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1. Introduction  
 

1.1 In  accordance  with  the  requirements  of  the  School  Admissions  Code  of 
Practice and Department for Education (DfE) Guidance,  the  Local Authority (LA)  
has adopted  a  Fair Access Protocol for  all  schools  to  deal  with ‘ in-year’ 
admission (i.e. a pupil admission that takes place outside the normal Reception 
and Year 7 admission rounds), as well as the admission  of ‘difficult  to place’ 
pupils. 

  
1.2 This protocol recognises that there is a need for children to be admitted to school 

quickly in order to minimise their risk of underachievement.   However, it also seeks to 
find a balance between the need to ensure that pupils are placed quickly and the 
need to properly plan for the admission of ‘difficult to place’ pupils, ensuring that each 
school takes its fair share of pupils who fall under this category. 

  

1.3 The quota of Fair Access places for each secondary school has therefore been 
determined to exist over and above the school’s published admissions limit. This 
will enable an even distribution of all categories of ‘difficult to place’ pupil across all 
maintained secondary schools in the LA and not leave any school vulnerable to a 
high concentration of ‘challenging’ in year admissions. At the present time there 
has not been a quota assigned for each primary school, given that the admission 
of “difficult to place” primary pupils is not as acute as in the secondary sector. 
However, the Local Authority may at times require a primary school to admit a 
pupil above its published admissions limit to ensure that unplaced children of 
statutory school age are allocated a school place quickly. There is no duty for the 
LA to comply with parental preference when allocating places through the Fair 
Access Protocol.  
 

1.4 This protocol is for all maintained schools and voluntary aided (VA), trust, 
foundation, academy and free schools. It has been devised following agreement 
from the majority of schools in the area and under advice from the LA’s School 
Admission Forum. The School Admission Forum is a group representing key 
stakeholders whose role it is to advise the LA on how best to affect a fair 
admissions system that promotes social equity, both in terms of procedural and 
substantive fairness for children and families. 
 

1.5 The participation in this protocol of all maintained schools within the LA is mandatory.  
It is not possible for schools, whatever their status, to choose not to participate in the 
LA’s Fair Access Protocol.  
 

1.6 Children with  statements  of  Special  Educational  Need  or  Education, Health & Care 
Plans   are  not  covered by  this protocol  as  the  procedures  for  the  admission  of  
these children are governed by the Children and Families Act 2014 and its 
accompanying Code of Practice on the identification and assessment of Special 
Educational Needs and Disability (2015). 
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2. Principles 

 The principles of the Fair Access Protocol are as follows: 
  

 Every LA must have a Fair Access Protocol, agreed with the majority of 
its schools, in which all schools (including Academies) must participate 
since it is binding on all schools. 

 The LA and its schools (including Academies) will work collaboratively 
and share information transparently, taking into account the needs of the 
child and those of the school. There is no duty to comply with parental 
preference when allocating places through the Protocol but it is expected 
the wishes of the parents are taken into account. 

 When seeking to place a pupil under the Protocol, all schools will be 
treated in a fair, equitable and consistent manner. 

 The Fair Access Protocol cannot be used as a means to circumvent the 
normal in-year admissions process. A parent can apply for a place as an 
in-year admission at any point and is entitled to an appeal when a place 
is not offered. 

 The Protocol establishes the education provision a child will receive whilst 
discussions to identify a school place are taking place.  

 

 Where due process has been followed in accordance with the guidance, the LA 
will seek a direction from the Secretary of State if an academy school refuses to 
admit a pupil under the Protocol. 
 

 In the event that the majority of schools in the LA can no longer support the 
principles and approach of the protocol, all headteachers should initiate a review 
with the LA. This existing Protocol however remains binding on all schools up 
until the point at which a new one is adopted.  
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3. Background  Summary and Context 

3.1 In 2004 the Secretary of State for Education issued guidance outlining the 
expectation that all local authorities should have consulted upon, agreed and 
implemented a protocol for sharing difficult to place secondary aged pupils by 
September 2005. The impetus for the guidance was the publication of ‘Every Child 
Matters’ and the requirement for all LA’s to improve their procedures to ensure that 
as few children as possible are missing education.  The Secretary of State required 
the protocol to be agreed by a LA’s Admissions Forum prior to implementation. 
Where a Forum failed to agree the protocol, the guidance is clear that the Secretary 
of State would consider issuing legislation requiring a Forum to agree a protocol 
and, as a last resort, imposing one if agreement could not be reached.  

  
3.2.

2
.
2
  

 

In 2005/6, following full consultation with schools and advice and agreement from its 
Admission Forum, Tower Hamlets LA implemented a Fair Access Protocol (FAP) or 
mid-term (now ‘in-year’) admissions policy. This standardised and clarified the 
procedure for admitting pupils outside the normal points of entry at Reception and 
Year 7, and included specific guidance on the admission of ‘difficult to place’ pupils.  
This led to an improvement in the processing of in-year admissions, particularly 
following the transfer of statutory responsibility for in-year admissions to the LA   in 
September 2010. The protocol is supported by the secondary Behaviour and 
Attendance Partnership (BAP) whose membership includes representatives from 
secondary schools other education providers and the LA. The BAP seeks to 
improve outcomes in relation to behaviour and attendance; and to agree the 
funding, placement, policies and procedures for excluded pupils and those involved 
in managed moves. This has involved a system of charges and a designated 
number of places in each school so that “difficult to place” pupils would be 
distributed equitably. 

  
3.3 In the autumn of the 2011/12 school year it was agreed that the system of charges 

established by the BAP for managed move pupils should also apply to all categories 
of the FAP. Further, that the cap on the number of FAP places at each secondary 
school should be increased to a minimum of three and a maximum of eight.  

  
3.4 In the spring of the 2014/15 school year a further change to the FAP funding model 

was made. It was agreed that each secondary school would pay a separate fixed 
contribution into a contingency fund to provide the resource for managed move 
referrals that do not return to mainstream school, including pupils where it is agreed 
that they will require a two year placement in an Alternative Provision (AP) from the 
outset. This funding change was made to ensure  that there is sufficient resource 
and suitable options available for all pupils in KS4 where a return to mainstream 
school is not viable 
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4. Who is considered under LA’s Fair Access Protocol 

  
4.1 The majority of applications for in-year admission are for children who: 

 have newly arrived from abroad or elsewhere in the UK 

 are returning from extended leave 

 have been rehoused 

 have been placed in the care of a Local Authority i.e. ‘Looked After’ 

 are seeking a transfer from another school  

 are returning to school after a period of elective home education. 

The arrangements for the placement of children in the above categories are set 
out in the ‘in-year’ admission procedures at Appendix 1. 

  
4.2 There are other types of in-year admission defined by the DfE (2014) as children 

of compulsory school age who have difficulty securing a school place and 
therefore must be considered under a Fair Access Protocol. These are: 

 Children from the criminal justice system or Pupil Referral Unit (PRU) who need 
to be reintegrated back into mainstream school (excluding those who have been 
placed at the PRU on health grounds); 

 Children who have been out of school or education for two months or more 
(excluding health grounds); 

 Children from an unsupportive/uncooperative family background for whom a 
school place has not been sought by the parent or guardian. 

 Children of Gypsies, Roma, Travellers, refugees and asylum seekers;* 

 Children who are homeless;*  

 Children who are carers; * 

 Children with special educational needs, disabilities or medical conditions (but 
without a statement or Education, Health and Care Plan);* 

  * These vulnerable groups are not necessarily difficult to place and to label them as 
such could be seen as discriminatory.  Such groups do however, need special 
consideration, but should only be considered for placement through FAP if they also 
fall within one of the other criteria listed. 

  
4.3 It was agreed that the Fair Access Protocol (FAP) established in Tower Hamlets 

should also include the following categories of children: 

 Children who have been permanently excluded from a school or at risk of 
permanent exclusion; 

 Children known to the police / YOT or social care where there have been 
difficulties in engaging with education;  SIP Referrals where there are serious 
multi-agency concerns; 

 Children with less than 60% attendance and a deteriorating pattern of absence 
over the previous two terms at their last school; 

 Children, including those from independent schools, who have a history of 
serious behaviour difficulties as evidenced by a long term pattern of internal and 
external exclusion. 
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5. Referral Procedures  

5.1 5.1 School transfers and children out of school 
 

 The Head of Pupil Services and Lead Officer for Social Inclusion monitor and track 
in-year admissions and children ‘out of school’ on behalf of the LA. Information on 
children is provided, as required, by the Pupil Services Team, Attendance and 
Welfare Service, Social Care and the Support for Learning Service to these named 
officers. The named officers then determine which children meet the FAP criteria 
and are responsible for monitoring and publishing data regarding placements. 

 Schools can request to have pupils who have applied for a school place through 
the In-Year Admission procedures considered under the FAP, if evidence 
suggests they meet the criteria stated in 4.2 – 4.3 above. Such applications will 
primarily be for pupils moving into Tower Hamlets who had previously attended 
school in another LA, although In-Year Transfers between Tower Hamlets schools 
that meet the criteria will be considered in exceptional circumstances. Requests 
should be made in writing to the Head of Pupil Services. 

 Where an In-Year Admission is sought for an out- of -borough child, but the school 
deems that the attendance and/or behavioural record at his/her previous school(s) 
is of sufficient concern that a placement at the school would be inappropriate, the 
application can be referred to the child’s home local authority for consideration 
under its Fair Access procedures. Reasons for concern may include the school 
already having a high proportion of pupils with challenging behaviour or previously 
excluded pupils, in accordance with paragraph 3.12 of the School Admissions 
Code (2014). Requests should be made in writing to The Head of Pupil Services. 

5.2 Managed move transfers between Tower Hamlets Schools 
 

 The responsibilities under the BAP are managed by Lead Officer for Social 
Inclusion and the Head of Pupil Services. For managed moves, schools must 
follow the referral procedures as detailed within the protocol in Appendix 2. 

5.3 Managed Move transfers to Key Stage 4 Alternative Provision 

 
 For pupils at Key Stage 4 a school, having first obtained parental consent, can 

request a permanent transfer to alternative provision at either the PRU or City 
Gateway. Schools should follow the procedures outlined in Appendix 2.  

5.4 Permanently excluded pupils 
 

 Permanently excluded pupils will normally be placed in the PRU for one term 
prior to starting at a new school. This is in order to address the issues that led to 
the pupil’s exclusion as well as undertake an assessment of their readiness for 
a return to mainstream education. For permanent exclusions, schools must 
follow the procedures as detailed within the protocol in Appendix 2. 

5.5 Reintegration (RIG) Placements 
 

 Schools can request for the LA to commission provision for a pupil on a re-
integration programme at the PRU. This provides for 8 week’s provision where 
the pupil remains on the roll of the school and returns there immediately 
following the programme’s conclusion. See further guidance in Appendix 3. 
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6. Placement Procedures  
  
6.1 The Head of Pupil Services and Lead Officer for Social Inclusion are responsible 

for the placement of ‘difficult to place’ pupils through their role as members of the 

FAP Placement Panel (FPP). The FPP consists of: 

 Lead Officer for Social Inclusion  (Chair) 

 Head of Pupil Services 

 Head of the Tower Hamlets Pupil Referral Unit 

 Head of the Behaviour Support Service 

 Attendance and Welfare Adviser (Children Missing Education) 

 Invited headteacher or representative from a Tower Hamlets Secondary School 
  
6.2 The FPP decides on the placements for in-year admissions where concerns have 

been identified in accordance with the FAP categories, including pupils permanently 
excluded from school and those who have been identified for managed moves, as 
they are at risk of permanent exclusion. 

  
6.3 The FPP meets fortnightly during each academic year. Detailed information on the 

children to be discussed is presented in advance of the FPP meeting. At least one 
week prior to every FPP meeting, the minutes of the previous meeting will be 
circulated with the agenda to all members. The placements made over the previous 
period will be reviewed and the ongoing record of placements updated. The Clerk to 
the FPP will circulate a termly update on FPP placements to schools at the Behaviour 
Leads Forum and an annual summary report will be produced for the BAP and 
School Admissions Forum for its comment. 

  
6.4 In identifying an appropriate school, the FPP’s main focus will be on the educational 

needs of the pupil. The FPP will also give due consideration to the following:  

 availability of places; 

 location of schools and proximity to the pupil’s home address;  

 parental wishes (where possible) e.g. denominational or single sex schools; 

 any concerns expressed by any involved person or agency about the 
appropriateness of an educational placement for the pupil;  

 pupil’s additional needs and aptitude;  

 the particular ethos or specialist status of the identified school.  

6.5 The receiving school will be sent formal notice of the pupil(s) to be admitted following 
the FPP’s decision. This will confirm the planned admission date for the pupil(s) and 
include all necessary background information in the form of the Common Assessment 
Framework (CAF).  

  
6.5 The pupil should be admitted to the receiving school by the planned admission date 

stated in the formal notice letter. Prior to this date the receiving school will be required 
to take part in the pupil’s CAF Review Meeting that will normally be arranged by the 
PRU and  take place at least two weeks prior to the planned admission date. Please 
see Appendix 7, which sets out the ‘Process and Timescale for the Transfer of Pupils 
from the PRU to Schools’. 
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6.6 Schools should use the Local Authority’s guidance to ensure that a pupil’s induction is 
as smooth as possible. The FPP will monitor FAP placements. In exceptional 
circumstances schools may submit their reasons to the Head of Pupil Services and 
Lead Officer for Social Inclusion as to why they should not be required to admit the 
named pupil. See section on ‘Disagreement over the admission of a pupil under the 
Fair Access Protocol’. 
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7. Ensuring that each School admits its share of ‘Difficult to Place’ Pupils 
  
7.1 The arrangements to ensure that each school admits its share of  FAP pupils, as 

directed by the FPP, are managed on behalf of the Behaviour and Attendance 

Partnership (BAP) by the Head of Pupil Services and Lead Officer for Social Inclusion 
  
7.2 Primary Schools 

There is no fixed number of pupils that each primary school must admit under the Fair 
Access Protocol. When deciding on the admission of a primary aged pupil the FPP will 
consider the legal limit of class sizes in Key Stage 1. However, it may be necessary to 
admit a pupil over and above the class size limit in what the LA will deem as 
exceptional circumstances. This is a permitted exception in the class size regulations.  

Secondary Schools  

The BAP has agreed a formula to determine the number of pupils that each 
secondary school must admit during the school year. The formula takes account of 
the school’s roll size and a gender weighting factor, since boys are more frequently 
excluded than girls. The formula has been “capped” to ensure that no school takes 
more than 8 pupils and all schools admit at least 3 FAP pupils each year.  

  
7.2 Where possible, schools will admit their full quota before any school is asked to 

exceed its maximum number. The admission of FAP pupils will operate irrespective 

of the number of pupils already on roll at a school and over and above the school’s 
published limit in each year group. A school cannot therefore, refuse to admit a pupil 
on the basis that it is currently full in the year group. The number to be admitted to 
each secondary school in the 2015/16 school year is: 

 FAP Allocated Places (Formula based on Roll and Gender only, capped at Minimum 3, Maximum 8) 

 
School 

Roll Y7 - Y11 
Spring 2015 

Roll Weight 
Gender 
Weight 

RxG 
 

FAP Places 
(CAP 8) 

Bethnal Green Academy 826 3.30 2 6.61 
 

7 

Bishop Challoner Boys 580 2.32 3 6.96 
 

7 

Bishop Challoner Girls 673 2.69 1 2.69 
 

3 

Bow  569 2.28 3 6.83 
 

7 

Central Foundation  1196 4.78 1 4.78 
 

5 

George Green's  961 3.84 2 7.69 
 

8 

Langdon Park  871 3.48 2 6.97 
 

7 

Morpeth  1178 4.71 2 9.42 
 

8 

Mulberry 1046 4.18 1 4.18 
 

4 

Oaklands  585 2.34 2 4.68 
 

5 

Raine's Foundation 543 2.17 2 4.34 
 

4 

Sir John Cass  978 3.91 2 7.82 
 

8 

St Paul's Way  1038 4.15 2 8.30 
 

8 

Stepney Green  879 3.52 3 10.55 
 

8 

Swanlea  1031 4.12 2 8.25 
 

8 

Wapping High* 168 0.67 2 1.34 
 

2 

Total 13,122       
 

99 
 

 Roll Weight: Year 7 - 11 roll (School Census 2015 [Spring Term]) divided by 250 
Gender Weight: 1 for a girls school, 2 for mixed schools, and 3 for a boys school.  

*Capped at 2 due to this new start school not having reached its full capacity. 
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8. Funding and Charges  
  
8.1 The funding arrangements and level of charging for individual school 

referrals provide for the following:  
 

 provision for the new school to receive a financial payment in the form of a 
dowry for managed moves and other pupils who meet the ‘difficult to place’ 
pupil criteria. 

 recovery of funding from schools that permanently exclude, to ensure a 
pupil receives appropriate interim provision and that the new mainstream 
school receives funding to support the pupil’s integration. 

 the ‘top up’ funding required for pupils who need interim provision at the LA 
PRU during a managed move transfer either between mainstream schools 
or into full-time Key Stage 4 alternative provision. 

 the cost of the provision for pupils who attend the PRU on 6th day exclusion 
provision and short term reintegration placements. 

 access to full-time KS4 alternative provision for pupils at risk of disengaging 
from mainstream education and/or being excluded, which is significantly 
more than the charge made to the individual schools. 

8.2 

 
Direct transfer and other admissions made by the Fair Access Pupil 
Placement Panel (FPP) 

 Schools will be charged £3,000 for pupils that meet the FAP criteria and are placed 
as result of a direct transfer between schools. This provides for a £3,000 dowry to be 
paid to the new school to support the pupil’s integration. 

  

8.3 Managed Move Transfers 

 For a pupil who meets the FAP criteria and requires a fresh start at a new Tower 
Hamlets school, via an interim placement at the Tower Hamlets PRU, the school will 
be charged £6,680. This covers the cost of the minimum 8 week provision at the 
PRU and provides for a £3,000 dowry to be paid to the new Tower Hamlets 
mainstream school to support the pupil’s reintegration. During the interim programme 
at the PRU the pupil will be dual registered between the PRU (main) and the referral 
school (host), until they are admitted to the new school.  

  

8.4 Permanent Exclusions 
 

When a pupil is permanently excluded the LA will commission interim full-time 
provision at the Tower Hamlets PRU for a period (normally 12 weeks), with the aim 
for the pupil to be provided with a fresh start opportunity at a new mainstream school.  

The excluding school will be charged £9,175 to recover the cost of funding the ‘top 
up’ rate for the full length of interim provision at the PRU and the £4,000 dowry 
payment to be made to the new Tower Hamlets mainstream school, to support the 
pupil’s reintegration. Should the pupil’s permanent exclusion be quashed by an 
Independent Review Panel and the school’s governing body decides not re-admit the 
school will be charged an additional £4,000 in accordance with statutory regulation. 
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8.5 Reintegration (RIG) Placements 

 Requests can made to the LA to commission provision for a pupil on the re-
integration programme at the PRU. The school will be charged £3,680. This covers 
the cost of the 8 week duration of the programme and the pupil will remain on roll 
and return to the same school immediately following the programme’s conclusion.  

If before the end of the 8 week period the school wishes to extend the pupil’s 
programme at the PRU, it must firstly obtain the agreement of the LA. Where an 
extension is agreed the school will incur a further charge in two weekly increments 
of £920 for a further period of up to 8 weeks. Therefore if it is agreed for the pupil to 
remain on the programme for 12 weeks in total the charge will be: 

 £3,680 + £1840 = £5,520 

  

8.6  Full-time KS4 Alternative Provision (Year 10 and 11) 

 In order to give incentive and promote early intervention strategies the LA will 
enable schools to access appropriate alternative KS4 provision at the PRU or City 
Gateway for pupils at risk of disengaging from mainstream education and/or being 
excluded. This is with the proviso that the school agrees to the pupil’s single 
registration at the PRU/City Gateway and the LA commissioning this provision on 
the school’s behalf. See further guidance in Appendix 4. 
 
Schools will be charged a fixed amount at £6,680 for full-time KS4 provision The 
actual cost to the BAP of a fulltime placement is approximately £14,000 and 
therefore referrals need to be appropriate. This will be monitored by the LA. 

  

8.7  6th Day Provision 
 

In circumstances where a school excludes a pupil for a fixed term period of more 
than five days and requests for the  LA to provide provision from the 6th day and 
until the end of the exclusion. Schools will be charged at a rate of £110 per day.  

Wherever possible, pupils who are ‘Looked After’ should not be sent home for days 
1-5 but should be provided with alternative provision within the school.  If they must 
be removed offsite then please contact the PRU and they will aim to make provision 
from the 1st day of exclusion instead of the 6th day. 

8.8 Key Stage 4 Extended Alternative Provision Contingency Fund 

 

The FAP arrangements provide for a contingency fund to enable pupils to receive 
extended Key Stage 4 alternative provision, where this is deemed appropriate. Each 
secondary school is therefore required to make an equal contribution of 15k towards 
the contingency fund in the 2015/16 financial year. In subsequent years, each 
school’s rate will be set, based on the number of referrals requiring extended Key 
Stage 4 provision in the previous 12 months* (April – March) as follows: 

0 - 2 Pupils 10k  
The charge will be made to the schools at the start of each  
financial year through a Service Level Agreement. 

3 - 5Pupils  15k  

6 + Pupils 25k  

*Schools when making referrals for Managed Moves need to be mindful that pupils who 

end up requiring extended KS4 provision will be included in this calculation, even if this was 
not requested at the time of referral. 
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9. Refusal of School Places and Disagreements  
  
9.1 A school will be expected to admit a pupil assigned for admission under the Fair 

Access Protocol by the planned admission date. The admission of FAP pupils 
operates over and above the school’s published admissions limit. A school cannot 
therefore refuse admission solely on the basis that it is currently full in the pupil’s year 
group. Pupils identified under the Fair Access Protocol, along with SEN Statemented 
and Looked After Children, are given priority for admission over those on a waiting list 
or awaiting an appeal. 

  
9.2 If a school is concerned over a pupil’s admission this must be raised with the Head of 

Pupil Services within 2 working days. The LA will then determine whether there is a 
legitimate basis for the proposed admission to be reviewed by the FPP. If after further 
consideration it is determined that the pupil should be admitted to the assigned 
school then this decision will be confirmed to the school along with the final 
reasoning. The LA will normally only agree to a request not to admit a pupil in the 
following circumstances: 

 where a pupil has been permanently excluded from a school twice, the most 
recent exclusion being within two years of the date admission is requested;   

 exceptionally, where the school believes that the admission of a pupil with 
challenging behaviour would prejudice the provision of efficient education or the 
efficient use of resources. This will normally only be appropriate where the school 
has a particularly high proportion of pupils with challenging behaviour or 
previously excluded pupils; AND one or more of the following exceptional 
circumstances exists, namely that the school:  

- requires special measures or has recently come out of them (within the 
last two years);  

- has been identified by Ofsted as requiring significant improvement and 
therefore given ‘notice to improve’ in the category of behaviour and safety;  

- is subject to a formal warning notice by the LA ;  

- is a Fresh Start school or Academy open for less than two years; or  

- is a secondary school where fewer than 20 per cent of pupils are 
achieving 5 or more A*-C GCSEs including English and mathematics, or a 
primary school where fewer than 55 per cent of pupils achieve Level 4 or 
above at Key Stage 2 in both English; 

 on “infant class-size prejudice” grounds where the school would have to take 
qualifying measures to keep to the statutory class size limit if another child were 
admitted, unless that child is a permitted exception to Infant Class Size Limits. 

9.4 If a school refuses to accept an admission the LA will direct the school (or instruct the 
school where it is its own admission authority) to admit. The governing bodies of 
schools which are their own admission authority may refer a direction to the Office of 
the Schools Adjudicator who will determine which school is to admit the child. In the 
case of a refusal by an Academy or the governing body of a school for which the LA 
is the admission authority, the LA may refer the case to the Secretary of State. 

  
9.5 If a parent(s) refuses the offer of a place the pupil will be re-referred to the FPP. 

If the FPP still considers the school to be suitable, consideration will be given to 
imposing a School Attendance Order requiring the pupil to attend. 
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10. Key Contacts  
 

Terry Bryan 
Head of Pupil Services 
4th Floor 
Town Hall 
Mulberry Place 
E14 2BG 
Tel: 020 7364 4304 
Email: terry.bryan@towerhamlets.gov.uk 
 

Liz Vickerie 
Lead Officer on Social Inclusion/ 
Head of the Support for Learning Service 
Professional Development Centre 
229 Bethnal Green Road 
London E2 6AB 
Tel: 020 7364 6448 
Email: liz.vickerie@towerhamlets.gov.uk 
 

Kerri Marriner 
Head of Behaviour Support Service 
Professional Development Centre 
229 Bethnal Green Road 
London E2 6AB 
Tel: 020 7364 6456 
Email: kerri.marriner@towerhamlets.gov.uk 
 

John Watkin  
Headteacher  
Tower Hamlets Pupil Referral Unit 

21 Tollet Street 
E1 4EE 

Tel: 020 7791 7720 
Email: john.watkin@pru.towerhamlets.sch.uk 
 

Runa Basit 
Pupil Services Manager  
4th Floor 
Town Hall 
Mulberry Place 
E14 2BG 
Tel: 020 7364 6150 
Email: runa.basit@towerhamlets.gov.uk 

 

Huong Le 
Data and Finance Manager 
4th Floor 
Town Hall 
Mulberry Place 
E14 2BG 
Tel: 020 7364 4301 
Email: huong.le@towerhamlets.gov.uk 

 

Serena John-Baptiste 
Senior Exclusions and Access Officer 
4th Floor 
Town Hall 
Mulberry Place 
E14 2BG 
Tel: 020 7364 6150 
Email:  
serena.john-baptiste@towerhamlets.gov.uk 
 

Naheeda Begum 
Exclusions and Access Officer 
4th Floor 
Town Hall 
Mulberry Place 
E14 2BG 
Tel: 020 7364 0727 
Email: naheeda.begum@towerhamlets.gov.uk 
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Appendix 1 – Procedures for Admission to Schools and Academies 
in Tower Hamlets  

This document outlines the procedures for co-ordinated In-Year admissions to schools in 
Tower Hamlets. These procedures have due regard to the arrangements set out as 
mandatory requirements in the School Admissions Code (2014) and apply to all maintained 
schools in Tower Hamlets.  

 
In line with changes in the school admission regulations, the Tower Hamlets co-ordinated 
admission arrangements no longer require own admission authority (i.e. academies, free 
and voluntary aided schools)  schools to receive their in-year applications via the Local 
Authority (LA). However, own admission authority schools must still use the LA’s In-Year 
Application form and must notify the LA’s Pupil Services Team of both the application and 
its outcome. They must also provide Pupil Services with their vacancy information via the 
Schools View System, to enable the LA to keep up to date figures on the availability of 
places in the area. Own admission authority schools must also inform parents of their right 
to appeal if they are unable to offer a place. 
 
Own Admission Authority schools should therefore abide with the procedures below (for co-
ordinating the application stage of the process), whilst being able to issue the outcome 
direct to the applicant and notifying the LA’s Pupil Services Team accordingly. 

 
School Admissions Co-ordinator  
 
Schools should nominate a named person and a deputy who will be responsible for 
co-ordinating in-year admissions arrangements as follows: 
 

- dealing with vacancy and other admission enquiries from the LA. 
 

- ensuring that they are registered with the necessary account details so that they can 
send and receive information via the USO-FX secure file transfer facility on LGfL. 

 

- for own admission authority schools only, ensuring  that   the  Pupil  Services 
Team is informed of both the application and its outcome  as  soon  as  possible  and  
not  later  than  5  school days after receipt. 

 

- confirming to the Pupil Services Team that a child for whom a place has been 
offered is admitted no later than 10 days from the date of the offer. 

 

- raising with the Pupil Services Manager any concerns that may militate against 
admitting a child within the specified time period. 

 

- maintaining the school’s pupil database to ensure that the information collected by 
the LA is both accurate and up to date. 

 

- providing   Pupil  Services with  the  information  necessary  for  the LA  to  process  
appeals  on  behalf  of  community schools and  Own Admission Authority schools who have 
bought  into a service level agreement. 

 

- dealing promptly with all requests for pupil records from other schools. 
 

- keeping updated with regard to current policy and procedures by attending advice 
and training sessions provided by the LA.  Maintaining within the school a resource 
base with the current LA policy and guidance on school admissions. 
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 Applications made by parents and carers 
 

Community schools are not permitted to accept applications direct from parents. This 
applies to all admissions from the reception year group through to Year 11.  
 
Parents must complete the LA in-year application form which they can obtain from any 
school or direct from the Pupil Services Team. The form ensures that all relevant 
information about a child and family is collected and that the receiving school has the 
necessary information to properly plan for the child’s admission and continuing education. 
However, this would not normally mean that the LA/school can refuse a child’s 
admission/transfer to a school where a vacancy exists. 
 
The fully completed in-year application form must be returned by the parents direct to the 
Pupil Services Team or via the school. 
 
Own Admission Authority Schools who receive direct applications must ensure that the 
LA’s in-year application form is completed and must inform the LA of both the application 
and its outcome within five school days.  
 

 Processing Applications  
 

Community Schools - The Pupil Services Team will receive and process applications and 
make admission decisions for all community schools.  
 
Own Admission Authority Schools (i.e. Voluntary Aided (VA), Academies and Free 
Schools) - Where one or more of these types of schools are named on the in-year 
application form the application will be passed to the school with a request for the school 
to notify the Pupil Services Team whether a place can be offered in accordance with the 
school’s admissions criteria. Schools will not be told where parents have ranked the school 
on the application form. (This is a requirement of the School Admissions Code) 
 

 Making Decisions 
 
(i) Action needed by School  
 

Within five days of the application the Pupil Services Team must receive confirmation of: 

- whether a place can be offered at the own admission authority school  

 

- whether there is a place available at the community school 

Own admission authority schools that refer admissions to a governors' committee 
cannot defer decisions. They must ensure that alternative arrangements are in place to 
decide on applications within 5 school days. It is therefore recommended that the decision 
is taken by the nominated governor under Chair’s action. 
 
(ii) Action needed by Pupil Services 

The Pupil Services Team will, in the event of an application for more than one school, 
determine the school at which a place can be offered and notify the parent of the outcome 
within 10 school days from receipt of the application. Parents will receive an offer at the 
highest ranked school possible. The Pupil Services Team will update information on the 
School View System and, if applicable,  notify the own admission authority school by email 
that the application has been cancelled (withdrawn) due to a place being available at a 
higher ranked school.    
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 Confirming the Offer of a Place at the School and Arranging a Child’s 
Admission 

 
(i) Action need by Pupil Services 
 

The Pupil Services Team will notify the school at which a place is to be offered by 
sending the child’s details via the USO-FX secure file transfer facility on LGfL. A 
separate e-mail will be sent to the school’s admissions co-ordinator to alert them that 
a file is available to download. The school will be advised of the date by which the 
child should be admitted (enrol by date), normally within 10 school days of the 
notification. 
 
The offer of a place and the referral of a child for admission to the school is the first 
stage of the admission process and, given the volume of applications being 
processed, it is not feasible for the LA to 'investigate' the particular circumstances of 
individual cases, other than the initial screening based on the information supplied in 
‘Part B’ of the application form by the family. It will therefore be necessary for the 
school to carry out background checks and confirm the child’s age and identity as 
part of its admission and induction procedure.  
 
(i) Action needed by School  
 
When a school receives details of the child (ren) offered places from the Pupil 
Services Team, it must make contact with the family to arrange the child’s admission 
by the enrolment date. The school should then notify Pupil Services of the date the 
child is taken on roll. 
 
An Own Admission Authority School making a direct offer of a place to the parent 
should first check with the Pupil Services Team as to whether a place can be offered 
at a higher preference school.  This will remove the potential for multiple offers and 
ensure the majority of children are able to access a school place at the earliest 
opportunity. 
 
In cases where a school anticipates not being able to admit a child within the 
specified timescale they should immediately consult with the Pupil Services Manager 
or the Head of Pupil Services. 
 
The school must notify the Pupil Services Team of any child who has been offered a 
place but does not take it up. This will immediately be followed up by the Pupil 
Services Team and referred to the Attendance and Welfare Service as appropriate.  
 
Where the offer of a place means the child will transfer from one Tower Hamlets 
school to another the enrolment date will not be until the start of the following half 
term, unless there are exceptional reasons for an earlier transfer to take place.  A 
school must therefore not admit a transferring child before the specified enrolment 
date. Likewise, a child must not be removed from the roll of the current school until it 
is confirmed that they are enrolled at the new school. Further advice is included in the 
section on ‘children for whom a transfer is being sought’ below. This applies to all 
schools regardless of whether or not they are their own admission authority. 
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   Notifying Parents 
 
(i) Action needed by Pupil Services 
 
The Pupil Services Team will notify the parent(s) by letter of the school to be offered. 
This will normally be 3 days after the school has been notified. The offer letter will not 
be sent to a parent before the vacancy has been confirmed with the school and the 
child’s details are uploaded to the secure website. 
 
Where it has not been possible to offer a place at the school(s) the family ranked 
highest on their application, the letter will advise of the right of appeal and the child’s 
name will be added to the school’s waiting list. For Community Schools a waiting list 
will be held and maintained by the Pupil Services Team.  
 
Where it is not possible to offer a place at any of the parents’ preferred schools, Pupil 
Services will allocate a place for the child at a suitable school with a vacancy and 
notify the school as above. Where it is not possible to offer a place, parents will be 
advised of their right of appeal to an independent panel. 
 
(ii) Action needed by Schools 
 
In circumstances where schools believe that they have not previously been notified of 
a child’s application it is important that they first check the information on the secure 
website, this should be done before contacting Pupil Services or referring a  parent 
back to the LA.  

 Delaying or Refusing Admission 
 

Schools may not refuse to admit a child, impose conditions or seek to delay 
admission, for any reason, including any of the following:- 

 
- until information, such as the school record, is received, 

- until a suitable programme of support or the parent’s/carer’s signature on a 
home/school agreement is obtained, 

- in the case of children in Year 6 ,  until after the SATS have been completed. 

With the exception of children with SEN Statements/EHCP or children who have 
twice  been  permanently  excluded  from  a  previous  school,  there  are  limited 
circumstances in which a child’s admission can be delayed or refused. For further 
advice and guidance, please contact the Head of Pupil Services. 

 Years 10 and 11 
 

Children  in  Years 10 and 11  must be  considered  for  admission throughout  the  
academic  year and their  entry must not be subject to the availability of GCSE 
options. There is essentially no ‘cut-off’ date for the admission of a Year 11 child. In 
cases where a school feels unable to admit a Year 11 child this should be referred to 
the Head of Pupil Services for consideration under the Fair Access Protocol. 
 
The vast majority of pupils referred for FAP placement in Year 11 or during the latter 
stages of Year 10 will normally continue their full-time education in alternative 
provision at the PRU or City Gateway and these institutions will assume the pupil’s 
single registration. However there are some cases where either a return to 
mainstream school is deemed most appropriate or the family insist on this outcome. 
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This means that the LA will therefore decide to place a Year 11 pupil back at 
mainstream school. When receiving this type of referral headteachers will sometimes 
express concern about its timing, appropriateness or impact on the school’s pupil 
attainment outcomes. Question is also raised about the pupil’s registration status. 
This is understandable, but not a justifiable reason for the LA not to expect the pupil 
to be admitted to the school. To clarify, schools must admit Year 11 pupils and 
assume their single registration. The LA would have already assessed the 
appropriateness and pupil’s readiness for a return to mainstream school and is aware 
that any inordinate delay will impact the chances on a relatively successful outcome.    

 

 Interviews 
 

Parents and/or children must not be interviewed to determine whether a school will 
offer a place, given that the offer of a place has already been made by the LA. The 
school can conduct an ‘admission meeting’, solely for the purposes of ensuring 
proper arrangements are in place to support the child’s entry.  
 

 Children for whom a transfer of school is being sought 
 

(ii) Action needed by Schools 
 
When seeking a transfer between schools parents must inform the child’s current 
school by having the headteacher sign the ‘Part B’ of the form. Part B requires 
information to be provided by the headteacher or senior staff member, including, 
where appropriate, information on the particular reasons for the child’s transfer.  This 
is aimed at ensuring that school transfers are not undertaken lightly, as it provides 
opportunity for the current school to review the parent’s reasons for wanting a 
transfer and, if necessary, resolve any issues and avert avoidable disruption to the 
child’s education.   
 
Transfers will normally take place at the start of the following half term, unless there 
are exceptional reasons for an earlier transfer to take place. If a transfer does go 
ahead, it may require the completion of a Common Assessment Framework 
assessment in order to ensure that proper arrangements can be put in place to 
support a child’s reintegration at the new school. The Pupil Services Manager will 
advise when this is necessary.  
 

 'Difficult to Place' Pupils 
 
The LA is responsible for identifying a child that falls under the Fair Access Protocol 
(FAP) guidelines, based on evidence received from relevant professionals.  
 
The in-year application form has been designed to identify any child who might fall 
into the category of ‘difficult to place’ as defined on page 4. An additional section, 
‘Part B’, requires information to be provided by the headteacher or senior staff 
member of the child’s current or previous school. This is to include information on the 
particular reasons for the child’s transfer and any further information that will enable 
the receiving school to properly plan for the child’s admission. Part B must be 
completed and signed by the headteacher of the current or previous school before an 
in-year application can proceed. 
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Primary Schools: At the present time there are no significant issues around the 
admission of “difficult to place” pupils in primary schools, as situations of this type of 
admission are rare. Therefore, the same general principles of the Fair Access 
Protocol guidelines will apply. This means that pupils will be referred to primary 
schools with the additional information provided in ‘Part B’. In the case of children 
who are out of school, the primary school should admit the child with a minimum of 
delay and no later than 15 school days from the date of the referral from the LA’s 
Pupil Services Team. This will ensure sufficient opportunity for the school to obtain 
any additional background information and take steps to put in place the required 
support. In the case of a school transfer, the school will have even longer to plan the 
child’s admission, given that the child would not normally arrive until the start of the 
next half-term. 

 
Where a primary school has concerns about a request to admit a ‘difficult to place’ pupil, 
advice should be sought from the Head of Pupil Services. 
 
In exceptional cases, where the child of primary school age is being assigned to a new 
school because of permanent exclusion or is being managed moved because they are at 
risk of permanent exclusion, the current FAP charges will apply and the new school will 
receive a dowry payment to support the pupil’s transition. 
 

Secondary Schools: The Fair Access Protocol (FAP) guidelines require all secondary 

schools to admit a fixed number of pupils over and above their planned admission number. 
The quota for each of the borough’s secondary schools is set out on Page 8. This quota 
will account for all children falling under the category of ‘difficult to place’, including 
children permanently excluded from their previous school and children who are managed 
moved, due to being at risk of permanent exclusion 
 
Places will be allocated in an: 
 

 equitable - a secondary school will not normally be required to admit more than 
eight FAP children over the period of one school year. 

 
 and transparent manner - placements will be reported to the Secondary Heads 

Consultative on a regular basis and also to the Tower Hamlets School Admission 
Forum. 

 
Where a parent is seeking a transfer between schools in Tower Hamlets, the information 
provided in Part B of the application will enable the school/LA to determine how the 
transfer should proceed. Completing Part B will give opportunity for the existing school to 
consider and propose to the parent a managed move transfer, whereby the child would be 
allocated to one of the borough’s secondary schools using the FAP places, either directly 
or via the 8 week programme at the Pupil Referral Unit. The system of charges established 
by the Behaviour and Attendance Partnership for managed move children will also apply to 
the other categories of FAP. 
 
The parent would need to be clear that a managed move through FAP means they cannot 
choose the school to be allocated, although they can indicate which schools would not be 
possible or acceptable. The current FAP charges would apply with the existing school 
paying a ‘managed move transfer’ via the PRU charge or direct transfer charge. In either 
case the receiving school would receive a dowry payment to support the pupil’s transition. 
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In cases where a school cannot persuade a parent to agree to a transfer under FAP, the 
information in Part B will be reviewed by the Head of Pupil Services and the Lead Officer 
for Social Inclusion. This will allow further opportunity for consideration on how best the 
transfer should proceed and also for Pupil Services to have a discussion with the parent in 
order to try and persuade them as to the potential benefits of a FAP managed move. If 
agreement is reached at this stage the existing school would pay the relevant cost. 
 
Where a parent will not agree to a FAP transfer, even though this is the LA’s 
recommendation, the transfer will be made through the normal school admission route. 
This will depend on whether there are vacancies at the preferred school. However, once a 
new school is identified the existing school will still be charged the dowry, which will be 
paid directly to the new school. Essentially, where the LA concludes a child fulfils the FAP 
criteria the relevant charge will be made to the existing school and a dowry will be paid to 
the new school regardless of the process of transfer. The placement will also count as part 
of the new school’s FAP quota. 
 
In the vast majority of cases where a transfer does not fall under the FAP criteria no 
charge will apply and no payment would be made to the new school. 
 
A flow chart outlining the various stages and routes for in-year transfer of 
secondary school is set out below. 
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 Managed Move for Pupils at risk of Permanent Exclusion. 
 

The procedure for the managed move transfer of pupils at risk of permanent 
exclusion under FAP managed move arrangements are set out in Appendix 2.  
 

 Permanently Excluded Pupils  

 
The procedures for the placement of permanently excluded pupils are set out in 
Appendix 2. 
 

 Appeals 
 

When a child is refused admission to school parent(s) must be given the right to 
appeal. Appeals for schools that use the LA's admission policy are arranged through 
the Pupil Services Team and heard by an Independent Appeal Panel (IAP). The Pupil 
Services Team will request information from Admissions Co-ordinators in order to 
prepare the LA’s statement of case to the IAP. The  Headteacher  will receive  a  
copy  of  the  draft  statement  for  comments  and  accuracy, and will be invited to 
attend the hearing on behalf of  the  school.  
 
Own Admission Authority schools are responsible for arranging their own appeals, 
but have the option of purchasing the LA’s Service Level Agreement (SLA) to deal 
with appeals and carry out statutory consultations on admission arrangements. 
Further details of the SLA are available from the SLA online service. 
 

 Monitoring Arrangements 
 

The Pupil Services Team is responsible for ensuring that every Tower Hamlets child 
has an offer of a school place.  Headteachers should assist this process by ensuring 
that Admission Co-ordinators carry out their responsibilities. 
 
On receiving information that a child is out of school the Pupil Services Team will 
identify the  nearest  suitable  school(s)  with  a  vacancy  and  advise  the  
parent/carers. The Pupil Services Team will follow up this initial contact to ensure 
that the child has been admitted to the school.  In cases where parents fail or refuse 
to admit their children within 20 school days the Pupil Services Team will refer the 
case to the LA’s Attendance and Welfare Service. 
 
The LA will monitor the effect of co-ordinated in-year admission arrangements by 
providing regular reports to the Admission Forum. The Admission Forum includes 
representation from Headteachers, the Diocesan   Authorities, Council of Mosques, 
Parent Governors, Community Representatives and LA Officers. 
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Appendix 2 – Procedures for Managed Moves and the Placement of 
Permanently Excluded Pupils 

Careful consideration needs to be given to situations where a permanent exclusion is not 
imminent, but the school and the parent feel that a transfer of school might be the best way 
forward for a child who falls within the FAP criteria. Changing school mid-year can bring 
problems for children, not least the difficulties of making friendships in already established 
groups. Schools therefore need to be sure that the potential benefits of a change of school 
outweigh the further difficulties likely to be faced by the child. 
 
Schools should not encourage children with behaviour or attendance problems to transfer to 
another school if there is no reasonable assumption that a change of school will have a 
positive impact, e.g. a positive reason for a managed move might be to move away from a 
from a group of children who are impacting negatively on the child’s behaviour and or 
progress in school. 
 
When contemplating permanent exclusion the school should always consider a managed 
move instead and discuss this option with the family as an alternative strategy. A managed 
moved can only be pursued with parental consent and some families may not want to 
consider this option. They may want to challenge the basis for the school’s decision to 
permanently exclude. The family may decide to take the case to independent review and 
follow the legal processes available to them. Schools should therefore ensure that their 
reasons for permanent exclusion can withstand scrutiny and that all statutory procedures 
have been correctly followed. Permanent exclusion must not be used as a threat to coerce 
parents into agreeing to a managed move, but where parents and pupils are willing to 
consent to this alternative, it should always be offered.  
 
Children with Underlying Special Educational Needs (SEN) 

Full consideration must be given where there is evidence of an underlying SEN context, 
especially given that the head teacher of the receiving school would reasonably expect this 
to have been done. The school should therefore determine if there are SEN issues that 
need addressing. Where the child is not responding to school action they should be referred 
to the school’s Education Psychologist (EP) or assessment and advice within a programme 
of support. They can also be referred to the Support for Learning Service Behaviour Support 
Team where the needs are related to BESD. This should be done prior to a managed move 
request. Any child being considered for a managed move should be reviewed by the 
School’s SENCO to check that underlying SEN is not a contributory factor, and 
consideration given to other interventions which may well have positive outcomes. It is 
evident that managed moves will not be effective if undiagnosed special needs remain. In 
cases where a child is referred for a managed move due to unforeseen circumstances and 
SEN issues are apparent, the LA will ask that the school’s EP is allocated to work with the 
child at the PRU, so that the new school is fully briefed on how best to meet their needs. If 
required, the school will need to submit the request for an Education Health and Care Plan 
(EHCP).  Where possible it is preferable for the child to remain at their original school until 
these issues are resolved and prior to their entry to the PRU. 
 
Obtaining Parental Consent  

The family must give its informed consent for a managed move transfer. This means that 
they fully understand that their decision to agree to a managed move will result in their 
relinquishing their child’s current school place and that there may be little choice about 
which school the child is offered in exchange. For this reason, managed moves will always 
require a fully completed CAF to ensure all aspects of the child’s difficulties have been 
assessed and all other avenues explored before the process is started. 
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The family needs to be clear and have realistic expectations of the process. This will 
include: 

 the choice of future school;  

 the length of stay for the child at the PRU (managed moves via the PRU); or  

 the likelihood of the child remaining at the PRU into Year 11 (for children in Year 10).  

The school must therefore discuss the contents and issue the family with the Managed 
Move Parent Consent letter (included in this guidance as Appendix 10), when consulting 
and seeking their agreement to a managed move. Where relevant, the family will be asked 
to take this letter to the pupil’s admission meeting at the PRU to enable the LA to be 
confident that all necessary discussions between the school and family have taken place 
and that the family understand ALL the possible outcomes of the managed move process. 
 
Parental Choice: 

Parents may choose to register their child for a new school of their own volition. This is not a 
managed move and the original school should only remove the pupil from their roll when 
they have confirmed the pupil has started at a new school. Parents should be advised to 
contact Pupil Services for advice about moving schools. In these situations parents need to 
be informed that the pupil must continue to attend the original school until they have 
secured a new school place: a place on a waiting list is not the same as having a new 
school place.  

Where a school receives a normal admission referral, but the attendance and/or behavioural 
record of the child at the current school(s) is of sufficient concern that the transfer should 
take place under the FAP they should consult with the Head of Pupil Services. 
 
Procedure following Parental Consent: 

Once informed parental consent is obtained the school should request a managed move 
by sending the child’s completed and signed CAF to the Head of Pupil Services and the 
Chair of the Social Inclusion Panel. In most cases a pupil being considered for a managed 
move will already have had a CAF as part of the school’s PSP assessment and action 
planning to try to avoid exclusion, so the school should just add any additional relevant 
information to the existing CAF before sending. If a CAF has not been done previously a 
full one should be completed, and this should include information about strategies tried 
previously and their success or otherwise. The conclusions page should include the 
request for a managed move. A copy should also be sent to the CAF administrator for 
central logging. Please also see the ‘Managed Move Checklist’ that has been included in 
this guidance as Appendix 9. 
 
Schools will be charged for managed moved transfers for children that meet the FAP 
criteria. This charge provides for a dowry to be paid to the new school to support the 
child’s integration and for interim provision at the PRU where this is also required. A list of 
charges is outlined in the Section 8 ‘Funding and Charges’ on (Page 9). 
 
In the case of a direct transfer a child would not be placed at the PRU in the interim and 
should therefore remain in attendance at their existing school, until their transfer to a new 
school is confirmed. The FPP will determine which school will be the child’s new school 
shortly after the referral is made. In cases where the child will transfer following a period in 
the PRU the FPP will normally determine the new school within two weeks of the child’s 
PRU placement. A formal notice letter will be sent to the school including the date by 
which the child should be admitted i.e. planned admission date. The planned admission   
date is always subject to outcome of a mid-term review. 
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The new school placement will be made with consideration to the views of the parent, 
pupil and the schools concerned; taking in to account any specific issues that may 
impact on the suitability of the placement. It needs to be understood by parents, pupils 
and schools that extensive negotiation is not part of the process and the choices offered 
will be limited; there may indeed be no choice at certain times of the year.  
 
Permanently excluded pupils 

For permanently excluded pupils, schools should follow the LA permanent exclusion 
procedures (see separate LA guidance).  Schools need to notify the LA Exclusion officer 
and also the PRU so that the PRU is ready to receive the pupil from the 6th day of the 
permanent exclusion. This is done using the LA Exclusions form and the “Notification of 
attendance at the PRU following Exclusion Form”. 
 
The PRU must receive all information pertaining to the permanent exclusion as it is likely 
this will be critical to arrangements that need to be made to educate the pupil. Any health 
and safety issues need to be shared with the PRU together with information about other 
pupils involved in the incident.  This may be crucial especially in cases where several 
parties are involved in the incident and may subsequently come into contact with each other 
at the PRU. On receipt of this information the PRU will confirm the pupil’s start date for the 
6th day following the date of the permanent exclusion letter. 
 
On the 6th day following the permanent exclusion a school representative should 
accompany the family to the pupil’s PRU admission meeting and hand over the pupil’s 
records. The school representative should also provide the PRU with a completed CAF. In 
most cases a pupil reaching permanent exclusion will already have had a CAF as part of the 
school’s PSP assessment and action planning to try to avoid exclusion. In these instances 
the school should add any additional relevant information to the existing CAF and send the 
updated version along with the pupil record to the PRU prior to the 6th day. 
 
In some exceptional circumstances there may be no prior CAF but the school should still 
provide as much relevant information as possible, using the CAF format, even if parental co-
operation for a formal CAF is not forthcoming at this stage. The information on the CAF 
format can be transferred to the PRU as part of the exchange of the pupil records on the 6th 
day of the exclusion. The PRU will use the CAF as the basis for future planning and further 
assessment. 
 
Schools will be charged for a permanent exclusion, which will cover the cost of interim PRU 
provision - the “dowry” to be paid to the new school when the pupil starts there. The school 
will also receive five sessions of PRU integration support for the pupil on entry. 
 
Permanently excluded pupils will normally be placed in the PRU for one term prior to 
starting a new school, in order to address the issues that led to the exclusion and so they 
can make a positive start in their new school. In exceptional circumstances this period may 
be shorter or longer, depending on assessment undertaken by the PRU regarding the 
pupil’s readiness to return and in discussion with the FPP.  
 
The LA will determine the school that will be the pupil’s new school shortly after s/he starts 
at the PRU. The place allocation will be made by the FPP, and the new school given 
reasonable notice so they can participate in planning for the child’s entry to their school. A 
representative from the new school should attend the review meetings at the PRU to 
support this process. 
 
See summary chart of managed move and permanent exclusion procedures below. 
 

Page 23 



Tower Hamlets Fair Access Protocol 20/15  

 

  

 

Summary Procedure Chart  

 Direct Managed Move 
Transfers 

Managed Move Transfers 
Via the PRU  

Permanent Exclusion 

1. School meets with parent to 
discuss options and explain 
process. 

School meets with parent to 
discuss options and explain 
process. 

School first considers option of 
managed move as an alternative 
to permanent exclusion. 

2. If informed consent given, 
school complete CAF with 
parents requesting managed 
move. Parents must sign 
CAF. School issues managed 
move letter to parent. 

If informed consent given, 
school complete CAF with 
parents requesting managed 
move. Parents must sign CAF. 
School issues managed move 
letter to parent 

DAY 1 - Permanent 
exclusion letter to parents 
(this can still be sent 
pending further investigation 
and exploration of 
alternative outcomes) 

3. LA authorises managed 
move transfer and confirms 
cost with school, to cover 
dowry to be paid to new 
school. Child should continue 
to attend current school. 

LA authorises managed move 
and sends confirmation letter to  
school and confirms cost, which 
will cover interim PRU provision 
and dowry to be paid to new 
school 

P/Ex form, copy of 
exclusions letter and 
Notification of Attendance at 
PRU form sent to both the 
LA Exclusion Officer and PRU  

4. FPP decides on placement 
options and allocates new 
school place. 

LA forwards child’s details and 
CAF to PRU arranging for 
provision to be admitted one 
week from receipt. 

PRU confirms child’s start date 
(Day 6) with the LA and the 
School. 

5. FPP gives new school formal 
notice of placement, planned 
admission date and confirms 
arrangements for the dowry 
payment.  

Referral school representative to 
attend the child’s admission 
meeting at the PRU and also 
provide the PRU with child’s 
records. 

Day 6 - School representative to 
attend PRU meeting and hand 
over pupil’s records. Pupil 
(generally) remains on PRU roll 
for one term 

6. New school arranges 
admission meeting and start 
agrees start date. 

PRU confirms child’s admission 
with LA and referral School. 

PRU confirms child’s admission 
with LA and referral School. 

7. New school confirms start 
date with LA, in order to 
receive dowry payment.  

FPP decides on child’s 
placement options and allocates 
new school place. 

FPP decides on placement 
options and allocates new school 
place 

8. Existing school removes child 
from roll once it has been 
confirmed that the child has 
started at new school. 

FPP gives new school formal 
notice of child’s placement, 
planned admission date and 
confirms arrangements for the 
dowry payment.  

FPP gives new school formal 
notice of child’s placement, 
planned admission date and 
confirms arrangements for the 
dowry payment.  

9.  PRU conducts mid-term review 
to determine whether or not 
child can be admitted to new 
school as planned.   

PRU conducts mid-term review to 
determine whether or not child 
can be admitted to new school as 
planned.   

10.  PRU conducts CAF review with 
representative from new school 
and confirms child’s admission 
date. 

PRU conducts CAF review with 
representative from new school 
and confirms child’s admission 
date. 

11.  Unless earlier or later date 
of return deemed appropriate, 
child starts new school after 
eight weeks at the PRU. 

Unless earlier or later date 
of return deemed appropriate, 
child starts new school after one 
term at the PRU. 

12.  Child starts at new school and 
the referral school removes child 
from roll. 

Child starts at new school and the 
referral school removes child from 
roll. 
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Appendix 3 – Procedures for the Placement of a Pupil on the 
Reintegration Programme at the Pupil Referral Unit (PRU) 
 
The Reintegration programme enables a school to arrange for a pupil to receive 8 
week’s interim provision at the PRU. The aim of the programme is to address the 
problems the pupil is experiencing and prepare them for a successful return to the same 
school. The pupil therefore remains on the roll of the school and returns immediately 
following the programme’s conclusion. 
 
Informed Consent for Reintegration Placements: 
 

Parents and pupils need to give informed consent for reintegration placements. This 
means they understand that the pupil will transfer to the PRU for a period of eight weeks 
during which the PRU will provide intensive behaviour support to enable the pupil to 
make a successful return to school. For this reason requests for reintegration 
placements will always require a fully completed CAF to ensure all aspects of the pupil’s 
difficulties have been assessed and to demonstrate that the school has explored a 
range of internal support strategies before requesting an external placement. 
 
Procedures for Requesting a Reintegration Programme 
 
If there is parental consent for a reintegration placement this should be requested by 
sending a completed and signed CAF to the next Social Inclusion Panel (SIP).  In most 
cases a pupil being considered for a managed move will already have had a CAF as part of 
the school’s PSP assessment and action planning to try to avoid exclusion, so the school 
should just add any additional relevant information to the existing CAF before sending. If 
one has not been done previously a full CAF should be completed, and this should include 
information about strategies tried previously and their level of success. The conclusions 
page should include the request for a reintegration place and should explain why this is 
thought to be beneficial and why the pupil’s needs cannot be met within the school 
currently. A copy should also be sent to the CAF administrator for central logging. 
 

If the SIP agrees the place, and the PRU has capacity, the PRU will admit the pupil within 
two weeks of the request from SIP and receipt of the CAF. The PRU will contact the pupil 
and school to arrange an interview. The Lead Professional should attend this meeting and 
any subsequent review meeting(s) in order to prepare for the reintegration of the pupil. The 
pupil should continue to attend the school until the start date at the PRU unless they are 
already on fixed term exclusion. Schools will be charged for a reintegration place which will 
include five sessions of PRU support in the school to assist the reintegration. 
 

It is important to note that the Lead Professional must be a member of staff from that school 
and that that person assumes this role throughout the reintegration placement.  The student 
remains on the school roll, but is dual registered with the PRU for the duration of the eight 
week placement. Following a CAF review, and only where the school and PRU both agree 
an extension of the reintegration placement is necessary, a request can be made to the 
Social Inclusion Panel for up to a further eight weeks.  In such cases the school incurs a 
second charge for the extended placement (pro-rata for less than 8 weeks).    No 
reintegration placement can last for more than 16 weeks.  

In some cases we have seen attempts to convert reintegration placements to a managed 
move whilst the student is still at the PRU.  Given that the child has not been attending the 
referring school, it is hard to imagine how circumstances could have changed to an extent 
where the school no longer feels the child can return. Therefore this is not appropriate.   
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If a managed move is required this should be discussed with the parent and arranged at the 
outset.  If during the reintegration placement the family decide they would like a school 
transfer, then they must apply through the normal in-year admission procedures. The 
reintegration placement will end at its agreed time and the referring school should expect 
the child’s return, regardless of whether or not a school transfer has been arranged. 

We have also seen reintegration placements being used as an interim measure whilst the 
referring school applies for statutory assessment. This too is inappropriate. Where 
necessary a school should initiate statutory assessment while the student is still attending 
that school and indeed an EP normally needs to assess the child in situ so they have a real 
understanding of how the child manages in a mainstream context.    

If, for other reasons, the school does not feel able to accommodate a student during an 
SEN assessment then a RIG placement is inappropriate because statutory assessment is 
unlikely to be completed within either 8 or 16 weeks.   If there is good reason which dictates 
a student can no longer attend the school during this time then a request can be made to 
the SEN panel for provision during assessment (PDA).   If at all possible it is always better 
to ensure that all SEN concerns are identified, clarified and addressed as soon as they arise 
so that this does not become an issue during a period of transition.  

Please see following time-line for Reintegration Placements: 

Week 0 If the student/family does not engage with the PRU, despite its best 
efforts, the student is returned to the referring school and the placement 
ceases. The school will not be charged in such cases. 

Weeks 4 to 6 A CAF review is held. The school’s Lead Professional will be 
responsible for calling the review meeting but the PRU will remind the 
school if necessary. By the end of week 6 the arrangements for the 
student’s return to school must be clear.  If, in exceptional 
circumstances, the school and the PRU agree the RIG placement 
should be extended for up to a further 8 weeks then an application 
should be made to the SIP (Chair’s action can be taken if necessary). 

Week 8 Unless the RIG placement has been extended, at the end of week 8, the 
PRU will remove the student from their roll, thus returning them to the 
referring school. The Lead Professional will have been informed of this 
date and the school should have plans for their return in place. 

Weeks 12 to 14 If the RIG placement has been extended, the same procedure described 
for weeks 4 to 6 is followed during the second period of placement. 

Week 16 The PRU will remove the student from their roll thus returning them to 
the referring school. The Lead Professional will have been informed of 
this date and the school should have plans for their return in place.  
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Appendix 4 – Procedures for the Placement in Alternative KS4 Provision 

 
Schools can access appropriate full-time alternative KS4 provision at the PRU or City 
Gateway for pupils at risk of disengaging from mainstream education and/or being 
excluded. This is with the proviso that the school agrees to the pupil’s single 
registration at the PRU/City Gateway and the LA commissioning this provision on the 
school’s behalf. Schools can make this request from the start of July for a pupil in 
Year 9 and at any point for pupils in years 10 and 11. However, it is not advisable for 
schools to refer pupils in Y11 after the end of the Spring term. 
 
Obtaining Parental Consent  

In all cases families must give their informed consent. This means they fully understand that 
that their child will be placed, full-time, in alternative KS4 provision thereby relinquishing the 
current school place. For this reason such requests will always require a fully completed 
CAF. 
 
Procedure following Parental Consent: 

Once informed parental consent is obtained the school should make the request by 
sending a completed and signed CAF to the next Social Inclusion Panel (SIP).  In most 
cases a pupil being considered for a transfer will already have had a CAF, e.g. as part 
of the school’s PSP assessment and action planning to try to avoid exclusion, so the 
school should just add any additional relevant information to the existing CAF before 
sending. If one has not been done previously a full CAF should be completed, and this 
should include information about strategies tried previously and their level of success. 
The conclusions page should include the request for alternative KS4 provision; why this 
is thought to be beneficial and why the needs cannot be met within the school currently. 
A copy should also be sent to the CAF administrator for central logging. 
 
If the LA agrees the place and there is capacity within the provision requested, the pupil will 
normally be admitted within two weeks. The pupil should continue to attend the school in the 
meantime. The PRU or City Gateway will contact the family and school to arrange an 
admissions meeting and the school must attend to hand over pupil’s records and provide 
support to the pupil’s transition. 
 
Schools will be charged for the placement of a pupil in alternative KS4 provision and must 
remove the pupil from roll as soon as the admission to the PRU programme or City 
Gateway provision is confirmed. 
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Appendix 5 – Procedures for the Placement of Child in 6th Day 
Provision 
 
Where a school removes a pupil for a fixed term exclusion period of more than 5 days it 
must ensure the pupil is provided with full-time education from the 6th day and until the 
end of the exclusion. It must also confirm the arrangements in the exclusion letter. Schools 
cannot agree arrangements for the child to remain at home from the 6th day of exclusion 
because such an arrangement would be unlawful. In cases where a parent is refusing to 
send their child to the 6th day provision available, the matter should be followed up under 
the school’s non-attendance procedure. 
 
For permanent exclusions, the LA will arrange suitable full-time education for the pupil to 
begin no later than the 6th day of the exclusion. This will be the pupil's ‘home authority’ in 
cases where the school is maintained by (or located within) a different local authority. 
 
Notification of a Fixed-term Exclusion requiring 6th day provision  

A school can request for the LA to provide provision from the 6th day.  The school will be 
charged at a rate of £110 per day for this interim provision which will be provided at the 
Pupil Referral Unit’s (PRU) Columbia Road Site.  
 
When a school excludes a pupil for more than five days it must notify Pupil Services by 
completing and sending the LA’s Exclusion Monitoring Form to 
exclusions@towerhamlets.gov.uk. Where the school is requesting for the PRU to provide 
6th day provision it must also notify ruksana.begum@towerhamlets.sch.uk at the PRU by 
no later than on the first day of the exclusion. Without this notice it might not be possible 
for the PRU to admit the pupil on the 6th day of the exclusion. 
 
Wherever possible, pupils who are ‘Looked After’ should not be sent home for days 1-5, 
but should be provided with alternative provision within the school.  If they must be 
removed offsite then please contact the PRU and they will aim to make provision from the 
1st day of exclusion instead of the 6th. 
 
Extending a Fixed-term Exclusion 

In circumstances where a student is given a fixed-term exclusion with the possibility of that 
exclusion being extended, e.g. where an investigation is pending or a managed move is 
being proposed, then the PAE and the PRU must be informed of this at the same time as 
notification of the exclusion, i.e. no later than on the first day of the exclusion. 
 
When a decision is made to extend the length of fixed-term exclusion then PAE and the 
PRU must be notified at least 24 hours before the end of the fixed-term exclusion as 
originally reported. 
 
If a school needs to extend the length of a fixed term exclusion in order to facilitate a 
managed move request then they can add no more than 10 school days to the exclusion. 
A school may extend fixed term exclusion only once. 
 
Charges:  When a school fails to comply with these stipulations, additional costs are 
incurred by the PRU and schools will be charged at a higher daily rate. If a student arrives 
at the PRU with very late notice or none at all, the PRU will safely ensure their return to 
school. 
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Appendix 6 – Process and Timescales for the Admission of 
Children to the Tower Hamlets Pupil Referral Unit (PRU) 

 
Provision at the Tower Hamlets PRU is a key element in the LA’s arrangements to support 
children and young people through the process of the Fair Access Protocol, especially those 
who experience difficulties in managing their behaviour. In order make best use of the 
PRU’s valuable but finite resources a clear procedure and timetable is in place for all PRU 
admissions. 
 
Process and Timescale for children accessing 6th Day Provision 
 
Provision for children requiring full-time education from the 6th day is made at the PRU’s 
Columbia Road site. Schools must ensure that they complete the referral forms provided by 
the Local Authority and that these forms are sent to both the Pupil Exclusions Team and the 
PRU immediately following a child’s exclusion. On the sixth day of the child’s exclusion a 
member of the school’s staff should accompany that child to the Columbia Road site. The 
school must also provide work for the student to do at Columbia Road. Where these 
conditions are not met, schools may incur additional costs.  
 
Process and Timescale for children accessing the PRU’s Managed Move Programme 
 
Following confirmation from the Local Authority that a managed move transfer has been 
agreed, the school must ensure it supports the arrangements for a child’s entry to the 
managed move programme by ensuring that the PRU has received all necessary 
documentation.  This will include the child’s school file and any further useful advice or 
information and should be before the agreed interview date, normally within 6 days (and 
never more than 15). The PRU will ask parents to produce a copy of the Managed Move 
Parent Consent letter (Appendix 10) confirming the family’s informed consent. If the child 
and/or their family refuse to engage with the PRU, then they will be referred back to the 
school. Once admitted to the PRU, the child will be considered to be dual-registered with 
the PRU as the ‘main’ site.  
 
Process and Timescale for children accessing full-time Y11 Provision 
 
The school and the PRU will receive notice from the LA’s Social Inclusion Panel that Y11 
provision has been agreed for a student. From this point the PRU will make contact with the 
school to facilitate the admission and to request information as above. The PRU will begin 
interviews with these children before the summer holiday. Schools will be notified soon after 
Easter. Some Year 10 students, already at the PRU, will transfer to the year 11 programme, 
also with the approval of SIP. At this point parents are fully consulted before being asked to 
waive their statutory right to a mainstream education. Once in Y11 these students are to be 
removed from the school roll. 
 
Process and Timescale for children accessing the PRU following permanent 
exclusion 
 
The Local Authority is responsible for a child’s entry to the PRU following permanent 
exclusion. From the 6th day the child should be attending the Columbia Road site with 
schools contributing as described above. As soon as the decision to exclude is ratified by 
the school’s governing body, the child will be admitted to the PRU and the school will be 
expected to provide all necessary documentation and advice including the school file. 
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Process and Timescale for children accessing the PRU’s Reintegration Programme 
 
Reintegration (RIG) placements are for a fixed period and the referral procedures are set 
out in the Section 5 of this guidance. The process of admission to the PRU is as for a 
managed move but schools and the PRU must be aware of the return date which must be 
no more than eight days after admission, unless following a CAF review and SIP’s approval, 
an extension is agreed. Once admitted to the PRU, the child will be considered to be dual-
registered with the school as the ‘main’ site. 
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Appendix 7 – Process and Timescale for the Transfer of Pupils from the 
PRU to Schools 

 

This appendix clarifies the timescales, role and responsibilities of both the receiving school 
and the PRU, following a FAP Placement Panel (FPP) decision to allocate a pupil to a 
school.  
 
The managed move process is designed to ensure that a pupil is placed at a mainstream 
school following 8 weeks of attendance at the PRU. The FPP will therefore aim to refer a 
pupil to the receiving school within 2 weeks of the pupil starting at the PRU on the managed 
move programme.  
 
The formal notice sent to the receiving school will provide the pupil’s planned admission 
date. This planned admission date will normally be 8 weeks from the PRU admission date 
and is the latest date by which the receiving school should admit the pupil. The planned 
admission date will, of course, be subject to the pupil making the required progress at the 
PRU, enabling them to be ready for a return to mainstream school at the end of 8 weeks. 
The PRU will therefore carry out a mid-term review 4 weeks prior to the planned admission 
date.  
 
If all is well the PRU will set up a CAF review meeting to take place at least 2 weeks before 
the planned admission date and a representative from the receiving school will be required 
to attend. At the CAF Review meeting the PRU and the receiving school will agree the 
pupil’s start date, which should be on or before the planned admission date.  
 
This process is outlined in the diagram below:  
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Appendix 8 – The Registration of Pupils Placed under the FAP  
 
It is important that there is a clear understanding of the registration status of all pupils placed 
under the FAP. The table below sets out the registration status for FAP pupils placed 
between the schools and the PRU. It follows statutory guidance and LA policy. 

 

Type of Referral 
Dual or Single 
Registered (DR /SR) 

Main Subsidiary Timing 

Reintegration 
Place (RIG) 

DR Referring School PRU Duration of 
placement 

Managed Move 
(MM)   

DR PRU Referral school Up until the pupil 
starts at the 
receiving school, 
who will them 
assume the pupil’s 
single registration 

Permanent 
Exclusion 

 

DR Excluding  
School 

PRU Until 15 school days 
after the governors 
review hearing or 
the final outcome 
following the IRP, if 
a review is sought 
by the parent. The 
PRU will then 
assume single 
registration until the 
child is admitted to a 
new school 

PRU KS4 
Programme / 
City Gateway 
(CGW) 

SR PRU/CGW n/a From date of 
admission to the 
PRU/CGW 

Health (RLH and 
IT) 

DR Referral School PRU as ‘Guest’ Whilst on PRU roll 

SEN SR PRU n/a From admission to 
the PRU 

 

Child Out of 
School 

SR PRU n/a From admission to 
the PRU 
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Appendix 9 – Managed Move Request Checklist for Schools 

 

FAP - Managed Move Request 

This checklist has been designed to help you ensure that all necessary 
information has been included in support of a managed move to avoid the 
referral being returned for further information.  This information is not only 
required to ensure the referral meets the requirements for a managed move 
but also to ensure the PRU and the new school have sufficient information 
and understanding of the case on which to base their planning for the 
integration of the pupil.  
 
If the pupil has statement of SEN then an SEN review is the appropriate step 
forward rather than a managed move referral. 
 

 NB – A recent ASSET or CORE ASSESSMENT may be used instead 
of CAF as long as the required information below has been included 
or appended. 

 

 

 

Yes No N/A 

If the CAF and CAF uploaded on the e-CAF system, have you ensured 
that permission is given for Serena John-Baptiste, Liz Vickerie and PRU 
Staff to access and view these documents?   

   

Have you ensured that the recent incident(s) leading to the referral and the 
reasons why you feel the managed move is necessary are described in 
the CAF/CAF Review(s) 

   

Have you ensured that information on the child's attendance record is 
included in the CAF?   

   

Have you ensured attainment data, learning strengths, weaknesses and 
preferences and details of courses being followed are included in the 
CAF? 

   

If the child has SEN / Disability/ Additional needs have you ensured this is 
noted in the CAF/CAF Review(s)? 

   

Have you included the necessary background information to help the PRU 

/ new school plan effectively for this pupil, e.g. known associates with a 

positive or negative impact; any positive or negative involvement in 

outside activities;  what stimulates the pupil’s learning; any potential health 

and safety issues in working with this pupil or visiting the family home. 

   

Have you ensured that all agencies involved with the pupil are noted in the 

CAF/CAF Review(s)? 
   

Have you ensured that all agencies working with the pupil have been 

consulted and have agreed to the managed move referral? If yes please 

include their comments, letters or e-mails either in the CAF/CAF Review(s) 

or in your referral e-mail. Note: In the case YOT or Social Care they 

must be consulted and their views included as they have a statutory 

responsibility which extends to education. Cont/d  
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If any multi agency meetings have taken place, prior to the managed 

move, have you included the minutes of the meeting in your referral? (This 

is especially important for cases involving an allocated Social Worker or YOT 

worker.) 

   

Have you ensured that the pupil and the parents understand the terms of 

the managed move and their views are recorded on the CAF/CAF 

Review(s)? i.e. PRU attendance for up to 8 weeks and no choice of school – 

although they may state why a school(s) might be unsuitable. 

   

Have you ensured that the consent page of the CAF/CAF Review(s) have 

been agreed by the parent and completed? 
   

Have you issued the Managed Move ‘Parent Consent Letter’ to the parent 

advising that they must bring this letter to the admission meeting at the 

PRU?  

   

When you have checked your referral please make your managed move request to Terry 
Bryan, Head of Pupil Services, and Liz Vickerie, Lead Officer (Social Inclusion) on 
terry.bryan@towerhamlets.gov.uk, liz.vickerie@towerhamlets.gov.uk 

Please ensure to copy in the FAP administration team  at:  
 
FAP@towerhamlets.gov.uk 
 

Confirm that you have given Serena access to the documents on the eCAF online system.  

If you have any questions about the above procedures please contact Serena on 0207 364 

6150. 
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Appendix 10 – Managed Move Parent Consent Letter 
 
To Parents/Carers: 

Your child is being offered a managed move under the Fair Access Protocol.  This is because they are at 

risk of permanent exclusion or the relationship with the school has broken down and they need a fresh 

start.   They can only have a managed move if you agree to this and give your consent.   

This, in the first instance, involves a period of time at the Tower Hamlets Pupil Referral Unit (PRU) which 

will work with your child so that they are ready to make the best possible start in their next school.  

Usually the PRU will provide full time education but in some very exceptional situations part time 

education may be necessary for a while.  

You need to be clear that if you agree to a managed move, you will not be able to choose the new 

school.  The Local Authority will make the decision on where your child should attend next but they will 

listen to your views if there is any school where you feel your child would not be happy or where there 

might be problems for them.  

After a period of four weeks at the PRU, your child’s progress will be reviewed and one of the following 

decisions will be made: 

1. You and the PRU staff agree that your child is ready to go to a new mainstream school. This will 

depend on your child’s attendance, behaviour and progress while they are at the PRU.    You will 

have a chance to say what sort of school you would like but you will not be able to choose the 

school.  The Local Authority will identify a new school and send the referral papers to the Head 

teacher.   Your child will then be offered an interview at that school but this will take at least 4 

more weeks during which you son/daughter will continue to attend the PRU and prepare for the 

move.   It may be agreed that PRU staff continue to offer support to your child in their new 

school for a while in order to increase the chances of a successful reintegration. 

2. Alternatively you and the PRU staff may agree  that it would not be in your child’s best interests 

to return to mainstream education immediately and that they need a longer period at the PRU.  

They may, for example need more time to learn to manage their behaviour or improve their 

attendance.  There would then be a further review four weeks later. At that time you and the 

PRU staff may agree your child is now ready for mainstream school or the place at the PRU may 

be extended again until your child is ready for reintegration or until another alternative 

provision is agreed.   

3. For children in Key Stage 4 it may be agreed by you, PRU staff and the Local Authority that it 

would be better for your child to remain at the PRU until the end of their statutory education, 

i.e. until they finish Year 11.   The PRU can offer both GCSEs and vocational programmes in small 

groups with the aim of securing the best possible post 16 destination for your child.  However, if 

you want your child to return to a mainstream school you can still ask for this in Key Stage 4. 

Yours sincerely, 

 

Headteacher 
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Appendix 11 – Pupils beyond the Statutory Threshold 

 
Please note that if you are using a statutory assessment for onward referral (social care or 
YOT or SEN documentation) instead of a CAF, you must make sure this includes sufficient 
recent educational information to assist the PRU/new school make suitable provision.  This 
may mean you need to submit additional educational information.  You should also ensure 
the PRU/new school is alerted to any particular issues that may impact on the placement 
that are not contained in the statutory assessment e.g. if there are other pupils with whom 
the child should not come into contact. 
 
Children in Care  
 
If the child is in the care of Tower Hamlets please contact the relevant social worker to 
discuss the situation at the earliest possibility. You should also contact the Children and 
Young People in Public Care Education Team 020 7364 6304/6459. 
 
There are priority arrangements for Children in Care and contacting the team means these 
can be put into operation. There is no need to complete a CAF as there will already be a 
core assessment and PEPs for the child / young person that can be used for referral and 
information sharing purposes. Prior to any request it is essential that all those working with 
the child / young person in care have had a chance to discuss the situation and explore 
options.  
 
If the child is in the care of another authority then the relevant social worker from that 
authority should be contacted immediately and there should be a request for a multi-agency 
meeting to discuss the way forward prior to any decision. If as a result there is a need to 
request support from the PRU then please contact the Chair of SIP to discuss the case: Liz 
Vickerie 020 7364 6448 
 
1st day alternative education provision for children in care: 
 
Please note that the DfE is concerned that children in care should miss not any education at 
all and now require that alternative education is in place from the first day of any exclusion 
for children in care. They say this is “a basic requirement of good corporate parenting”. This 
can usually be covered by the school making alternative provision on the school site during 
the exclusion for days 1-5 (rather than sending them home) prior to sending the pupil to the 
PRU from the 6th day of any exclusion but if it is essential that the child is removed from the 
school premises please contact the PRU which will make immediate alternative provision. 
 
Child in Need 
 
If the child has an allocated social worker (from Tower Hamlets or another authority) or is in 
the process of being assessed by social care please contact the relevant social worker to 
discuss the situation at the earliest possibility. It is essential that all those working with the 
child / young person have a chance to discuss the situation and explore options and there 
should be a request for a multi -agency meeting to discuss the way forward prior to any 
decision. It is likely that a CAF will have been completed as part of the referral to social care 
or that there is an initial assessment or a completed core assessment. These can be 
updated and used for referral and information sharing purposes. If as a result there is a 
need to request support from the PRU then please contact the Chair of SIP to discuss the 
case: Liz Vickerie 020 7364 6448 
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Pupils being worked with by the Youth Offending Team 
 
If the pupil is being worked with by the YOT in Tower Hamlets please contact the relevant 
YOT worker to discuss the situation at the earliest opportunity.  
 
There are priority arrangements for pupils being worked with by the YOT and contacting the 
YOT means these can be put into operation. There is no need to complete a CAF as there 
will already be a YOT assessment that can be used for referral and information sharing 
purposes. Prior to any request it is essential that all those working with the young person 
have had a chance to discuss the situation and explore options. 
 
If the pupil is resident in another authority then the relevant YOT worker from that authority 
should be contacted immediately and there should be a request for a multi - agency meeting 
to discuss the way forward prior to any decision. If as a result there is a need to request 
support from the PRU then please contact the Chair of SIP to discuss the case: Liz Vickerie 
020 7364 6448. 
 
Pupils with a Statement of Special Educational Needs (SEN) or an Education Health 
and Care Plan (EHCP) 
 
There are priority arrangements for pupils with Statements of SEN/EHCP. If issues arise, 
involving a pupil with a statement of SEN, the relevant case worker in the SEN department 
of the authority which is responsible for the statement and the school EP must be contacted 
immediately. Prior to any decision it is essential that all those responsible for the pupil have 
had a chance to discuss the situation and explore possible options: this includes the 
relevant SEN department who will lead on the process of determining the future placement 
of the child. 
 
A reintegration programme would be available, if the SEN panel agrees and if the PRU has 
capacity. The school would still be expected to pay for this option. The SEN Panel will 
arrange this and inform the Chair of the SIP. Managed moves would not normally be an 
option for pupils with statements of SEN or EHCP as the school at which the pupil attends 
must be “named” on the statement/EHCP and there is a legal framework for consultation 
with parents about this. If a pupil needs to move schools this should arise out of a review of, 
and change to, the statement/EHCP. 
 
The only circumstances in which the managed move option, as described in these 
procedures could apply, is if the parents agree to suspend their rights for consultation 
through the  SEN/EHCP procedures and agree to allow the LA to allocate a place without 
consultation. 
 
The school would be expected to pay for this, as with other managed moves. As this 
situation is likely to be very unusual, please first discuss this with the Head of SEN, 020 
7364 4430 
 

It is likely that there will be no need to complete a CAF for referral and information sharing 
purposes as there will already be a SEN assessment and IEPs for the pupil. However, if the 
child has a range of needs beyond those identified on the statement of SEN (social or family 
concerns for example) a CAF would be an appropriate format to identify and share those 
needs with others. It may be that a CAF has already been completed prior to the statement 
being issued and in this case it may be possible to update the original CAF. 
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Permanent exclusion of pupils beyond the statutory threshold 
 
For all these cases (SEN / YOT / CiC / CiN) it is very important to try to avoid permanent 
exclusion and essential that LA officers responsible for the statutory intervention have an 
opportunity to support the school in finding alternatives. However, if after discussion with LA 
officers, no other way forward is tenable the procedures for permanent exclusion should be 
followed. Schools will be charged as for all permanent exclusions and for Tower Hamlets 
residents (and for children in the care of Tower Hamlets within travelling distance,) the PRU 
will make the interim provision. This will be from the 6th day of exclusion, except for children 
in care for whom the provision is available from the 1st day of exclusion. The process for 
allocating a new school will take account of the FAP where possible, however, relevant 
statutory procedures will also need to be followed and in some cases this may mean 
allocating to another school outside the FAP arrangements. The “dowry” will always be paid 
to the receiving school. 
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