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The following policy has been approved by the Senior Leadership Team and the Executive Team.  
The policy will be reviewed on an annuals basis unless circumstances arise requiring the policy to 
be reviewed earlier. 
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2 
Issue 2 

1. Admissions policy overview 
 

1.1 At Progress Schools Gorton our students are referred from a variety of sources. There 

are no formal entry requirements to access our programmes although every referral is 

considered on an individual basis. The sections below outlines required documentation 

before a student can be placed in school.  

 

1.2 Progress Schools Gorton will consider each referral on a case by case basis. A 

placement will be offered if it is believed we can meet the student’s needs.  

 

2. 11-16 admissions 
 
2.1  All students aged 11-16 that are currently not in formal education, are at risk of being 

permanently excluded or cannot meet their potential in their current setting must be 
referred either by their current place of education or the Local Authority/Education 
Inclusion team.  

2.2  Students and parents/carers are welcome to view the proposed school site by 
appointment, however formal admittance will not be considered until the following 
documentation has been received; 

 
- Risk Assessment and referral pack including schedule 3 document 

- Prior educational background  

- Copies of any relevant documentation including SEND and Education, Health and 

Care Plan (EHCP) 

- Prior attendance and attainment 

- Any other important documentation relevant to the student 

 

2.3 Once received, a decision will be made and parents informed within a maximum of 5 

working days. Upon agreeing a start date and timetable, parents and students will be 

invited in to the school where they will receive consent forms and a parent information 

pack. Copies of any details will be sent to the referring agency where applicable.  

 

2.4 Progress Schools Gorton will review each application carefully. Due to the nature of 

some of our referrals, the student’s welfare will take priority when considering if we can 

successfully meet the students’ needs.  

 2.5  Short term, temporary placements are available. Progress Schools Gorton can act as a 
6th day provision in the event that suitable alternative placement is still being sought. 
The admissions process remains the same as full time applicants. 

 
2.6 Where a student is being referred onto a block placement contract, we still expect to 

receive the documentation listed above prior to admission. 
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3.  Appeals 
 
3.1  In the event of a student being refused a placement, appeals must be made to the 

Head of School in writing within 5 working days of the placement being declined. 
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4.  Admissions process for referrals from LA SEND Dept. 

A referral is made by the SEND arm of an LA with the 
supporting documents sent to the Referrals Manager. If the 

EHCP document received is in draft form, the Referrals 
Manager requests the final version ASAP. 

The Referrals Manager saves the supporting documents in the 
referral folder for each respective school, adds the referral 
details onto the school’s Salesforce Referrals Tracker and 

informs the HOS/Operations Manager that the referral has been 
received and that we have 15 days to respond.

Heads/Op Managers will ask me to review the referral paperwork 
and give them feedback on whether I think we can meet needs, and 
many will  invite the SENCO’s input here too. On occasion,  we’ll go 

back to the referral source and ask for further information, e.g. 
reports by EP if available.

If it is felt that we can meet needs, an Expression of Interest (EOI) is 
returned to the LA that made the referral to us, along with our costs. 
Sometimes we feel unable to commit one way or other so request a 

school visit to ascertain whether we’re the right setting for the young 
person, as well as addressing any concerns from parents/carers.  This 

must be done within the 15 days 

If it is felt we can’t meet needs, the HOS, Operations Manager or myself 
return the declination, ensuring we’re not violating the SEND Code of 

Practice. A declination of placement can only be returned once the case has 
been discussed with all parties, on an evidence-based decision. 

For referrals that we would like to accept, these are captured on Salesforce 
as a live opportunity (Proposal) and then we will liaise with the LA who made 

the referral in terms of whether they want to proceed with the placement 
and possible start dates. 

Once we receive a signed S3 to confirm the LA wants to place the YP with us, 
the Referrals Manager liaises accordingly with the HoS/Operations Manager 
and induction arrangements will commence. This referral is then moved on 

Salesforce from ‘Proposal’ to ‘Closed Won’.

Once the HoS sends a starter form to the Engagement Team and the student is 
added to School Pod, the Referrals Manager saves the new student’s 

supporting docs onto the SEN folder marked: ‘New EHCP Students’. This folder 
is specifically for the SENCO so she can ensure the student is added to her 

caseload.  


