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Admissions Policy 
‘Building for Successful Futures’ 

 

Introduction 

Norfolk County Council Children’s Services (NCCCS) is the ‘admissions authority’ to Maintained 

Complex Needs Schools.  The criteria for admissions to special schools relates to the criteria for 

an ‘Education Health and Care Plan’ as identified in the ‘Special educational needs and 

disability code of practice: 0 to 25 years’ 2014.and Part 3 of the ‘Children and Families Act’ 

2014. This document should be read in conjunction with the Norfolk County Council document 

‘Admissions to Special Schools’ Guidance for Schools and Officers July 2012.   

 

FNS is currently designated as a Complex Needs School for 144 pupils aged 3 - 19 (mixed), 

although we currently meet the needs of pupils aged 7 – 16), with weekly residential provision 

for up to 26 pupils + 2 emergency beds.   

 

Where the word parent is used in this document it refers to anyone taking on the responsibility 

for parenting. 

 

Aims 

 

The school works closely with representatives of Children’s Services to ensure that pupils are 

appropriately placed and their needs can be met.  We aim to be as flexible as possible in 

meeting the individual learning needs of children rather than being rigid in terms of criteria. 

 

The Admissions Process 

 

The placement of a child/young person in a special school normally follows a statutory 

assessment and the making an ‘Education, Health and Care Plan’ (EHCP), by the LA1.   After 

parents have received the proposed EHCP for their child they have a right to state a 

preference for a maintained school – mainstream or Complex Needs – their child should 

attend.  Parents receive information about available schools and also the support available 

from Parent Partnership and voluntary organisations. 

 

A Complex Needs school placement may also be considered following an Annual Review.   

Changes in the special educational needs and provision requirements for the child or young 

person may indicate the appropriateness of a more specialist placement.  

 

In addition, parents are entitled to make representations for placement in a non-maintained 

Complex Needs or independent school.  When considering such representations the LA will 

establish that the school is suitable and that placement would avoid any unnecessary 

expenditure. 

 

Referrals for maintained Complex Needs school placements are usually received from the 

Local Authority SEN Placements team from the EHCP Coordinators, after parents have 

expressed preference for such a placement.  The placement will be agreed, provided that: 

 

                                                 
1 Other circumstances when a pupil may be placed in a special school are set out in the section on ‘other 

arrangements’ 



 
 The school is suitable for the child’s age. Ability and aptitude and the special 

educational needs set out in the EHCP. 

 The views of the Governing Body have been properly considered. 

 The child’s attendance is not incompatible with the efficient education 

of the other children in the school or likely to be placed there within 

the next 26 weeks. 

 A funded place is available within the school or can be made 

available. 

 The placement is an efficient use of the LA’s resources. 

 

Referrals Process 

 

The EHCP Coordinator is responsible for making the referral for a child or young person with an 

EHCP to be placed in a maintained Complex Needs school.  A Placement Proposal Form (PPF) 

must be fully completed and sent, with accompanying professional reports and advice 

including an Educational Psychologists cognitive assessment, to the SEN Placements Team who 

will then proceed to consult the school, Admissions to maintained Complex Needs schools will 

usually be agreed via the termly admissions as outlined above. 

 

Where an admission is not agreed the EHCP Coordinator is responsible for liaison with parents 

and for identifying the next steps in ensuring that the child/young person’s special educational 

needs can be met. 

 

Definition of a Complex Needs School 

 

A child/young person may be considered for a place in a Complex Needs School if they can 

be described as having A and either B and or C in the following three categories: 

 

A. They have a diagnosed learning disability or difficulty and will be 

functioning at a very or extremely low level of cognitive and 

general ability. 

B. Where, despite a period of sustained reasonable adjustment 

strategies from the child’s mainstream setting, the child’s needs 

continue to be unmet. 

C. They present with multiple co-existing complexities of need that 

require sustained specialist interventions, therapies and teaching 

approaches that can be more appropriately delivered within a 

complex needs school and class sizes that do not exceed 

government statutory advice around pupil to class space ratios 

 

These significant needs might include: 

 Learning Difficulties 

 Multi-sensory impairments 

 Profound and multiple learning difficulties 

 Physical impairment 

 Sensory impairment 

 Autistic Spectrum Disorder 

 Complex health (including technology dependent) 

 Associated Social, emotional and mental health difficulties  

 Severe speech, language and communication difficulties 

 



 
A Complex Needs School will not be tasked with supporting children and young people whose 

main presenting difficulty is Social, Emotional and Mental Health Needs who have a cognitive 

profile within the normal range and whose recent [last six months] access to the curriculum in 

their current placement has been in line with expectations of ultimate potential. 

 

Orchard House 

 

Orchard House provides places for pupils in KS2, KS3 and KS4 for pupils with complex needs 

relating to a diagnosis of Autism Spectrum Disorder. Currently there are 19 places funded at OH 

from the Local Authority.  See appendix B.  The Admissions process is similar though the criteria is 

more specific see contract with LA. 

 

Admission Meetings 

 

Each term the LA will organise meetings with the Head Teachers of Norfolk’s maintained 

Complex Needs schools to consider: 

 referrals for pupils for admission to the school  

 admission dates and arrangements for children and young people 

with EHCPs naming particular maintained special schools in Norfolk; 

 options within Norfolk’s maintained Complex Needs schools for 

children and young people whose parents have expressed a 

preference for a Complex Needs school but for whom the LA has yet 

to name the school; 

 progress in fulfilling plans to include individual children and young 

people from special schools into mainstream schools or other 

alternative provisions; the utilisation of unfilled funded places in special 

schools; and 

 matters relating to the quality of admission processes and compliance 

with agreed standards and procedures. 

 

All such meetings will be minuted and copies of minutes circulated to relevant staff 

Children’s Services. The minutes will record all decisions regarding referrals for 

admission.  Where the decision is not to admit the reasons for the decision will be made 

clear.  The responsibility for communicating such decisions to parent/carers and 

mainstream schools lies with the EHCP Coordinator. 

 

Admission Meetings will be held each term for each school.  It may be appropriate to 

group schools together for joint admissions meetings.  In addition, meetings will be held 

in November and January to prioritise pupils for admission in relation to the Phase 

Transfer process.  Such meetings are viewed as a necessary means of ensuring that the 

LA is properly informed of the organisation of each maintained special school and any 

issues that need to be taken into account when naming such schools in EHCPs 

 

 

The LA recognises that individual Complex Needs schools are organised differently and 

that there is a need for careful consideration regarding the admission arrangements for 

children and young people.  However, it is the LA’s general expectation that once a 

school has been named in the EHCP, and following all necessary consultations, the 

child/young person will be admitted to the school at the beginning of the next term at 



 
the latest2.  The exact date of admission will be determined by the Admissions Meeting, 

giving the school time to undertake necessary preparations for the child/young 

person’s arrival, giving time for the child/young person’s present school to prepare 

them to leave and providing sufficient time to make appropriate travel arrangements 

and arrange for the issue of an amended EHCP. 

 

The number of pupils for which a Complex Needs school is organised to make provision 

can be increased by 10% or 20 pupils, whichever is the lesser, without the need for the 

publication of statutory proposals.   Although, the LA will not normally name special 

schools in EHCPs which are already admitting pupils up to their organised number, the 

provision does allow a degree of flexibility which the LA may decide to exercise from 

time-to-time.  In such circumstances, the LA will pay particular attention to the number 

in the class and size of the classroom to which the child/young person would be 

admitted, as well as the total for the school as a whole.  Wherever feasible, the LA 

would expect the school to adjust its arrangements to accommodate the child/young 

person within a reasonable time if it is safe for all stake holders to do so. 

 

The Children’s Services Placements Team 

The Placements Team is responsible for the administration of all specialist educational 

and residential placements made by Norfolk Children’s Services. 

 

The Placements Team undertakes all consultation with maintained, non-maintained 

Complex Needs schools and independent schools and their relevant governing bodies 

on behalf of the LA in order to maintain a consistent process and to provide a clear 

single point of contact re admissions to these placements for all concerned.  

 

The Placements Team issues all admission letters offering places at maintained, non-

maintained and independent Complex Needs schools and liaises with the 

Procurement and Finance Sections with regard to contractual and financial 

arrangements regarding placements. 

 

Residential Placements 

Where a residential placement is requested a Social Report must be prepared.  See 

Appendix 1. 

 

Dual Placements and Inclusion Placements – Mainstream and Complex Needs Schools  

Dual placements are not encouraged or common place and must be seen as having 

a specific purpose and focus of their own. FNS do not offer dual placements.  

 

The only exception is when it may be appropriate for a child or young person who is 

transferring from a Complex Needs school to a mainstream school to spend an 

increasing proportion of his/her time on the mainstream school as part of the transition 

process.  Such arrangements must be time-limited – maximum time one term.  There 

must be a clear written plan and agreement between the parents, the two schools, 

the EHCP Coordinator and external specialists, setting out the timetable for the 

transition.  The timing of the transfer of the child or young person from one roll to the 

other should be agreed between the two schools but at no point will they be on the 

roll of both schools.  

 

                                                 
2 The major exception to this requirement being Phase Transfer Statements where a date for transfer to a 

named special school has been agreed with parents/carers and stipulated in Part 4 of the Statement. 



 
When a dual placement for a child or young person in a mainstream school is being 

considered it must be clearly understood that such a placement does not confer the 

right to a full time placement in a Complex Needs school at a later date.  In the same 

way where a dual placement in a mainstream school is being considered for a 

Complex Needs school child or young person it does not confer the right to a place in 

that mainstream school at a later date. 

 

Registration 

Dually placed/inclusion children and young people will be registered only by their ‘roll’ 

school.  When they are attending the ‘inclusion’ school they will be considered as a 

guest in that school.  The ‘roll’ school will record their attendance as ‘B’ attendance at 

other educational provision.  It will be the responsibility of the ‘roll’ school to check and 

record attendance. 

 

Annual Reviews 

Annual Reviews for dual placed children and young people – the roll school is 

responsible for organising the annual reviews between a mainstream school and a 

special school. 

 

In the case of children and young people dually registered between a special school 

and a Short Stay School for Norfolk the special school is responsible for organising the 

annual review. 

 

Transport and Travel 

Consent for transport for such arrangements must be obtained in line with the current 

Passenger Transport guidance. 

 

Practical issues of travel and transport must be considered and agreed before any 

dual/inclusion placement is arranged.  It will be exceptional for a child/young person 

to attend one school, each morning and the other in the afternoon, unless the schools 

are co-located. 

 

Care must be taken to ensure that the child/young person receives their full 

educational entitlement and that travel to school takes places outside school hours i.e. 

children and young people must not lose their educational entitlement as a result of 

travel time.  They must not lose their lunch or break times because of travel nor lose 

time in education for the same reason. 

 

Links to Other Policies 

Pupil Welfare 

Curriculum 

Safeguarding (including Child Protection) 

Single Equalities 

Residential Policy and statement of purpose 

 

Also see Government documentation on school numbers vs class sizes 

 

Equality Impact Statement 

 

The Governors have reviewed this policy giving due regard to their responsibilities with 

respect to the equalities agenda, in line with recent legislation.  They believe that the 



 
policy reflects a positive attitude and approach to all members of the school 

community. 

 

Policy Approved by: 

 

Chair of Governors          

 

*to be ratified on 09.12.20 

 



 
 

APPENDIX A 

Residential and Transition Admissions 

 

Aims 

Once a residential placement has been agreed all decisions are made in consultation 

with the parents and the child, The child will be gradually introduced to their Keyworker 

and the residential environment/programme over a planned period which may 

include starting on an Extended Day or a trial boarding period in the first instance.  This 

progresses to the child staying overnight and will increase to the agreed number of 

nights when it is felt the child is ready.  In consultation with parents the number of nights 

may increase or decrease depending on need and progress.  This plan is made on the 

individual need of each child and the length of time between introduction and 

boarding may vary.  

 

Appropriate Reasons for Boarding Placements at Fred Nicholson School  

 Educational Reasons – the home situation is affecting the child/young 

person’s ability to access the curriculum  

 Issues linked to the child/young person’s SEN 

 Social care involvement supports residential provision as part of 

maintaining the family unit 

 Family pressures e.g. grandparents principal carers needing respite 

 Needs of other children and young people in the family 

 Parental illness 

 Need for social interaction 

 Independence skills 

 Emergency placement for children’s services on a time limited basis 

 

Any of the above may be combined with 

 Distance/time from home to school and the child/young person’s 

ability/resilience to cope with travel to school. (This will not be the sole 

reason for a residential placement). 

 

Disabled Living Allowance (DLA) or Personal Independence Payment (PIP) 

 

It should be noted that a boarding placement might affect a parents claim for 

Disabled Living Allowance (DLA) depending on the number of nights a child/young 

person spends away from home/year.  

 

 

 

 



 
Time-limits on boarding placements 

 

Boarding placements at FNS are generally offered on a time-limited basis to enable a 

specific piece of work to be done with the child/young person in school (and 

sometimes with the family at home) and to ensure that links with the local community 

are not broken.  Residential placements may not continue indefinitely.  Time-limited 

placements mean that more children and young people can benefit from a period in 

residence.  

 

All referrals will be considered in the context of the individual needs of the child/young 

person concerned as noted in their EHCP.  An update on residential 

placements/residential vacancies will be undertaken at the termly Admissions Meeting 

for the relevant Special School by the Headteacher, Head of Care and the Admissions 

LA lead and recorded in the minutes of the meeting.  

 

Decision-Making 

The decision about whether a boarding placement should go ahead will be made by 

the Headteacher and Head of Care at the relevant school, the EHCP Co-ordinator as 

the case-responsible officer and in consultation with the Admissions LA lead and taking 

due consideration of the Social Report.   

 

Issues to consider in relation to a residential placement: 

 The child/young person’s needs and the impact of the separation from 

his/her family on them – balanced against special educational needs 

 The child/young person’s views and understanding of the purpose of 

the placement must be taken into account 

 The parents views and understanding of the purpose of the placement 

 The effect of the residential placement upon other children and young 

people in the family  

 Very careful consideration should be given to a situation where 

parents are not in agreement among themselves about the 

placement 

 Very careful consideration should also be given to a situation where 

parents and the child/young person are not in agreement about the 

placement 

 In all cases consideration will also be given to the effect of the 

admission upon the children and young people already in residence. 

 

Details of Process 

 Occasionally it may be appropriate for a referral for a residential 

placement to come from the EHCP Coordinator once it has been 

agreed to offer a place but before the placement begins.  

 For children and young people without existing social work 

involvement: the school may request social reports directly from an 

EPSS Social Worker or another social worker identified by the 

Operational Division to take on such a role, where a request for a 

residential placement for a current day pupil has been discussed at 



 
the Annual/Interim Review.  The schools should ensure that the EHCP 

Coordinator is invited to attend the review where there is likely to be a 

request for a residential placement.  If the EHCP Co-ordinator is not 

present at the review and the request is raised during the meeting the 

school will record the request on the AR Record and contact the EHCP 

Co-ordinator as soon as possible.  

 The school should send a copy of the request for SW report3 to the 

Operational Division EPSS Social Worker or another social worker 

identified by the Operational Division to take on such a role, (the 

original goes with the Annual Review document).  The EHCP Co-

ordinator should be made aware of the request by the school via fax 

or email.  (This will avoid any delay in processing the annual review). 

 The Social Worker will contact the family to arrange the visit and 

prepare the social report. 

 The Social Worker will send a copy of the report to: the EHCP Co-

ordinator, EP, Divisional SEP, Parents, School, Placement Team. 

 Provided there is agreement from all parties that the placement is 

appropriate the Headteacher and Head of Care will make 

arrangements for the child/young person to be admitted as soon as 

possible.  The Head of Care will contact the Placement Team to 

confirm that a formal offer of a residential placement can be made. 

 The school’s Head of Care will then contact the family to prepare the 

Placement Plan.  A copy of the Placement Plan and updates will be 

sent to the EHCP Co-ordinator.  A residential worker will make a home 

visit to discuss the Placement Plan with parent or will discus at the 

child’s annual review if a home visit cannot be arranged.  The 

Placement Plan will set targets for the residential placement.  Where 

appropriate the residential team may make a further referral to the 

EPSS SW Team for extended work with families if appropriate.  The 

Placement Plan is regularly reviewed and amended as necessary to 

reflect significant changes in the child/young person’s needs, progress 

or development.  This pattern continues as long as the child/young 

person remains in residence (NMS 17.3).  Updates will be 

communicated to the EHCP Co-ordinator   

 If for any reason a social report is not done the Head and Head of 

Care may make the decision to admit the child on the evidence 

available.  

 For children and young people with current Social Work involvement: If 

the child/young person has a Children’s Services Social Worker 

already, the EPSS will not be involved.  The social report should be 

commissioned from the Social Worker if it has not already been 

contributed as part of the Annual Review process. 

 For Looked After Children: The placement review process should be 

incorporated with the LAC review process. 

                                                 
3 It is important that the requests contain sufficient detail for the SW to go ahead with arranging a home visit. 



 
If the decision is not to offer a residential placement the Head of Care is 

responsible for communicating the decision verbally to parents first and then 

confirming it in writing – a copy of the letter must be forwarded to all those 

listed above. 

 

Parents/carers have a right to refuse permission for a social work report to be 

prepared.  In such cases a residential placement will not be possible in 

maintained or non-maintained/ independent provision unless as a result of a 

decision by SENDIST following an appeal. 

 

Child Protection 

When child protection concerns arise, the school and social worker should 

follow their respective safeguarding and child protection policies in 

accordance with Norfolk Safeguarding Children 



 
APPENDIX B 

Specialist Placement Admissions Protocol to Orchard House 

 

Orchard House is a 38 week day specialist provision for 19 children and young 

people, where Autistic Spectrum Disorder or Social Communication Disorder is 

their primary special educational needs.  It is in the grounds of Fred Nicholson 

and pupils access the facilities at the main school as well as having their own 

bases.  

 

Priority for placements is for children and young people who are currently in 

County placements or at risk of being placed out-County. 

 

Orchard House could be considered a possible suitable placement for 

children and young people for whom some of the following applies: 

 

 Key Stage 2, 3 or 4 with a degree of autism and a diagnosed learning 

difficulties which require distinctive teaching approaches and a level of 

specialist teaching over and above that which is available in Complex 

Needs schools. 

 Has Complex Needs which may include some of the following –  Sotos 

Syndrome, Prader Willi Syndrome, ADHD, Dyslexia, Obsessive Compulsive 

Disorder, Dyspraxia, Dyslexia, Sensory Deficits in addition to ASD. 

 Has become very distressed in the current educational placement. 

 Has had a series of fixed term exclusions or been permanently excluded 

from school.  

 Has been bullied or may have become a bully themselves. 

 Is experiencing a combination of difficulties associated with the ‘The Triad 

of Impairments’ (Social Interaction; Language and Communication, both 

verbal and non verbal; Imagination and Rigid Thought Processes) and 

sensory difficulties. 

 Might present as a child or young person with considerable language skills 

but in fact finds it difficult to process language and to communicate 

appropriately and effectively. 

 Displays acute difficulty in expressing emotions verbally or understanding 

other people’s emotions. 

 Has very rigid behaviour patterns and changes to what is expected often 

result in violent outbursts resulting in attacks upon staff. 

 Displays challenging physical behaviour which has (in the last year) 

resulted in attacks upon staff, other children or young people (biting, 

pinching, punching and kicking) and property damage such as throwing 

furniture, breaking windows. 

 Might also have self harmed. 

 Might receive respite care. 

 Has an uneven developmental or academic profile.  



 
 Likely to react very negatively to Physical Intervention (Norfolk Steps 

Positive Handling) but this may be necessary at times to keep staff and 

other children and young people safe. 

 Reacts negatively to over stimulation in the environment and needs a ‘low 

arousal sensory environment’.  This would include an individual working 

space and at times a safe and secure place to be alone.  

 Requires at least 1-1 support at all times – especially unstructured times 

and may need a higher staffing ratio when distressed.  

 


