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Dovecote School is owned and operated by Cavendish Education.

This policy is one of a series of school policies that, taken together, are designed to form a comprehensive statement of the school's aspiration to provide an outstanding education for each of its students and of the mechanisms and procedures in place to achieve this. Accordingly, this policy should be read alongside these policies. In particular it should be read in conjunction with the policies covering equality and diversity, Health and Safety, safeguarding and child protection.
All of these policies have been written, not simply to meet statutory and other requirements, but to enable and evidence the work that the whole school is undertaking to ensure the implementation of its core values.
While this current policy document may be referred to elsewhere in Dovecote School documentation, including particulars of employment, it is non-contractual.
In the school's policies, unless the specific context requires otherwise, the word "parent" is used in terms of Section 576 of the Education Act 1996, which states that a 'parent', in relation to a child or young person, includes any person who is not a biological parent but who has parental responsibility, or who has care of the child. Department for Education guidance 'Understanding and dealing with issues relating to parental responsibility' considers a 'parent' to include:
· all biological parents, whether they are married or not
· any person who, although not a biological parent, has parental responsibility for a child or young person - this could be an adoptive parent, a step-parent, guardian or other relative
· any person who, although not a biological parent and does not have parental responsibility, has care of a child or young person
A person typically has care of a child or young person if they are the person with whom the child lives, either full or part time and who looks after the child, irrespective of what their biological or legal relationship is with the child.
The school employs the services of the following consulting companies to ensure regulatory compliance and the implementation of best practice:
· WorkNest (HR & employment law)
· SchoolPro TLC (data protection)
· iAmCompliant (compliance management)
For the purposes of this policy, references to staff include employees, workers, agency personnel, volunteers and contractors where relevant.
Dovecote School is committed to safeguarding and promoting the welfare of children and young people and expects all staff, volunteers, pupils and visitors to share this commitment.
All outcomes generated by this document must take account of and seek to contribute to safeguarding and promoting the welfare of children and young people at Dovecote School.
The policy documents of Dovecote School are revised and published periodically in good faith. They are inevitably subject to revision. On occasions a significant revision, although promulgated in school separately, may have to take effect between the re-publication of a set of policy documents. Care should therefore be taken to ensure, by consultation with the Senior Leadership Team, that the details of any policy document are still effectively current at a particular moment.
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1. Statement of Intent
A student’s education is one of the most important parts of their life. Dovecote School seeks to ensure that each student admitted to the school can access a safe, supportive and well-rounded education that is appropriate to their assessed needs and enables them to make progress towards the outcomes in their Education, Health and Care (EHC) plan.
Dovecote School is an independent special school owned and operated by Cavendish Education. The school’s admissions process is individualised because students have differing profiles, experiences and support needs. Decisions are made carefully, fairly and consistently, with the welfare and best interests of the child or young person at the centre of the process.
The school is registered to educate students aged 5 to 19. Dovecote supports students with a range of special educational needs and disabilities (SEND), including autism, ADHD, dyslexia, demand-avoidant profiles, communication and processing difficulties and associated learning, social, emotional or mental health needs. Many students have experienced significant barriers to education before referral to Dovecote.
This policy explains how referrals are considered, how suitability is assessed, how a placement is agreed and how students are supported to make a successful transition into school. It should be read alongside the school’s SEND, safeguarding, equality, attendance and data protection arrangements.
2. Legal Framework and School Status
This policy has due regard to relevant legislation and statutory guidance, including:
· Education Act 1996, including section 434 in relation to the admission register.
· Equality Act 2010, including the school’s duties not to discriminate unlawfully and to make reasonable adjustments for disabled students.
· Human Rights Act 1998.
· Children and Families Act 2014, Part 3, in relation to SEND and EHC plans.
· Education (Independent School Standards) Regulations 2014, as amended.
· School Attendance (Pupil Registration) (England) Regulations 2024.
· Data Protection Act 2018 and UK General Data Protection Regulation (UK GDPR).
· DfE, SEND code of practice: 0 to 25 years.
· DfE, Working together to improve school attendance, updated July 2026.
· DfE, Keeping Children Safe in Education 2026 (KCSIE 2026), where safeguarding information and transitions are relevant.
	Independent-school status. The School Admissions Code and School Admission Appeals Code govern specified state-funded admission authorities and do not form the statutory admissions framework for Dovecote School. Dovecote is an independent special school. Its placement decisions are made through the EHC plan / local-authority consultation and commissioning process described in this policy, together with the school’s contractual and regulatory obligations.



Dovecote School is not currently approved under section 41 of the Children and Families Act 2014. Parents and young people may still ask a local authority to consider Dovecote as a placement. The local authority and the school will consider the proposed placement through the applicable EHC plan process. Dovecote will confirm a placement only where the school is satisfied that it can appropriately meet the student’s assessed needs and the necessary placement and funding arrangements are agreed.
3. Roles and Responsibilities
The Dovecote School Governance Body is responsible for oversight of this policy and for assuring itself that admissions arrangements are fair, lawful and consistent with the school’s registered provision.
The Headteacher is responsible for ensuring that the policy is implemented consistently and that admissions decisions take account of the school’s registered provision, staffing, environment, safeguarding duties and capacity to meet identified needs safely and effectively.
The Referral, Assessment and Transition Coordinator, working with the SENCO and Senior Leadership Team (SLT), is responsible for coordinating referrals, gathering information, communicating with families and local authorities, arranging assessments and visits, and coordinating transition arrangements.
The SENCO and relevant professionals contribute specialist advice about the student’s SEND, EHC plan provision, required reasonable adjustments, health and therapy needs and whether the school can deliver the provision required.
All staff involved in admissions must handle personal and safeguarding information confidentially and in accordance with DC002 Data Protection Policy and DC008 Child Protection and Safeguarding Policy.
4. Dovecote Admissions Criteria and Suitability
Dovecote’s admissions process is not based on academic selection. The central question is whether the school can safely and appropriately meet the individual student’s needs and deliver the provision and outcomes identified through the EHC plan and consultation process.
When considering suitability, the school will take account of the whole profile of the student, including:
· the student’s age, developmental profile, special educational needs and disabilities;
· the provision specified in the EHC plan, professional reports and other current assessments;
· the student’s communication, sensory, learning, social, emotional, mental health and medical needs;
· known safeguarding considerations and any contextual risks relevant to safe transition or placement;
· the student’s previous educational experiences, current engagement with learning and any alternative provision in place;
· the reasonable adjustments and specialist resources likely to be required;
· the compatibility of the proposed placement with the safe and effective education and welfare of the student and other students;
· whether Dovecote has, or can reasonably put in place, the staffing, expertise, environment and resources necessary to meet need;
· the views, wishes and aspirations of the student and their parents or carers; and
· the information and proposed commissioning arrangements provided by the placing local authority.
SEND, disability, a history of disrupted education, previous exclusions, attendance difficulties or mental health needs will not in themselves be reasons to refuse consideration of a placement. Each referral is considered individually and, on the evidence, available.
5. Referral and Admissions Procedure
Parents and carers are welcome to contact Dovecote directly to discuss the school and may attend open events or arrange an appropriate visit. A direct enquiry does not, by itself, create or secure a funded school place.
Formal consultation for a funded placement is normally made by the student’s local authority as part of the EHC plan process. Parents or young people may express a preference for Dovecote during an EHC needs assessment, when a draft EHC plan is issued, or during an EHC plan review or amendment process.
On receipt of a consultation, Dovecote will normally:
1. Review the EHC plan, professional reports, current educational information and other documents supplied by the local authority.
2. Identify missing information and request further documentation where this is needed to make a safe and informed decision.
3. Speak with parents or carers and, where appropriate, the student to understand strengths, needs, aspirations and current circumstances.
4. Liaise with the current school, alternative provision, tutor, professionals or other agencies where appropriate and lawful.
5. Arrange observation, assessment, remote discussion and/or a visit to Dovecote where this will assist decision-making.
6. Consider the referral through the relevant school professionals and SLT, including whether the school can deliver the identified provision and manage any known risks.
7. Provide a consultation response to the local authority, explaining whether Dovecote considers the placement suitable and identifying any material information, conditions or resource implications that must be resolved before admission.
8. If a placement is agreed, coordinate the intended start date, funding/commissioning arrangements and transition plan with the local authority and family.
The time required to consider a referral will depend on the completeness and complexity of the information supplied. Dovecote will respond as promptly as reasonably possible and will make clear when essential information is outstanding.
6. Consultation and Decision-Making
Admissions decisions are made on the basis of evidence and the school’s capacity to meet need. They are not confirmed solely because a parent has expressed a preference, because the school has been consulted, or because a student has visited the school.
Where the school considers that it may be able to meet need, the Referral, Assessment and Transition Coordinator will communicate with the family and local authority about next steps. A start date will only be confirmed when the placement has been agreed through the appropriate commissioning process and the information required for safe admission has been received.
Where Dovecote considers that it cannot meet the student’s needs safely or appropriately, the school will provide a reasoned consultation response to the local authority. The response will be based on the individual evidence and the school’s registered provision, not on a blanket exclusion of a category of SEND or disability.
Where new information materially changes the student’s known needs or the proposed provision before admission, Dovecote may review its earlier view with the local authority and family before the placement starts.
7. Transition and Induction
Dovecote recognises that transition can be particularly significant for students who have experienced disrupted placements, anxiety, school avoidance or previous negative experiences of education. Transition arrangements will therefore be individualised.
Once a placement has been formally agreed, transition may include:
· a transition meeting with the student and parents or carers;
· planned visits or transition sessions at a pace appropriate to the student;
· sharing of an accessible transition plan and key staff information;
· liaison with the previous school, local authority and relevant professionals;
· planning for transport, medication, health care, dietary needs, communication and reasonable adjustments;
· transfer and review of safeguarding information in accordance with KCSIE 2026; and
· a review after admission, normally around six weeks, to consider how the student has settled, emerging learning priorities, health or support needs and whether any transition arrangements require adjustment.
8. Equality, SEND and Reasonable Adjustments
Dovecote School is committed to equality of opportunity and will not unlawfully discriminate in admissions on the basis of a protected characteristic. The school will make reasonable adjustments for disabled prospective students during the referral, assessment and transition process where required.
The school will consider what adjustments may be necessary to enable a student to participate meaningfully in visits, meetings, assessments and transition activity. Information should be provided in an accessible form where this is reasonably required.
Dovecote will consider each student’s SEND on an individual basis. A decision that the school cannot meet a particular student’s needs must be based on the evidence and the actual provision required, not on diagnosis alone.
9. Safeguarding in Admissions
Safeguarding is integral to the admissions and transition process. Staff involved in admissions must remain alert to information indicating that a child may be at risk of harm and must follow DC008 Child Protection and Safeguarding Policy and KCSIE 2026.
Relevant safeguarding information should be obtained early enough to enable the school to plan a safe transition. Where a child transfers to Dovecote, the Designated Safeguarding Lead (DSL) will ensure that safeguarding records are received, reviewed and actioned promptly. Child protection files must be transferred securely and separately from the main student file, with confirmation of receipt obtained, in accordance with KCSIE 2026.
If safeguarding information is incomplete or an immediate safeguarding concern emerges before admission, the DSL will determine what action is required and will liaise with the placing local authority, children’s social care, the current setting or other agencies as appropriate. Admission activity must never delay necessary safeguarding action.
10. Pre-Admission Information and Data Requirements
Before a student starts, Dovecote must hold sufficient information to support safe admission, fulfil statutory register requirements, plan provision and meet Cavendish Education’s pre-admission data requirements. The school will request information that is relevant and proportionate to those purposes.
This will normally include:
· the student’s full legal name, any previous names, preferred/known-as name, sex, date of birth, address and proposed start date;
· the full names and contact details of parents and carers, parental responsibility information, the parent(s) with whom the student normally lives and appropriate emergency contacts;
· details of the previous or current educational setting and any dual-registration or alternative-provision arrangements;
· the current EHC plan and relevant educational, health, therapy and social care reports;
· safeguarding and child protection information required for safe transition;
· medical, medication, allergy, dietary, personal care, accessibility and risk information;
· looked-after / previously looked-after status and other information relevant to statutory or funding arrangements;
· information necessary to establish the student’s right to study in the UK where applicable; and
· any additional information reasonably required to implement the placement, including court orders or restrictions relevant to parental responsibility, contact or collection.
Personal data collected through admissions will be handled in accordance with DC002 Data Protection Policy, the school’s privacy notices and applicable retention requirements. The detailed Cavendish pre-admission data control is maintained separately as DC105 Pre-Admission Data Requirements.
11. Admission Register
Dovecote will maintain an accurate admission register in accordance with the School Attendance (Pupil Registration) (England) Regulations 2024 and current DfE attendance guidance.
A student’s entry will be made before, or at the beginning of, the first school session on the agreed starting day. If a student does not attend on the agreed starting day, the school will follow this up promptly to establish the reason and consider any safeguarding implications.
The register will contain the statutory information required by regulation 8, including the student’s full name, name used at school, sex, address, date of birth, starting date, parent information, emergency contact details and previous school. Where applicable, it will also record dual registration, boarding/day status and subsequent changes required by the regulations.
Any amendment will preserve the original and amended information, the reason for the amendment, the date and the person making it. Electronic register arrangements will include appropriate back-up, security and retention controls in accordance with Cavendish register guidance and DC065 Records Management.
12. Changes, Withdrawal and Removal from Roll
If an agreed placement is withdrawn before the student starts, the school will record the reason and notify the relevant parties. Where the student is already on roll, removal from the admission register will only take place on a lawful ground under the School Attendance (Pupil Registration) (England) Regulations 2024 and following any required local-authority notification or consent process.
For a student of compulsory school age registered at a special school under arrangements made by a local authority, Dovecote will obtain the local authority’s consent to deletion where this is required by the regulations. The school will also follow DC070 Children Missing Education and DC022 Attendance Policy where a student’s destination is unknown or absence creates safeguarding concerns.
The ending of a funded placement, a permanent exclusion, a parental decision to educate otherwise, or a local-authority placement decision must be managed under the relevant legal and school procedures. None of these circumstances permits an informal or undocumented removal from roll.
13. Concerns, Complaints and Rights of Challenge
Questions about a referral or the school’s consultation response should first be raised with the Referral, Assessment and Transition Coordinator or the Headteacher so that the school can explain the evidence and process used.
The statutory School Admission Appeals Code does not provide an admission appeal route against Dovecote’s placement decision as it would for specified state-funded admission authorities. Where a dispute concerns the content of an EHC plan, the setting named in Section I, or disability discrimination, parents and young people may have rights of mediation or appeal through the SEND Tribunal or other statutory routes. They should seek advice from the relevant local authority or an independent SEND advice service where necessary.
A complaint about the way Dovecote has applied this policy, communicated or handled an admissions matter may be considered under DC009 Complaints Policy and Procedures, provided the matter is within the scope of that policy. Safeguarding concerns will be handled under DC008 Child Protection and Safeguarding Policy rather than through the complaints process where safeguarding action is required.
14. Monitoring and Review
This policy will be reviewed at least annually by the Responsible Persons and the Headteacher and approved by the Dovecote School Governance Body. It will also be reviewed earlier where there is a relevant change in legislation, statutory guidance, the school’s registered provision or Cavendish Education requirements.
Admissions practice will be monitored for consistency, equality, safeguarding, timeliness and the quality of transition. Any significant lessons arising from referrals, transitions, complaints, safeguarding concerns or regulatory feedback will inform the next review.
15. Links with Other Dovecote Policies
	Ref
	Policy / Document
	Ref
	Policy / Document

	DC002
	Data Protection Policy
	DC006
	Accessibility Policy

	DC007
	Accessibility Plan
	DC008
	Child Protection and Safeguarding Policy

	DC009
	Complaints Policy and Procedures
	DC013
	Exclusion Policy

	DC022
	Attendance Policy
	DC031
	SEND Policy

	DC038
	Student Equality, Equity, Diversity and Inclusion Policy
	DC054
	Supporting Pupils with Medical Conditions Policy

	DC065
	Records Management
	DC070
	Children Missing Education

	DC105
	Pre-Admission Data Requirements
	
	


Appendix A - Admissions Pathway
	Step
	Stage
	What happens

	1
	Initial enquiry / local-authority consultation
	Family may contact Dovecote directly; formal funded placement consultation is normally received from the local authority.

	2
	Information review
	EHC plan, professional reports, current provision, safeguarding, health and educational information reviewed.

	3
	Assessment and discussion
	Family/student discussion, current-setting liaison, visit/observation/assessment as appropriate.

	4
	Suitability decision
	SLT and relevant professionals determine whether Dovecote can safely and appropriately meet assessed needs.

	5
	Consultation response
	Reasoned response provided to the local authority; any essential resource or information requirements identified.

	6
	Placement agreement
	Funding/commissioning arrangements and start date agreed with the local authority and family.

	7
	Transition
	Individual transition plan, pre-admission information, health/safeguarding transfer and practical arrangements completed.

	8
	Admission and review
	Student starts; admission register completed; settling-in review normally held at around six weeks.
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