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Admissions Arrangements 

 Pupils can be referred to the CE Academy via mainstream schools / Academies or from 

a Local Authority. 

 Parents can use either of these channels to request a referral for their child but cannot 

apply for a place directly through the Academy. 

 Local Authority Referrals  should be referred via the School Admissions Support Service 

(SASS formerly EIPT) or similar service 

 Pupils at risk of exclusion and dual registered pupils can be referred directly to the 

Academy by mainstream schools using the appropriate referral form as above. 

 In all cases a The CE Academy referral form should be completed. This can be found on 

the Referrals page on the Academy website at: www.ce-academy.org. 

Admissions Procedure 

Once a referral has been received this invokes the referral procedure.  

See Appendix 1 – The CE Academy Admissions/Referral Process 

 Referral considered by Headteacher/Deputy Headteacher; 

 Initial assessment and information gathering meeting; 

 Review of information – decision on place to be offered; 

 A visit to the CE campus by the pupil and his/her parents/carers; 

 The agreement of a timetable; 

  CE Academy aim to admit the young person within 2 weeks of receipt of the referral. 

There may be additional elements according to the pupil’s individual needs and the availability 
of provision. 

  

http://www.ce-academy.org/
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Pupils with an EHCP 
Consultations for places for children with an EHCP should be emailed directly to the 
Headteacher, SEND Lead and SENCo. Responses to EHCP consultations will be processed within 
15 days. 

The CE Academy is an Alternative Provision Academy and as such is set up by the DfE using a 
business commissioning model. 

The top-up funding for CE Academy is based on a young person attending the campus. Where 
CE Academy is able to offer a place for a young person with an EHCP they will have a bespoke 
timetable, designed to meet their needs. In these cases an individual funding arrangement will 
be required.  
 

Criteria for Referral 

Any pupil of statutory school age who is: 

1 Key Stage 3 or 4 

2 Permanently excluded from school – referral form on the CE Academy website 

The exclusion has been confirmed and the appeals procedure is complete or where 
parents/carers have expressed in writing that they do not wish to appeal.  

3 Pupils at risk of exclusion – referral form on the CE Academy website 

Schools can directly refer young people at risk of exclusion. 

 Parental permission should be obtained by the school before referral 

4.       Pupils who require early intervention and support 

            In partnership with WNC Schools can refer young people for early intervention 

 Parental permission should be obtained by the school before referral 

 Focus is on assessment and reintegration back to mainstream school 

 Aim is to return to mainstream school within a 20 week time frame 

5. Pupils with Emotionally Based School Avoidance 

Overleys campus is dedicated to meeting the needs of these pupils. Referrals will only be 
accepted from the Local Authority or a school via the referral mechanism 

6.       Pupils without a school place  

 Pupils permanently excluded from out-of-county schools 

 Pupils returning from custodial sentences who are unable to return to their 

mainstream school. 

 Pupils who have previously been EHE (Elective Home Educated) 

 Pupils not allocated a place through the FAP process 
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Document History 

Version Date of 
review 

Author Note of revisions 

 

01 March 2022 
  

02 March 2023 A Davy – 
SLT 

 This policy merges the original Admissions policy and 

Admission and Referral Procedure 

 EIPt changed to School Admissions Support Service 

 Removed reference to pregnant or school aged 

mothers and dedicated provision. 

 Removal of reference to day 6 which is the 

responsibility of the LA or referring school 

 New reference to pupils with emotionally based 

school avoidance and dedicated provision 

03 January 2025 J Thomas  Appendix 1:  Updated admissions/referral procedure 

 Addition of Appendix 2: Placement Agreement – Dual 

Registered Student 

04 January 2026 J Thomas  Reviewed no changes 

 



 

 Appendix 1:  The CE Academy Admissions/Referral Process 

 

  



 

Appendix 2:  The CE Academy Placement Agreement: Dual Registered Student 

Student Information 

Student Name  Year Group  

Campus Name  SEN Status  

On Roll Status Dual Registered PP Status  

 

Commissioning Academy/School 

Name of Academy/School  

Name of Main Contact  

Contact  Number  Email  

Name of DSL  

Contact Number  Email  

 

Placement Details (Trial, Assessment, Early Intervention, Long Term) 

Nature of Placement  

Funding Details (£/week)   KS4  KS3  ILP  

Start Date   End/Review Date  

Additional charges (£/week) FSM  Transport  

 

Academy/School The CE Academy 

Name of Headteacher  Name of Headteacher James Thomas 

Signed  Signed  

Date of Agreement  Date of Agreement  
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The length of the placement can be extended by agreement of both parties. 

For some students a bespoke provision may be required. The CE Academy will ascertain whether a 
student requires a package of education and/or a part-time timetable. CE Academy will maintain the 
ambition to increase this whenever possible whilst meeting the needs of the individual. 

Please see timetable attached 

The CE Academy will: 

 Practice safer recruitment processes and procedures for all staff. 

 Comply with all current GDPR regulations. 

 Share all information regarding school policies and procedures. 

 Take the lead with all safeguarding procedures (share information when required). 

 Take the lead on monitoring, recording and promoting attendance. 

 Take all reasonable steps to ensure a student attends CE Academy. 

 Conduct baseline assessments and produce a baseline document and pupil profile. 

 Provide each student with a bespoke timetable, designed to meet their individual needs. 

This may include academic education, vocational placements and work experience. 

 Quality assure any alternative provision/work placements accessed by students on roll. 

 Conduct individual termly (three times a year) review meetings. 

 Share termly reports with parents/carers and the Academy/School. 

 Share information on major behaviour incidents, suspensions and safeguarding.  

 Share information on changes to timetable/provision. 

 Be responsible for funding all examinations and qualifications. 

The Commissioning Academy/School will: 

 On acceptance of the referral share the CTF with CE Academy. 

 Share all safeguarding information, risk assessments, safety plans etc. 

 Be responsible for arranging and funding transport to and from CE Academy. 

 Be responsible for funding/providing Free School Meals. 

 Commission SEND provision e.g. EP, SALT services as required 

 Work in partnership with CE Academy to ensure all attendance and safeguarding 

procedures are adhered to. 

 As the main school lead on submitting attendance related referrals to the Local Authority 

 Attend all safeguarding meetings as required. 

 Attend review meetings as required (minimum of three per year). 

 Where appropriate commission EP services etc and lead on applications for an EHCP. 

 Lead on the PEP for Looked After Children where appropriate. 

Terms of Payment 

Academy/School: Payment will be invoiced termly (three times a year) in advance (non-
refundable/non-transferable). 

Termination of the Agreement by either party 

The CE Academy can terminate this agreement by providing the referring Academy/School with 5 
school days (one weeks) notice upon which the student will be removed from the roll at the CE 
Academy. In the event of the CE Academy terminating an agreement a refund will be provided. 

Referring Academy/School: Reserves the right to withdraw a student from CE Academy at any 
time. Refunds are not normally forthcoming but will be considered on an individual basis. 


