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INTRODUCTION 
 
In 2004, the DfES issued a document of guidance on "Hard to Place" pupils about 
the expectation that Admissions Forums would agree protocols for fairer sharing out 
of "Hard to Place" pupils.  Such protocols were required by September 2005 and the 
County Durham Protocol was agreed and published in February 2005.  This Protocol 
is subject to review at every Admissions Forum Meeting. 
 
The 2007 School Admissions Code required In-Year Fair Access Protocols (formerly 
known as Hard to Place Pupils Protocols) to be in place by September 2007, to 
ensure that access to education is secured quickly for those who have no school 
place and to ensure that all schools in an area admit their fair share of children with 
challenging behaviour.  County Durham Admissions Forum approved the re-naming 
and updating of the existing protocol in July 2007. 
 
In County Durham, the LA has a strong partnership with its schools/academies and 
other agencies.  The agreements within this protocol have been reached over a 
period of time and through a strong commitment to the best interests of children and 
effective partnership working.  This protocol brings together all relevant agreements 
reached in recent years regarding the admission of vulnerable pupils within schools 
and academies in County Durham. 
 
What does this Protocol cover? 
 
In the vast majority of cases pupils are placed in accordance with agreed admission 
procedures.  The School Admissions Code requires that this protocol must include, 
as a minimum: 
 
 children from the criminal justice system or Pupil Referral Unit who need to be 

reintegrated into mainstream school; 
 children who have been out of education for two months or more; 
 children withdrawn from schools by their family, following fixed term exclusions 

and unable to find another place; 
 homeless children; 
 children with unsupportive family backgrounds, where a place has not been 

sought; 
 children of Gypsies, Roma, Travellers, refugees and asylum seekers; 
 children who are carers; 
 children with special educational needs (but without a statement or Education, 

Health and Care Plan); 
 children with disabilities or medical conditions; and 
 children returning from the criminal justice system  
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Pupils covered by this protocol are those listed above and any others who are hard 
to place in a school. The protocol balances the circumstances of the pupil and the 
circumstances of the school.   
 
Support for Vulnerable Pupils 
 
In County Durham, the LA, schools/academies and other agencies are committed to 
meeting the needs of vulnerable pupils.  The focus is on empowering schools to 
meet local need with local solutions through delegation of funding and by the 
provision of support for vulnerable groups.  Full details can be found in: 
 
 Policy and Strategic Development Plan for the Education of Children in Public 

Care and subsequent reports to CMT and Cabinet; 
 Education Support Service/Educational Psychology Service Information for 

Schools and other agencies. 
 Ensuring that children are Receiving a Suitable Education 2009 (updated 2013) 

which updates Ensuring Access to Appropriate Education for Children who are 
Missing or at Risk of Going Missing from Schools (April 2005) 

 
 
Requirements and Local Protocols 
 
Funding Issues 
 
In County Durham over £5m of new funding has been invested since 2000 in 
improving attendance and reducing the need for exclusion.  The vast majority is 
delegated to schools to empower them to meet local need with local solutions.   
 
a) In-Year Secondary School Transfers 
 
 The LA arranges for the transfer of funding, for the remainder of the year, 

from the previous school to the receiving school.  This includes the AWPU, on 
a pro rata basis and if they have it, Pupil Premium. 

 
b) Excluded Pupils 
 
 Durham LA ensures that full-time provision is made available for all 

permanently excluded pupils from Day 6.  From delegated funding, secondary 
schools make a contribution to the cost of provision when a pupil is 
permanently excluded.  This is currently £5,000 per annum in addition to the 
transfer of the AWPU (all pro rata), and if they have it Pupil Premium. 

 
 Since September 2007 schools must arrange and pay for full-time provision 

for pupils excluded on a fixed term basis from Day 6.  £155,000 is allocated 
annually to Communities of Learning to assist them in meeting this 
requirement. 
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c) Alternative Educational Provision at Key Stage 4 
 
 Schools may of course use delegated funding to make a variety of 

arrangements within and between schools and with other providers.  For 
some pupils schools in County Durham may choose to purchase places at the 
LA's KS4 provision 'The Green School'. 

 
Pupils with Statements of Special Educational Needs/Education Health and 
Care Plans 
 
These pupils are placed by the LA in accordance with the Statutory SEN procedures.  
The School Admissions Code states that children with SEN Statements/EHCP and 
who arrive outside the normal admission round must be admitted to the school even 
if the school is full. 
 
In-Year Transfers between Secondary Schools, including Academies 
 
The LA and secondary schools/academies have had an agreed protocol (Annex 1) 
regarding in-year transfers of pupils since September 2002.  This is to ensure best 
advice to parents, careful consideration of the issues and effective management of 
the process.   
 
The protocol requires that a LA/Head Teacher/Parent Conference will be convened 
at the current school for such pupils if requested by any party.  This is to be held 
within 15 working days of the concern arising.  The purpose is to provide the parent 
with Best Advice including consideration of what added value there would be in 
effecting a transfer and focusing on resolving underlying issues.   
 
A leaflet for parents "Why Change Schools?" is designed to assist the parent in 
considering the best interests of the pupil and it sets out requirements about school 
attendance during the process of decision-making.   
 
This Transfer Protocol does not apply to children with Statements of Special 
Educational Needs/EHCP as the statutory SEN process and requirements apply. 
 
Pupils with Challenging Behaviour 
 
Durham Secondary Schools including Academies and the Local Authority have 
agreed protocols to support pupils at risk of exclusion.  This reflects in our shared 
commitment to promote education and social inclusion and to minimise the use of 
exclusion (fixed term and permanent) by focusing efforts on early intervention and 
support for young people experiencing difficulties. 
 
Four Pupil Placement Panels have been established as part of a Behaviour 
Partnership Agreement Pilot commencing September 2015.  This will be reviewed 
termly during academic year 2015/16. 
 
The Panels support schools within four geographical areas of the County to consider 
referrals for young people, where despite best endeavours of the school, continue to 
display challenging levels of behaviour and are at risk of exclusion. 
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The Panels will also consider placements for pupils who move into County Durham 
from other LA's where they have been placed on an alternative provision to 
mainstream school and pupils currently attending The Woodlands (formerly Broom 
Cottages PRU) where a reintegration back into a mainstream school has been 
identified. 
 
The Panels will endeavour to determine an appropriate way forward to best meet the 
needs of the young person (Annex 2). 
 
Managed Moves Protocol  
 
This protocol was agreed in June 2010 as an alternative way forward to permanent 
exclusion in some cases (Annex 3). 
 
Refusal to Admit Pupils with Challenging  Behaviour 
 
The School Admissions Code allows Admission Authorities to refuse to admit a pupil 
with challenging behaviour to schools in certain circumstances.  There is an agreed 
protocol in County Durham.  This includes a 1% limit for permanently excluded pupils 
and a Durham Partnership Agreement for Pupils with challenging behaviour (Annex 
2).  Should a young person come into the particularly challenging behaviour category 
following a Transfer Meeting, a decision is made on the basis of professional 
discussion rather than a prescribed list of criteria (Annex 4). 
 
Permanently Excluded Pupils % Limit 
 
The DfE Guidance on "Hard to Place" pupils dated 19 November 2004, provided for 
a fixed percentage limit to be agreed locally on the number of permanently excluded 
pupils to be admitted in any one year group in any school.   
 
It has been agreed that in County Durham Secondary Schools, there will be a 
maximum limit of 1% in any year group of pupils who have been previously 
permanently excluded (defined as once there is 1% in a year group, the school will 
not be required to take any more in that year group).  The School Admissions Code 
says that LAs must not require undersubscribed schools to admit a greater 
proportion of children with a recent history of challenging behaviour than other 
schools.  With the agreement of a Managed Moves Protocol in June 2010 it was 
agreed that the percentage limit would include managed moves pupils.  (2 managed 
move pupils equate to 1 permanently excluded pupil). This is kept under review by 
the Admissions Forum (Annex 5). 
 
Vulnerable Groups including Children Missing Out on Education 
 
The LA has robust systems for ensuring that all children have access to an 
appropriate educational placement, working with schools (including academies) and 
partner agencies we have a shared responsibility to safeguard all children and young 
people from risk of harm.  In order to monitor individual children and young people 
who may be at risk of harm because of their vulnerabilities, the LA and its partners 
have established a series of panels and procedures. 
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Child Sexual Exploitation (CSE) 
 
Schools and partner agencies make referrals to the Safeguarding First Contact 
Team should they suspect that a pupil is at risk of CSE or is being exploited.  The 
referral will trigger a CSE strategy meeting between all parties so that a risk 
management plan can be put in place to safeguard the pupil. 
 
Children Missing from Education (CME) 
 
The Education and Inspections Act 2006 places a statutory responsibility on all LAs 
to make arrangements to identify children missing from education in their area.  The 
LA has a nominated CME officer and has developed an agreed procedure for 
locating missing pupils and the removal of pupils from roll.  There is a strong 
commitment from all parties to ensure that all pupils who go missing or who are lost 
from schools in County Durham and move to other areas are located as quickly as 
possible.  The commitment extends to supporting other LAs to locate their own 
missing pupils should such pupils move to County Durham. 
 
Pupils Missing out on Education (PMOOE) 
 
The LA has a statutory duty to maintain a central record of all pupils missing out on 
full-time education.  The record must include the details of all pupils who are not 
receiving a full-time education in schools and academies, including those on part-
time timetables and attending alternative provisions.  In order to establish the central 
record the LA has developed an on-line return so that schools and academies can 
provide the details of all pupils in this category.  The LA has also established a panel 
to ensure responsibilities are fulfilled and to ensure appropriate provisions are in 
place for individual pupils.  The remit of the panel has been widened to monitor and 
consider solutions for those children currently not receiving an education, despite the 
best endeavours of schools and agencies. 
 
Elective Home Education 
 
The LA holds an Elective Home Education Register and has a well-established multi-
agency panel that meets on a monthly basis to ensure any child or young person 
who is removed from a school roll to be electively home educated is receiving a 
suitable full-time education.  The panel requests that parents/carers provide 
evidence of a suitable education and commissions enforcement actions when the 
evidence is not provided. 
 
Children in Public Care 
 
Children in Public Care or previously looked after children are included as first 
criterion in the LA's Admission Policy. 
 
The School Admissions Code specifically mentions the power for admission 
authorities to admit children in public care over the admission limit 
 
Nominated Officers (Virtual LAC Head Teacher, Senior Pupil Casework Officer, SEN 
Placement and Provision Manager, School Admission and Transport Manager and 
Strategic Manager for SEND and Inclusion) arrange admission within 20 days and 
any appropriate support to affect this.  A specialist panel meets regarding any hard 
to resolve cases and to raise awareness regarding the outcomes. 
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Transport 
 
Durham LA's Home to School Transport Policy applies in all cases.  In the event of a 
pupil being refused admission to a school by the LA under the terms of this protocol, 
then free travel will be offered to the nearest suitable school(s) in the view of the LA, 
provided that it meets the Home to School Transport criteria. 
 
Protocol Review 
 
The specific agreements contained in this protocol will be kept under review and 
refined as appropriate.  



Annex 1 
 

 

 

Transfer between Local Secondary Schools including Academies 
LA/School Protocol agreed 2002 

 
 
1. Clarity regarding availability of places 
 

- Head Teachers must always inform the LA about any potential 
student movement i.e. admissions or transfers both in and out-
County.  This will ensure the LA has accurate data regarding the 
availability of places. 

 
- The LA advises about admissions in accordance with admission 

criteria. 
 
2. More detail to be requested by the LA on the Transfer form from the 

current school and parent e g 
 

- Exclusions 
- Attendance 
- PSPs 
- Other agency involvement (tick list) 
- Court order/Bail? 
- Courses currently being followed and exam boards if applicable. 

 
3. Only the LA to give out the In Year Admission Forms to parents. 
 
4. A “Why Change Schools?” information leaflet for parents has been 

produced by the LA and held in schools to be given to parents making 
enquiries.  To include for example: 

 
- Issues re the best interest of child 
- Until transfer completed home school responsible.  The pupil 

remains on roll and should be attending school. 
 
5. A LA/Head Teacher/Parent Conference will be convened at the current 

school for those pupils if requested by any party. 
 To be held within 15 working days of concern arising. 
 The purpose is to provide the parent with Best Advice including 

consideration of what added value there would be in effecting a transfer 
and focussing on resolving underlying issues. 

 
6. In cases of continued difficulty the LA/schools will discuss whether or 

not any further action might be appropriate. 
 

 



Annex 2 
 

 

 

  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Durham Partnership Agreement  

for Pupils with  

Challenging Behaviour 

(Secondary) 

 

 

 

 
September 2015 

 

 

 



 

1 

Provision for Pupils at Risk of Exclusion School/LA Partnership Agreement 
 
Evidence from 'They Never Give Up On You' (2012) suggests that good practice into 
the prevention of and alternatives to exclusion, the development of the school 
workforce, the use of alternatives to exclusion and managed moves can be 
instrumental in preventing exclusions. 
 
The consequences of being permanently excluded from school can be significant for 
the child or young person who is excluded.  Many children and young people, who 
are excluded, especially if the exclusion is made permanent, do not re-engage with 
formal education before they reach school leaving age.  This usually means they 
leave at a disadvantage compared with their peers and their lack of qualifications 
can severely limit their future life chances in comparison with the population as a 
whole. 
 
When their circumstances were examined, forty per cent of 16-18 year olds who are 
not in education, employment or training (NEETs) had previously been permanently 
excluded from school.  Over half of young offenders in custody have been excluded 
from school.  Indeed, in a recent report by HM Inspectorate of Prisons on 
Resettlement Provision for 15-18 year olds in custody, 86% of those interviewed said 
they had been excluded from school at some point.  (Always Someone Else's 
Problem, Office of the Children's Commissioner Report on Illegal Exclusions, 2013). 
 
Durham Vision 
 
All Durham schools (regardless of designation) and the local authority are committed 
to working collaboratively to ensure: 
 
 Students receive appropriate full time education suitable to their age, ability and 

aspirations within school, colleges and other alternative providers.  This will be 
delivered through high quality learning and teaching experiences so all students 
are able to achieve and fulfil their potential. 

 
 The holistic needs of students and their families can be identified and supported 

by relevant agencies. 
 
 Early intervention counteracts the need for exclusion in all but the most extreme 

of cases 
 
Principles 
 
Our approach reflects a shared commitment to promoting education and social 
inclusion, and to minimising the use of exclusion (fixed-term and permanent).  
Schools/academies, the local authority (LA) and other services will focus their efforts 
on early intervention and support for young people experiencing difficulties, in order 
to avoid the need for exclusion. 
 
Our approach reflects a commitment by all the schools/academies to work in 
partnership with each other and the LA, in the interests of securing the best 
outcomes for our young people, and to support each other to address the challenges 
presented by these young people. 
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The success of the strategy depends on the commitment of schools to jointly take 
ownership of young people who come to the attention of the panel and to work in a 
transparent and fair manner to achieve the best outcomes for the young person. 
 
In the event that the majority of schools in an area can no longer support the 
principles and approach of the local protocol, all the school heads should initiate a 
review with the local authority.  The existing Protocol however remains binding on all 
schools until the point at which a new one is adopted. 
 
Behaviour and Attendance Partnership Board 
 
The Partnership Board will work with the local authority (LA) and the Admissions 
Forum in the development and implementation of protocols for pupils at risk of 
exclusion.   These protocols will be effective from September 2015 and will operate 
within the Fair Access Protocols (FAP). 
 
The Partnership Board will be made up from representatives from DASH and the LA 
and aims to: 
 
 ensure that all children and young people in Durham are treated as the collective 

responsibility of all the schools. 
 establish the conditions for sustainable continuous improvement in young 

people's behaviour and attendance in Durham schools. 
 ensure that staff are able to develop and share good practice and resources 

across schools. 
 establish Pupil Inclusion Panels to consider requests for additional support from 

school/academies. 
 oversee the effectiveness of the panels and resolve issues. 
 
Pupil Inclusion Panels 
 
The Pupil Inclusion Panels agree to jointly take ownership of young people who 
come to their attention and to work in a transparent and fair manner to achieve the 
best outcomes for the young people in their area. 
 
The Panels will be divided into four geographical areas made up from 
representatives from each school, PRU and LA. 
 

North Central West East 

 
Consett 
NDA 
Tanfield 
St Bede's 
Park View 
Hermitage 
Wolsingham 
LA Reps 
PRU 
Post 16 Rep 

 
Belmont 
DCBC 
Durham Johnston 
Framwellgate 
Fyndoune  
St Leonard's 
LA Reps 
PRU 
Post 16 Rep 

 
Ferryhill 
Parkside 
King James I 
Bishop Barrington 
Staindrop 
Teesdale 
Whitworth 
Greenfield 
Woodham 
St John's RC 
LA Reps 
PRU 
Post 16 Rep 

 
Seaham 
Easington 
Peterlee St Bede's 
The Academy at 
Shotton Hall 
Dene 
Wellfield 
Sedgefield 
Appollo 
LA Reps 
PRU 
Post 16 Rep 
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Role of the Panel 
 
The Pupil Inclusion Panel will consider referrals from schools for young people, 
where despite best endeavours of the school, continue to display challenging levels 
of behaviour and are at risk of exclusion. 
 
The Panel will also consider placements for pupils who move into County Durham 
from other LAs where they have been placed on an alternative provision to 
mainstream school and pupils attending The Woodlands (formerly Broom Cottages, 
PRU) where a reintegration back into a mainstream school has been identified. 
 
The referral process to the Panels are illustrated in Appendices A and B. 
 
The Pupil Inclusion Panel will determine an appropriate way forward which could 
include: 
 

 Recommendations for the referring school to implement further strategies or 
access support from LA services. 

 
 Collaborative approaches between local schools to provide a full time 

education programme. 
 
 Referral to other agencies e.g. One Point, EPS, BIT. 
 
 Managed move to another identified school. 
 
 PRU turn around placement. 
 
 Longer term co-ordinated Alternative Provision Placement between the school 

and alternative providers such as the PRU and others included in the 
Directory. 

 
N.B. The young people remain on the roll of the home school in all circumstances 

(unless a managed move has been agreed and is deemed as successful in 
which case the young person transfers to the new school roll with effect from 
the agreed date). 

 
Membership of the Panel 
 
The membership of the Pupil Inclusion Panel will include: 
 
 Head Teacher/Deputy Head Teacher/Assistant Head Teacher of the schools 

(with fully delegated powers to make decisions on behalf of the school). 
 Head Teacher PRU 
 Senior Pupil Casework Officer 
 Educational Psychologist/SEND Officer 
 One Point 
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Roles and responsibilities of each panel member from partnership 
schools/academy: 
 
 Have a strategic oversight of Behaviour and Attendance in their school/academy 

and their panel catchment area. 
 

 Attendance at the Pupil Inclusion Panel meetings. 
 

 Active representation of their school/organisation to resolve issues and achieve a 
positive outcome. 
 

 Have responsibility for ensuring the Managed Moves Protocol is implemented in 
their school/academy. 
 

 Ensure a nominated second is present from their school/academy if the panel 
member is unable to attend. 

 
 Communication with the senior leadership team of their school on commitments 

that have been given. 
 

 Ensure referrals are made to appropriate services to support the individual needs 
of young people/families and to monitor the support offered by services. 

 
Role and responsibilities of the PRU 
 
 Attendance at the Pupil Inclusion Panel meetings. 

 
 Prepare reports to update the reintegration turn around placement and alternative 

provision packages. 
 

 Be instrumental in providing creative and flexible learning packages that meet the 
needs of students. 
 

 Liaise and inform schools and academies regarding the progress of students on 
turnaround and alternative packages. 
 

 Ensure referrals are made to appropriate services to support the individual needs 
of young people/families and to monitor the support offered by services. 

 
Roles and responsibilities of LA representatives 
 
 Attendance at the Pupil Inclusion Panel meetings. 

 
 Administer and co-ordinate the implementation of the Managed Moves Protocol. 

 
 Support the implementation of the Fair Access Protocol. 

 
 Ensure compliance with the LA statutory requirements in relation to Behaviour 

and Attendance are met. 
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 Ensure referrals are made to appropriate services to support the individual needs 
of young people/families and to monitor the support offered by services. 
 

 Facilitate the attendance of relevant LA officers at meetings as requested by the 
panel. 
 

 To provide exclusion, managed move and any other relevant data each term. 
 

 Make panel aware of services available for young people and their families 
across the county. 
 

 To respond to request for reports as required. 
 
Monitoring and Quality Assurance 
 
Notes from each panel will be sent to all schools/academies and panel members. 
 
A regular update will be presented to the Partnership Board. 
 
Permanent Exclusions 
 
It is expected that the impact of these approaches will significantly reduce the need 
for schools to permanently exclude pupils, however the LA continues to have 
responsibility for making arrangements for any pupil who has been permanently 
excluded from the sixth day of the exclusion. 
 
In cases where a pupil has been permanently excluded the Schools/Academy must 
make a contribution to the cost of the provision.  This is a payment of £5,000 (pro 
rata).  In addition to the transfer of the AWPU and if they have it Pupil Premium (pro 
rata). 
 
Outcomes 
 
The Partnership Board expects that the impact of the collaborative work undertaken 
by the Panels will: 
 

 Improve opportunities and outcomes for young people who display 
challenging levels of behaviour. 

 
 Ensure the holistic needs of the young person are identified. 
 
 Significantly reduce exclusions in schools. 

 
 Improve the behaviour and attendance for all young people to allow them to 

fully participate in learning. 
 

 Build on the success and good practice developed. 
 

 Ensure that education is delivered from day 6 to excluded students. 
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Support and Provision for Students 
 
The Partnership Board intends to ensure a better alignment of young peoples needs 
in respect of behaviour with the provision available.  To this end it will continue the 
processes of: 
 
 Pooling information about available resources. 

 
 Implementing fair access protocols for relevant groups. 

 
 Ensuring schools/academies have the main responsibility for young people 

placements and for working in partnership with The Woodlands (formerly Broom 
Cottages Pupil Referral Unit) and other Alternative Providers. 

 
 Consider the opportunities for additional provision for young people by fully 

engaging with partner agencies to ensure children and families have access to 
appropriate support. 

 
 Support the work of The Woodlands (formerly Broom Cottages PRU) in providing 

appropriate provision to meet young people's needs. 
 



 

 

7 

Appendices A 
 

REFERRAL FORM 
 
Guidance for completing the Referral Forms for the Pupil Placement Panel 
 
 Details of Young Person and Parents/Carers 
 Please include all relevant information. 
 

 Details of referral 
 A summary of the young person's difficulties with key incidents is useful. 
 

 Previous Schools 
 Include all known Primary and Secondary Schools attended. 
 

 Document 
 Please indicate which documents are attached.  A Summary of key behaviour 

incidents is more useful, rather than a full record. 
 

 Additional Support/Strategies provided in school 
 Brief descriptions would be helpful. 
 

 External Agency Involvement and Key Worker 
 Please include a reason for this outside agencies involvement (if known). 
 

 Family and environmental factors, strengths and needs 
 

 Young Person's Views 
 Self explanatory. 
 

 Parent/Carers Views 
 Could be gathered when permission for the referral is sought. 
 

 In the case of a complex transfer from another LA it is the responsibility of 
the sending school/Alternative Provider to liaise with the Pupil Casework 
Team in providing information for the completion of the referral form. 

 

 
Prior to referrals going to Pupil Inclusion Panel the following questions would be 
asked of the information submitted. 
 

Is it clear: 
 

 what impact a move to another school/PRU/Alternative Provider would have on 
the young person's behaviour/attendance? 

 what strategies schools applied to address behaviour/attendance issues?  What 
is the impact of these strategies? 

 how the young person plans to contribute to improving their 
behaviours/attendance in the new school/placement. 

 are parents supportive of the move? 

 that parents are willing to engage in support via a TAF? 

 that we have current information on exam boards? 
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Referral to:  Pupil Placement Panel 
  david.wall@durham.gov.uk 
 
 
FAP Category 
 
 
Details of Young Person 
 

Name: Date of Birth: 

UPN: Year Group: 

Gender: Male  Female    Ethnicity: 

 

School Address: 

 

 

 

Post Code: 

Telephone No: 

Mobile No: 

 

 
Details of Parent/Carers with Parental Responsibility 
 

Name: Name: 

Address: 

 

Postcode: 

Address: 

 

Postcode: 

Contact Tel No: Contact Tel No: 

Relationship to Young Person: Relationship to Young Person: 

 

Parent/Carer permission given?   Yes   No   

LAC Status      Yes   No   

Statement of Special Education Needs   Yes   No   

Child Protection Plan/Child in Need   Yes   No   

 

Parent/Carer Choice of School (Complex transfer referral only) 

1.  

2.  

3.  

(Out County AP) 

(At risk of P/Ex) 
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Details of Referral 
 

What has led to this young person being 
referred? 

How would the change of educational 
provision benefit the young person? 

 
 
 
 
 
 
 

 

 
Previous Schools 
 

Primary From To Secondary From To 

 
 
 
 
 
 

     

 
Documentation 
 

Parent/Carer Choice of School  

PSP  Attainment record  Attendance record  

Exclusion record  IEP  TAF  

 
Any Additional Support/Strategies provided in school with outcomes 
(LSU Support, TA, LM, Support Workers) 

 

Strategy Outcome 

 
 
 
 
 
 

 

 
External Agency Involvement and Key worker 
(Including YOT, CAMHS etc.) 

 

Agency Key Worker 
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Family and Environmental Factors 
Family history, functioning and wellbeing, wider-family, housing, employment and financial 
considerations, social and community elements and resources, including education 

 
 

Strengths Needs 

 
 
 
 
 
 
 
 

 

 
Young Person's Views of the Referral 
Does this capture your views and give a way forward? 

 

 
 
 
 
 
 

 
Parent and Carer's Views of the Referral 
Does this capture your views and give a way forward? 

 

 
 
 
 
 
 

 
Person Making Referral 
 

Name: Designation: 

Address: 

 

 

Post Code: 

Organisation: 

Telephone No 

 

Email Address: 

 
Authorised by: 
 
Date: 
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Appendices B 
PUPIL INCLUSION PANEL 

(Pupils at Risk of Permanent Exclusion) 
 

 

 

 

LA Officer  
(Senior Pupil Casework Officer)  

receives referral 

 

Referral from school/out county 
Alternative Provision Pupil 

 

LA Officer pulls  
Together information 

 

Information sent to all panel members 
a week before  
panel meeting 

 

Panel meet to discuss young  
person and to consider the referral 

and agree appropriate action 

 

Panel decision 

 

Information used to make a decision: 
 

 Referral form with supporting 
information 

 Transport 
arrangements/preferences 

 Risk assessment 

 Availability of appropriate provision 

 Looked after status 

 Supporting information from other 
agencies 

 

Options 
 

1. Referring school provides all 
documentation for Panel to 
consider. 

2. Referring school attends and 
presents case to Panel. 
 

 

Co-ordinate AP  
working between the 
school and providers 

 

Referred back to home school 
with recommendations to 

implement 

 

Managed move to another 
local school 

 

Turn around  
PRU Placement 



Annex 3 
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Managed Moves 
 
1. Purpose of Managed Move 
 
 To offer schools an alternative way forward other than excluding a pupil from 

school. This involves the pupil moving onto a new placement in a planned and 
supported manner. 

 
 Head Teachers can in discussion with the LA consider a Managed Move for a 

pupil at the point where all strategies have been tried and exhausted. 
 

Managed Moves can only take place with the agreement of all parties; pupil, 
parents, and both schools, the Senior Pupil Casework Officer, School Places 
and Admissions, Children and Adults Services, must facilitate and co-ordinate 
the move. 

 
 In a Managed Move the focus is on finding a way forward in response to the 

pupil's difficulties - and so the process is a solution - orientated rather than 
punitive one. 

 
2. The Process 
  

(1) Meeting at home school with parents/carers and pupil to review 
strategies to avoid the need for exclusion and discuss the possible 
option of a Managed Move as a way forward to seek a 'supported fresh 
start' at a new school. 
 

 Parental preferences are sought and the realities of the situation 
discussed. 
 

 Minutes of the meeting, including a full record of the strategies used to 
try and prevent the need for exclusion are taken (copy on Pupils File) 
following this meeting if all parties are in agreement. 
 

(2) The Senior Pupil Casework Officer makes contact with the Head 
Teachers of the proposed new school(s) to discuss the possibility of a 
Managed Move and to secure the school's agreement to the move in 
principle. 
 
The pupil must continue to attend the home school during this period. 
 
The Head Teacher from the home school and trial school discuss the 
pupil openly and honestly as soon as possible.  (Within 5 working days) 
 

(3) The Senior Pupil Casework Officer will convene a Managed Move 
admissions meeting of all relevant parties where start and review 
dates, monitoring procedures, expectations and contract are agreed.  
Within 10 working days of original meeting. 
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(4) The Managed Move commences as a 6 week trial period reviewed half 
way through and a final decision over whether the move can become 
permanent at the end of the 6 week trial. 
 

 Should the Managed Move prove unsuccessful, the pupil will return to 
the home school  
 

(5) Oversubscription will not automatically prevent a school from entering 
into a Managed Move agreement.  
 

 
Registration 
 
The home school will keep the pupil on roll during the trial period and must be 
included in all attendance statistics.  The pupil should be recorded as 'educated off 
site' in the register for the sessions that they attend the trial school and absent for 
those that they do not. 
 
The trial school should record the pupil as a guest.   Although not yet placed on its 
roll the trial school is responsible for recording the pupil's attendance, following up 
non-attendance as it would for other pupils and for feeding information back to the 
home school on a weekly basis. 
 
Once it is agreed that the move is to be made permanent, the pupil will be removed 
from the home school's roll and placed onto the new school's roll. 
 
Funding 
 
The LA arranges for the transfer of funding, AWPU and if they have it pupil premium 
for the remainder of the year, from the home school to the new school on a pro rata 
basis.  
 
Transport 
 
The LA will provide free transport to the next nearest suitable school in the view of 
the LA, provided that it meets the distance criteria within the Home to School 
Transport policy. 
 
Exceptions 
 
Children with a Statement of Special Educational Needs would not be part of this 
protocol but a placement could be reviewed in line with the SEN Code of Practice. 
 
Similarly, Children Looked After would be an exception to this protocol but subject to 
emergency review. 
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In Year Secondary Admissions/Challenging Behaviour 
 

Refusal to Admit Protocol 
 

            
            
            
            
            
            
            

          

Existing Transfer Protocol provides for: 
 
A LA/Head Teacher (both schools)/Parent Conference if requested by any 
party.  The purpose is to provide the parent with Best Advice including 
consideration of what added value there would be effecting a transfer and 
focussing on resolving underlying issues. 

Continuing concerns and the 
Proposed School qualifies for 
Refusal to Admit 
 
LA convenes a meeting of local Head 
Teachers to endeavour to agree a 
solution.  Outcomes may or may not 
include: 
 

 Refusal to Admit 
 Admission to another school 

including oversubscribed 
schools 

 
Decisions should be based on 
professional judgement taking into 
account all the complexities of an 
individual case. 

 

Outcome 
determined 

 
Parent Agrees 
Resolved 
 

 
Parent 
Doesn't Agree 
Right of Appeal 
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Permanently Excluded Pupils 1% Rule 
 

 
 

 Schools with up to 100 pupils in a year group can admit 1 permanently 
excluded pupil in to the year group. 

 
 
 

 Schools with 101 to 200 pupils in a year group can admit 2 permanently 
excluded pupils into the year group. 

 
 
 

 Schools with over 200 pupils in a year group can admit 3 permanently 
excluded pupils into the year group. 


