013_final.pdf
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Please note: Following an Ethos Academy Trust placement, mainstream schools will provide 
legacy data to show the progress that has been made by pupils following reintegration. The 
expectation is that Ethos Academy Trust will be able to obtain academic reports for the 3 terms 
following placement.  

  

1. Permanent Exclusion  

  

Following receipt of a permanent exclusion notification, KS1 and 2 Kirklees resident pupils 

receive full time education at Engage Academy from Day 6 of their exclusion. Pupils 

remain dual registered with the excluding school until 15 school days have passed since 

the parents were notified of the governing boards’ decision to not reinstate the pupil and 

no application has been made for an independent review panel or the parents have stated 

in writing that they will not be applying for an independent review. The pupil is then single 

registered with Engage Academy.  

  

2. Turnaround Placement (EYFS2, Key Stages 1 & 2) 

  

Pupils are referred for a time-limited, turnaround placement in partnership with 

mainstream schools. Pupils are dual registered during their placement with the referring 

school being the ‘main’ and Engage Academy being the ‘subsidiary’ setting.  

  

The purpose of a turnaround placement is for Ethos Academy Trust to complement the 

mainstream offer.   

  

The effectiveness of partnership working is paramount and schools are required to be 

actively working with Ethos Academy Trust to develop effective and sustainable learning 

strategies that meet the holistic needs of the pupil.  

  

Only in exceptional circumstances will a Turnaround placement be offered to a child not 

known to Ethos Academy Trust Outreach Service. 

Please note: the referring mainstream school retains the responsibility for:  

• starting and maintaining the EHCP;  

• ensuring that referrals to Early Help, CIN or CP are made.   

All pupils referred will be presenting high levels of social, emotional and / or mental health 

needs. They will already have received substantial support from within their mainstream 

schools (outlined within Kirklees Council’s 'Person-Centred Approaches' - see link below).  

https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-

inschool.aspx  

    

 

3. EYFS2 and Key Stages 1 & 2 Transitional Places  

   
Transitional places for Engage Academy will be considered following receipt of 
consultation paperwork from SENDACT. The Head teacher, SENCo and SLT will 
discuss the case in order to determine if the child will be considered for a transitional 
place within the provision at Engage Academy if they meet the following criteria:    
   

• The child has an EHCP and has been assessed as having social, emotional and 

mental health needs identified as a primary need;  

https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
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• The Annual Review evidences that interventions and specialist advice have been 

put in place, followed, monitored and adjusted as necessary;  

• If other areas of special educational need have been identified within the EHCP, 

advice from specialists must have been implemented for at least a term;  

• There is clear evidence that the needs of the child limit their ability to access the 

curriculum and/or impede their emotional, social or mental health development and 

as a result impact upon their ability to make progress in learning;  

• The child needs to access a specialist nurturing environment providing specialist 

knowledge, skills, technology and/or resources;  

• The child has a sudden deterioration following a high level of trauma/disclosure 

which requires intensive support for a period of time delivered by specialists in 

social, emotional and mental health  

   

Or   

• They have moved into the area with significant difficulties as outlined above and 

require more detailed specialist assessment in order to determine appropriate 

educational provision;  

• There is agreement following specialist advice that SEMH needs can be met within 

Engage Academy 

  

Requests for a transitional place will be made following an EHCP review in line with 

statutory processes following the SEND Code of Practice (2014).   

     
Reach Academy has 2 main categories of pupil:  

  
Please note: Following an Ethos Academy Trust placement, mainstream schools will provide 
legacy data to show the progress that has been made by pupils following reintegration. The 
expectation is that Ethos Academy Trust will be able to obtain academic reports for the 3 terms 
following placement.  

  

1. Permanent Exclusion  

  

Following receipt of a permanent exclusion notification, Kirklees resident Key Stage 3 

pupils receive full time education at Reach Academy from Day 6 of their exclusion. Pupils 

remain dual registered with the excluding school until 15 school days have passed since 

the parents were notified of the governing boards’ decision to not reinstate the pupil and 

no application has been made for an independent review panel or the parents have stated 

in writing that they will not be applying for an independent review. The pupil is then single 

registered with Reach Academy.  

  

2. Turnaround Placement   

  

Turnaround places can be requested at Reach Academy through the Single Point 

Referral (SPR) process. Pupils are referred by the mainstream school for a time-limited, 

placement to support their social, emotional and mental health needs, to enable them to 

re-engage successfully with their mainstream school. Pupils are dual registered during 

their placement with the referring school being the ‘main’ and  Reach Academy being the 

‘subsidiary’ setting.  

  

The purpose of a turnaround placement is for Ethos Academy Trust  to complement the 

mainstream school offer.   
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The effectiveness of partnership working is paramount and schools are required to be 

actively working with Reach Academy to develop effective and sustainable learning 

strategies that meet the holistic needs of the pupil.  

  

Only in exceptional circumstances will a Turnaround placement be offered to a child not 

known to Ethos Academy Trust Outreach Service.  

Please note: the referring mainstream school retains the responsibility for:  

• starting and maintaining the EHCP;  

• ensuring that referrals to Early Help, CIN or CP are made.   

  

All pupils referred will be presenting high levels of social, emotional and / or mental health 

needs. They will already have received substantial support from within their mainstream 

schools (outlined within Kirklees Council’s 'Person-Centred Approaches' - see link below).  

https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-

inschool.aspx  

  

    

Ethos College has 2 main categories of pupil:  

 
Please note: Following an Ethos Academy Trust placement, mainstream schools will provide 
legacy data to show the progress that has been made by pupils following reintegration. The 
expectation is that Ethos Academy Trust will be able to obtain academic reports for the 3 terms 
following placement.  

  

1. Long Term Placements  

  

Pupils referred to Ethos College will have complex social, emotional and mental health 

needs and benefit from a nurturing provision with wide ranging academic opportunities. 

Referrals for Key Stage 4 placements at Ethos College can be made for Year 9 pupils 

during the summer term, with a view to transition taking place in the final weeks of the 

term in preparation for the beginning of Key Stage 4 the following September. Additionally, 

mid-year referrals for Year 10 and 11 pupils can be made by referring schools.  

  

Pupils are dual registered during their placement with the referring school being the ‘main’ 

and Ethos College being the ‘subsidiary’ setting.  

 

Ethos College work in partnership with the referring school throughout the placement. The 

effectiveness of partnership working is paramount and schools are required to actively 

work with Ethos College in sharing information and attending regular review meetings. 

 

Long term placements are part-funded by Kirklees Local Authority, with the referring 

Kirklees school paying £10,000 per annum.   

  

 

2. Medical Provision  

  

Key Stage 1 – 4 pupils who are unable to attend school because of health needs receive 

education provision and support from Ethos College.  This is planned and delivered on a 

personalised basis, based upon medical advice. Ethos College work in partnership with 

https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
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the referring school throughout the period of medical tuition in order to support an effective 

and timely transition back for pupils back to their mainstream school. 

 

     
Referral Process for all schools within Ethos Academy Trust.  

  

• Guidance: https://www.eat.uk.com/wp-content/uploads/2020/04/SPR-Form-Guidance-

2019-1.pdfSave the completed form securely and send to the panel using 

AnyComms.   

• To submit via Anycomms (https://sst.kirklees.gov.uk/Login.aspx) - documents will 

need to be passed to a member of office staff who have an Anycomms log in.   

• Click on 'Upload File(s) to the Local Authority'   

• Click on 'Browse' and upload relevant file   

• From the 'File Type' drop down list choose 'Single Point Referral'. It should then 

automatically put 'Inclusion' in the 'Service' drop down.   

• You can enter a description of the file or a comment in the 'Description' box   

• Click on 'Upload All Files' to send.  

  

The referral panel meet fortnightly to consider pupil admissions to the Ethos Academy 

Trusts. The panel is chaired by a Kirklees head teacher from either a primary or secondary 

mainstream school.   

  

All placement referrals will require the completion of the Pupil Referral Service referral 

form (see link below) and schools must ensure that pupils’ CTF files are forwarded in 

advance of the agreed admission date.   

  

 
 https://www.eat.uk.com/our-services/single-point-referral-process/ 

  

https://www.eat.uk.com/wp-content/uploads/2020/04/SPR-Form-Guidance-2019-1.pdf
https://www.eat.uk.com/wp-content/uploads/2020/04/SPR-Form-Guidance-2019-1.pdf
https://www.eat.uk.com/about/single-point-referral-process/
https://www.eat.uk.com/our-services/single-point-referral-process/
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PRIMARY / SECONDARY ADMISSION:   

Category  Initial Contact  Paperwork Required  Admissions Process  

Permanent exclusion  
  

  

  

 

  

Tracy Rider – Exclusions Officer /  
Inclusion Manager (Primary)  

Tel: 01924 -478482 
tracy.rider@eat.uk.com  
  
Allison Langdale – Exclusions Officer /  
Inclusion Manager (Secondary)  
Tel: 01924 – 478482   
Allison.langdale@eat.uk.com  

  

  

  

  

PEX Notification form:  

  
https://www.eat.uk.com/our-
services/permanent-exclusions/ 
 Permanent Exclusion letter to parent.  

  
Additional information:  

  
• Attainment and progress (this could 

be the last school report)  
  
• Personal development,   

Behaviour and Welfare  

(this will vary within each school but 
might include personalised plans for 
the child (MSP), summary of  
behaviour to date etc.)  

  

Local Authority notify Ethos Academy 
Trust of permanent exclusion.  
  
1. Planning meeting convened with 

pupil, parent / carer, school and any 
other professionals.  

2. Parents and pupil visit Ethos 

Academy Trust.  
3. Start date agreed.  
4. Baseline assessments undertaken.  
5. My Support Plan / EHCP updated.  

  
Please note: Following a Day 6 
placement, schools will provide legacy 
data to show the progress that has 
been made by pupils following 
reintegration. The expectation is that 
Ethos Academy Trust will be able to 
obtain academic reports for the 3 terms 
following placement.   
  

PRIMARY / SECONDARY ADMISSION:   

Category  Initial Contact  Paperwork Required  Admissions Process  

Turnaround placement  
  
  
  

Primary KS1/2 contacts:  

Gemma Fellows – Deputy Head 

Tel: 01924 478482  
gemma.fellows@eat.uk.com  
  

Referral form  

https://www.eat.uk.com/our-

services/single-point-referral-process/ 

  

 

Mainstream school submit referral 
with advice from outreach case 
worker.     
  

https://www.eat.uk.com/our-services/permanent-exclusions/
https://www.eat.uk.com/our-services/permanent-exclusions/
https://www.eat.uk.com/about/permanent-exclusions/#1535720700496-d066c519-bf48
https://www.eat.uk.com/our-services/single-point-referral-process/
https://www.eat.uk.com/our-services/single-point-referral-process/
https://www.eat.uk.com/about/single-point-referral-process/
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  Alison Ward – Head Teacher    
Tel: 01924 - 476449   

alison.ward@eat.uk.com  
  

Key Stage 3 contacts: 

Matthew Long – Assistant Head    
Tel: 01924 - 478482  
matthew.long@eat.uk.com  

  
 

Hannah Lord – Head Teacher  
Tel: 01924 – 478482  
Hannah.lord@eat.uk.com  

 

 

  

- - -   

  
Recently reviewed My Support Plan  

  
https://www.kirklees.gov.uk/beta/sp 
ecial-education/special-
educationalneeds-support-in-
school.aspx  
  
My Support Plan  
EHCP (where appropriate) ePEP 

(for LAC)  
 

Ethos Academy Trust liaises 
directly with pupil’s home 
school regarding admission.  
  

1. Planning meeting convened with 
pupil, parent / carer, school and any 
other professionals.  

2. Parents and pupil visit Ethos 

Academy 
Trust (supported by referring school 
staff).  

3. Start date agreed., review meetings 
planned and exit date.  

4. School staff visits planned.  
5. Baseline assessments undertaken 

in Ethos Academy Trust.  
6. My Support Plan / EHCP updated.  

  
Please note: Following an Ethos 
Academy Trust placement, schools will 
provide legacy data to show the 
progress that has been made by pupils 
following  
reintegration. The expectation is that 
the Ethos Academy Trusts will be able 
to obtain academic reports for the 3 
terms following placement.    

https://www.eat.uk.com/about/single-point-referral-process/
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
https://www.kirklees.gov.uk/beta/special-education/special-educational-needs-support-in-school.aspx
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Transitional Places 

(EYFS2 and KS1,2)  

Primary contacts:  

  
Clare Dawson - SENCO Tel: 
01924 478482 
clare.dawson@eat.uk.com  
  
Alison Ward – Head Teacher    
Tel: 01924 - 476449   

alison.ward@eat.uk.com  
  

Consultation form from SENDACT.  

  

EHCP review documents  

1.SENDACT submit consultation papers 
to Engage Academy.  
  
2.Engage Academy able to meet need: 
SENCO responds positively to 
consultation and offers a place.  
  
3.Parents and pupil visit Engage 
Academy.  
  
4.Start date agreed.  

           

  

 

ETHOS COLLEGE ADMISSION:   

Category  Initial Contact  Paperwork Required  Admissions Process  

Long Term 

Placements (KS4)  

Diane Dunn – Assistant Head (KS4)   
Tel: 01924 – 469170   
diane.dunn@eat.uk.com  
  
Marcus Farrington – Assistant Head and 
SENCO  
Tel: 01924 – 469170  
marcus.farrington@eat.uk.com  

  
Rebecca Smith– Head Teacher 
Tel: 01924 – 469170  
Rebecca.smith@eat.uk.com  

  

Referral form:  

  

https://www.eat.uk.com/our-

services/single-point-referral-process/ 

   

  

My Support Plan  

EHCP (where appropriate) ePEP 
(for LAC)  
  

  

1. Planning meeting convened with 

pupil, parent / carer, school and any 

other professionals (may be in the 

referring school, Ethos College or 

pupil’s home).  
2. Parents and pupil visit Ethos 

College (supported by referring 
school staff).  

3. Baseline assessments undertaken.  
4. Start date agreed.  
5. My Support Plan / EHCP updated.  

  

https://www.eat.uk.com/our-services/single-point-referral-process/
https://www.eat.uk.com/our-services/single-point-referral-process/
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Medical Needs 

(KS1-4)  

 

Mandeep Little 
Tel: 01924 – 469170   
Mandeep.little@eat.uk.com 
 

Rebecca Smith– Head Teacher 
Tel: 01924 – 469170  
Rebecca.smith@eat.uk.com  
 

Referral form  

  

https://www.eat.uk.com/our-

services/single-point-referral-process/ 

 

Guidance: 

https://www.eat.uk.com/about/medical-

needs-support/ 

 

Consultant Advice: 

EHCP (where appropriate) 

ePEP (for LAC) 

1. Planning meeting convened with 

pupil, parent / carer, school and 

any other professionals (may be in 

the referring school, Ethos College 

or pupil’s home).  
2. Learning venue identified.  
3. Baseline assessments (where 

appropriate) undertaken.  
4. Start date agreed.  
5. Medical Needs plan developed.  

 

   

mailto:Mandeep.little@eat.uk.com
https://www.eat.uk.com/our-services/single-point-referral-process/
https://www.eat.uk.com/our-services/single-point-referral-process/
https://www.eat.uk.com/about/medical-needs-support/
https://www.eat.uk.com/about/medical-needs-support/

