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1. Introduction

This policy outlines the admissions arrangements for students joining Poles APart AP, an Alternative
Education Provider registered as a Limited Company.

Before a student is enrolled, referring parties are encouraged to complete their own quality assurance
checks on our provision to ensure it meets their standards and the needs of the young person.

Once a student has been enrolled, referring parties are expected to maintain regular contact and
oversight in line with safeguarding guidance, ensuring ongoing collaboration and the continued
wellbeing of the student.

2. Admissions
Admissions Process
Admission to Poles APart AP may occur through one of the following routes:

1. Local Authority (LA) Referrals
a. A student who has been permanently excluded from a school setting and is awaiting
transition into a new setting, or
b. A student requiring a bespoke education package involving Poles APart AP and other
providers.
2. EOTAS Referrals
a. A student referred by the LA who is receiving Education Other Than at School
(EOTAS).
3. School Referrals
a. A student referred by a school for alternative provision for a fixed period, or
b. A student requiring a bespoke package that includes attendance at Poles APart AP.
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All referrals must be submitted to the Referrals Manager via the website: www.polesapartap.co.uk
(using the referrals tab), or directly to our referrals manager: referrals@polesapartap.co.uk

Induction and Assessment

e Every new admission will be reviewed prior to starting at Poles APart AP.

o If it is determined that the provision cannot meet a student’s needs, the referral will be
declined, and an explanation will be provided to the referring party.

e The review process will include meetings between Poles APart staff, the student, and their
parents or carers to ensure a joined-up approach and promote positive outcomes.

Ongoing Partnership and Reintegration

o Each student will have an exit plan designed to support their reintegration into an appropriate
setting following their time at Poles APart AP.

e This will be a structured, collaborative process involving all relevant parties and will be led
by the Reintegration Coordinator: reintegration@polesapartap.co.uk.

¢ Regular multi-agency meetings and meetings with the referring school or Local Authority
must be maintained throughout the placement.

Registration and Compliance

e Students attending as part of a school support or intervention programme will remain on roll
with their referring school, unless they are registered as EOTAS.
e All admissions must comply with relevant legislation and statutory guidance.

o All referring bodies will receive a Letter of Assurance and will be invited to visit Poles APart
AP to complete their own quality assurance checks.

3. Charging Process


https://www.polesapartap.co.uk/
mailto:reintegration@polesapartap.co.uk
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A quotation will be provided to the referrer outlining Poles APart AP’s fees for the proposed
provision, along with the payment terms for the agreed package of support.

Before a student can be admitted, a signed Service Level Agreement (SLA) must be in place. The
SLA serves as a formal contract between Poles APart AP and the referring school or Local Authority.

Once the signed SLA has been returned, invoices will be issued prior to the commencement of each
placement, in line with the agreed quotation. All contracts are subject to a minimum term of six
weeks.

If there are any invoicing or payment queries, the Finance Team can be contacted via email at:
accounts@polesapartap.co.uk

Fees are based on individual student need and the level of support required. Schools that refer
multiple students throughout the academic year may be eligible for membership options, offering
tailored packages and cost efficiencies. Additional charges will apply where students require 1:1 or
2:1 support.

4. Responsibilities & Commitments for Students on Placement at Poles APart

Referring School / Local Authority Responsibilities

The referring school or Local Authority (LA) retains overall responsibility for each student placed at
Poles APart AP. Their responsibilities include:

e Ensuring the student remains registered with the referring school or, where applicable, as
EOTAS.

e Agreeing appropriate entry strategies for the student in consultation with Poles APart AP,
based on agreed entry criteria.

e Providing all relevant information prior to the student’s start date, including safeguarding
details, behaviour logs, risk assessments, and any other pertinent documentation.

e Collaborating with parents or carers to ensure a consistent and joined-up approach to the
student’s transition.

e Supporting the continuity of successful strategies when the student returns to their school, or
alternative setting.

e Maintaining regular and effective communication with Poles APart AP.

e Agreeing on exit strategies and reintegration targets for the student in partnership with Poles
APart staff.

e For students with an Education, Health and Care Plan (EHCP), ensuring that the referring
school or LA continues to initiate and chair Annual Review meetings. A review must take
place as part of the referral process.

o Ensuring that all discussions regarding costings or funding of the provision take place solely
between the school, or LA and Poles APart AP. Parents and carers are not to be involved in
financial discussions.


mailto:accounts@polesapartap.co.uk
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Parents and Carers Responsibilities

Parents and carers play an essential role in supporting their child’s success at Poles APart AP. Their
responsibilities include:

e Ensuring their child attends regularly, punctually, and is appropriately dressed, as agreed with
the referring body.

e Notifying Poles APart AP promptly of any reason for absence.

e Being aware of and supporting the targets and goals set for their child, including engaging
with relevant professionals as needed.

e Attending review meetings to discuss their child’s progress, where relevant.

¢ Maintaining open communication with Poles APart regarding any changes in behaviour,
wellbeing, or significant life events that may affect their child.

e Supporting all Poles APart AP policies and behaviour guidelines.

¢ Communicating with staff in a respectful and constructive manner at all times.

¢ Building a positive working relationship with Poles APart by raising any concerns directly
with the provision (via email or telephone) rather than through social media.

¢ Commenting appropriately and respectfully about Poles APart AP on social media, without
naming individual members of staff.

e Engaging their child in discussions about their experiences at the provision.

o Informing Poles APart AP of any concerns or issues that might affect their child’s learning,
behaviour, or emotional wellbeing.

e Taking responsibility for the cost of any damage or loss to Poles APart property caused by the
deliberate or negligent actions of themselves or their child.

e Contributing to the development of achievable targets for their child.

o Completing, signing, and returning all consent forms and required documentation promptly.

5. Children in Care

Regular review meetings must be held for all Children in Care (CiC) and for any students subject to
multi-agency involvement under Child in Need (CHiIN/CIN) or Child Protection (CP) plans.

These meetings will include representatives from the referring school, Poles APart AP staff, Local
Authority officers, and any other relevant agencies involved in supporting the child.

The purpose of these meetings is to ensure effective information sharing, consistent safeguarding
oversight, and coordinated support to promote the best possible outcomes for each student.

6. Conclusion

The Admissions Policy at Poles APart AP is designed to ensure that all placement decisions prioritise
the best interests and individual needs of each student.
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The Directors will determine appropriate group sizes based on student needs and individual

Education, Health and Care Plan (EHCP) targets, ensuring that class environments remain supportive

and effective.

The staffing levels assigned to each group will be agreed according to the organisation’s operational
needs and the specific requirements identified within students’ EHCPs.

Poles APart AP believes that positive outcomes are achieved through collaboration. Referring parties,
parents and carers, and Poles APart staff work together to create meaningful, lasting change in each

young person’s educational journey.

7. Review

This policy will be reviewed annually, or sooner if legislation or guidance changes.

Designated Person: Referral Manager & Executive Administrator

Review Date

Name

Actions

Next Review

11/09/23

CEO

Review of policy, updates
completed where deemed
necessary.

11/09/24

06/06/24

CEO

Review of policy, updates
completed where deemed
necessary.

06/06/25

14/11/24

Hayley Lee

Review of policy, updates
completed where deemed
necessary

14/11/25

08/10/25

Hayley Lee

This policy has been reformatted and
reworded to improve clarity,
consistency, and ease of use. It also
includes updated contact information
to ensure accuracy and accessibility.

08/10/26
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