
Pupil is PEX/CME and is admitted to 

SSSfN 

SSSfN assess pupil and where 

appropriate identify potential mainstream 

school to transfer pupil to

SSSfN inform Admissions team of identified school. (If pupil has a statement/

EHCP the EHCP coordinator is advised at the same time. If pupil is LAC the 

Social Worker (SW) is advised at the same time

Admissions look at other schools which could be considered and advise the 

Education Achievement Service (& EHCP Coordinator &/SW if applicable) of 

possible identified schools for the Achievement team to carry out data dashboard 

check

The Achievement service send recommendations to SSSfN, Admissions team  

(& EHCP Coordinator &/SW if applicable) providing agreement or feedback if the 

proposed schools were not suitable

This process is 

repeated until 

suitable school is 

identified

If pupil hasn’t got a statement/EHCP Admissions team issue a 

provisional letter to the school identifying them as the new home 

school. If pupil has a statement/EHCP then the EHCP 

Coordinator issues a consultation letter to the school

SSSfN contact identified school to 

advise verbally that they have been 

identified as the pupil’s new home 

school

Does identified school agree 

with the placement?

Yes No

SSSfN works with pupil and new school notifying the Admissions 

team/EHCP&/SW of transition plan & exit date from SSSfN to 

mainstream school. Admissions team issue offer letter to parents 

(EHCPP coordinator issues amended statement/EHCP)

Admissions team convene Pupil Placement Panel inviting the 

Heads of the 4 nearest schools (or up to 12 within 2 miles if in 

the City), SSSfN, Head of Admissions & EHCP Coordinator if 

pupil has a statement/ EHCP

New school place pupil on roll Following Pupil Placement Panel 

Head of Admissions reaches provisional 

view

 & informs school of outcome. 

If the school was still considered to be an appropriate placement but school still refuses to admit pupil, 

Admission team will refer to the adjudicator and parents will be advised of their right of appeal. EHCP 

coordinator will name the school on the pupil’s statement/EHCP and parent will be informed of right of 

appeal to the 1
st
 Tier Tribunal
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