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1. Aims 

This policy aims to: 

• Explain how to apply for a place at Salmon’s Brook School 

• Set out the school’s arrangements for allocating places to the pupils who apply 

• Explain how to appeal against a decision not to offer your child a place. 

 

2. Legislation and statutory requirements  

This policy is based on the following advice from the Department for Education (DfE):  

• School Admissions Code  

• School Admission Appeals Code.  

 

As an academy, the School is required by its funding agreement to comply with these codes, and with 

the law relating to admissions as set out in the School Standards and Framework Act 1998.  

This policy complies with our funding agreement and articles of association.  

Salmon’s Brook School has 70 places for students from the ages of 11 – 19, and is co-educational, 

accepting both male and female students. 

 

3. Definitions  

The normal admissions round is the period during which parents/carers would apply for state-funded 

School places at the School’s normal point of entry, using the common application form provided by 

their home local authority.  

Looked after children are children who, at the time of making an application to a School, are:  

• In the care of a local authority, or  

• Being provided with accommodation by a local authority in exercise of its social services 

functions.  

Previously looked after children are children who were looked after, but ceased to be so because they:  

• Were adopted under the Adoption Act 1976 or the Adoption and Children Act 2002, or  

• Became subject to a child arrangements order, or  

• Became subject to a special guardianship order.  

A child reaches compulsory School age on the prescribed day following his or her fifth birthday (or on his 

or her fifth birthday if it falls on a prescribed day). The prescribed days are 31 December, 31 March and 

31 August. 
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4. How to apply 

We can only accept pupils who are in receipt of an Education Health and Care Plan (EHCP), Enfield 

Special Educational Needs and Disabilities (ISEND) team are responsible for allocating pupils to us. 

You can work with the support of the SEN team within your Local Authority if your child is in receipt of 

an Education, Health and Care Plan (EHCP) or is in the process of receiving a plan.  

You will receive an offer for a School place directly from your local authority. They will consult with us as 

a school to ensure that we are able to meet your child’s needs. 

 

5. Requests for admission outside the normal age group  

Parents/carers are entitled to request a place for their child outside of their normal age group.  

Decisions on requests for admission outside the normal age group will be made on the basis of the 

circumstances of each case and in the best interests of the child concerned. In accordance with the 

School Admissions Code, this will include taking account of:  

• Parents/carers’ views  

• Information about the child’s academic, social and emotional development  

• Where relevant, their medical history and the views of a medical professional  

• Whether they have previously been educated out of their normal age group  

• Whether they may naturally have fallen into a lower age group if it were not for being born 

prematurely 

• The Headteacher’s views  

Wherever possible, requests for admission outside a child’s normal age group will be processed as part 

of the main admissions round. They will be considered on the basis of the admission arrangements laid 

out in this policy. Applications will not be treated as a lower priority if parents/carers have made a 

request for a child to be admitted outside the normal age group. 

Parents/carers will always be informed of the reasons for any decision on the year group a child should 

be admitted to. Parents/carers do not have a right to appeal if they are offered a place at the School but 

it is not in their preferred age group. 

 

6. Allocation of places  

Admission number 

The School has an agreed admission number of pupils which is determined by the agreed number on 

roll. (70) The school will occasionally exceed this number if it is possible to do so whilst maintaining an 

outstanding level of education and care for all children and staff. 

 

7. In-year admissions  
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You can apply for a place for your child at any time outside the normal admissions round. As is the case 

in the normal admissions round, all children whose EHCP names the school will be admitted as long as 

an appropriate vacancy exists.  

Likewise, if there are spaces available in the year group you are applying for, your child will always be 

offered a place. If there are no spaces available at the time of your application, your child’s name could 

be added to a waiting list for the relevant year group. Priority will not be given to children on the basis 

that they have been on the waiting list the longest and will be decided by the school and the Enfield 

SEND team.  

Applications for in-year admissions should be sent to the SEND team at Enfield Council. 

 

8. Appeals  

If your child’s application for a place at Salmon’s Brook School is unsuccessful, you will be informed why 

admission was refused and given information about the process for hearing appeals. If you wish to 

appeal, you must set out the grounds for your appeal in writing and send it to the SEND team at Enfield 

Council. 

 

9. Monitoring arrangements  

This policy will be reviewed and approved by the Board of Trustees every year. Whenever changes to 

admission arrangements are proposed (except where the change is an increase to the agreed admission 

number), the Board of Trustees will publicly consult on these changes. 

 

10. Local Arrangements for admissions to Salmon's Brook School. 

Criteria for admissions to Salmon's Brook School:  

• The child will have an Education, Health and Care Plan issued by their Local Authority and the 

Local Authority will assume financial responsibility for the placement.  

• The primary needs of the child will arise from Social Emotional Mental Health (SEMH) and will 

include behavior that challenges  

• The school will be suitable for the child’s age, ability and aptitude  

• The child’s attendance at the school will be compatible with the provision of an efficient 

education for the pupils who already attend the school  

• The attendance of the child at the school will be compatible with the efficient use of school 

resources  

• Availability of places taking into account the above factors as well as the child’s level of 

functioning and age. 

Procedures for admissions:  
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We will publish a copy of our latest Prospectus/Statement of Purpose on our website for reference by 

parents/carers and other stakeholders; and make paper copies of the information available on request 

without charge to parents/carers. 

Parents may visit the schools by appointment to find out and discuss whether the school is suitable for 

their child and whether the child’s needs may be met. Please email office@edact.org.uk to make an 

appointment. 

Pre-Admission: 

Salmon’s Brook School works in partnership with local authority personnel and requires that all 

necessary documentation is provided in a timely manner, in order to ensure an informed decision can be 

made about meeting the needs of a child/young person. The documents required are: 

1. Current Statement of Special Educational Needs (SSEN)/ Education, Health and Care Plan (EHCP) 

2. Most recent annual review/key educational progress data 

3. A chronology of the child’s life to date, to include information on exclusions and periods out of 

education 

4. Current/most recent care plan/ Personal Education Plan (PEP) 

5. Current/most recent behaviour management plan(s) and risk assessment(s) 

6. Any additional assessments 

7. Any additional professional reports (e.g. psychology, psychiatry, pediatrics, occupational 

therapy, YOS, CAMHS etc.) 

8. Parental/ guardian submissions 

9. Information on any previous Pupil Premium spend 

10. The pupil’s attendance at their previous setting. 

We will ensure that the special educational needs outlined in the child/young person’s Education, Health 

and Care Plan (EHCP)/Statement of Special Educational Needs (SSEN) or other records can be met within 

the setting. 

If we feel that a child/young person may need additional resources we will ensure that these resources 

can reasonably be provided by the setting before a place is offered (or within an agreed timescale) for a 

child/young person. 

We will ensure that an individual risk assessment and behaviour management plan is generated prior to 

admission. Where appropriate, an initial care plan will be expected from the local authority. All of these 

documents are reviewed regularly once the child/young person arrives. 

The Edmonton Academy Trust has established a systematic approach for maintaining admission records, 

in line with current legislation. We will ensure that all relevant documentation (contracts, permissions, 

medical information and consent etc.) have been signed by the appropriate parent/carer/local authority 

representative prior to admission of the child or young person. 

It is expected that contractual arrangements between the setting and the placing authority including 

National Schools Contracts and funding agreement letter are approved before the admission of any 

child/young person. 

Consultation 
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An administrator will send the referral documents to the Head Teacher who will consult with the Senior 

Leadership Team and other professionals such as therapists, to consider whether the school can meet 

the child’s needs.  

A senior leader will raise any queries with the SEND team and will arrange a school visit to observe the 

current context, look at current school strategies and workbooks. A home visit may also be arranged to 

discuss current concerns regarding behavioural issues and individual needs. This information will 

contribute to a decision being made. 

The decision will be communicated to the caseworker who sent the referral, within the 15 working days 

of consultation. The caseworker will then inform the parents and will confirm that the Local Authority 

will be taking financial responsibility for the placement. The parents are welcome to make an 

appointment to visit the school at any time during this process.  

The school will communicate with the parents and the child’s current school to arrange a school visit for 

the child, a start date and a transition plan.  

Transition and Induction 

The transition and induction plan will be discussed with the parents and the child as relevant and may 

include:  

• A series of school visits  

• A social story  

• Video introductions to students and staff  

• Face to face introductions to a key member of staff  

• An individualised timetable. The school preference is to start the school placement full time but 

variations to this may be discussed in more complex cases.  

When a placement has been confirmed, a representative of the class team will contact the parent/carer 

to arrange a meeting to talk about home/school partnership, risk assessment and mutual expectations. 

This will include information about term times, the school day, school meals, transport, uniform, school 

activities. The behaviour management policy, nurture policy, weapons policy and safeguarding policies 

will also be discussed. Parents will be encouraged to accompany their child to school for the first few 

days of their new placement.  

If there is not a vacancy at the school or the school cannot meet the needs of the child, the SEND team 

will be informed within the 15 days of consultation. 

Post-Admission 

We will ensure that a post-admission review (initial review) takes place usually within six weeks (no later 

than 12 weeks). This meeting will endorse the placement and agree the details of individual support 

plans. This admission review will ensure that all parents/carers and professionals are informed by up-to-

date detailed baseline assessment and information related to both the child’s education and care. 
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Salmon's Brook School will ensure when admitting a child/young person that prior to the end of the 

post-admission period (6 weeks) they have identified and completed: 

•  The identification of any additional special educational needs that the school is equipped to 

cater for 

• Baseline information and assessment details to be presented in the post-admission review 

• Information stating what needs to be in place to support a child/young person in the placement 

• An induction process for a new child/young person 

• A system that identifies the resources and expertise required to meet the changing/developing 

needs of the child/young person’s individual needs (IEP’s) 

 


