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Introduction 
The Clare School is a maintained special school for children aged 3-19 years.  Pupils are 
provided with a bespoke, appropriately paced and differentiated curriculum.  In agreement 
with the admissions authority (Norfolk County Council Children’s Services) the school 
currently has spaces for 120 pupils.  
 
The Governing Body has agreed that The Clare School will make provision for pupils with 
identified needs in the area of physical, medical and sensory (HI, VI, MSI or Deafblind) as 
described in the SEN Code of Practice.  The pupil may also have associated, secondary needs 
in the areas of communication and interaction or speech and language difficulties.  
 
This policy is written in conjunction with the Local Authority’s (LA) arrangements for naming 
of special schools in children’s Education Health Care Plan (EHCP) as governed by the 
Children and Families Act 2014.  Information on those arrangements can be found on the 
Norfolk Local Offer.  All reference to the Special Educational Needs and Disability Code of 
Practice (SENDCOP) in this document relate to the version dated January 2015.  
 
 
Criteria for admission at our school:  
All admissions to The Clare School are undertaken by the Local Authority’s arrangements for 
the naming of school places in Section I of a child’s Education Health Care plan (EHC plan). 
As a special school, where a child’s Education Health Care plan names The Clare School in 
Section I, the school is under a legal duty to admit the child to the school.   
 
All pupils admitted to The Clare School will:  
• have an EHC plan – (an EHC plan is a legal requirement for pupils to attend special 

schools);   
• have physical, sensory (HI, VI, MSI) or medical needs identified as their primary need 
• have special educational needs requiring special educational provision which, in the 

opinion of the Local Authority, can be best delivered, or most efficiently delivered, 
within a special school setting;   

 	
 
Admissions Meetings 
Selections for admissions are collected and prioritised by EHCP staff in conjunction with 
other professionals.  The school identifies current and future vacancies within the school 
and reports this to the Local Authorities Admissions Co-ordinator who then organises a 
series of admission meetings which start in the Autumn Term, where Special School 
representatives and Special Education Needs Officers decide placements of pupils.   
 
Admissions selection is based primarily on pupil need, balanced against the need to 
maintain stable curriculum provision within schools.  It is also essential to take into 
consideration the balance of needs within each year group.  
 
The meetings consider all pupils referred for a place at the school including those where the 
parent/carer has made the request. The school and the Local Authority will review all pupils 



referred against the legal test for the naming of The Clare School in the child’s EHC plan 
which is:   
 

• Whether the school is unsuitable to the child’s age, ability, aptitude or SEN  
• Whether to admit the child will be incompatible with the efficient education of 

others or the efficient use of resources  
  
The Local Authority will consider the views of the school but ultimate decision making for 
the school to be named in the child’s EHC plan rests with the Local Authority,  
 
All such meetings are recorded by the Local Authority and outcomes of these meetings will 
be communicated to parents/carers by the child’s EHCP Coordinator.  
 
 
Evidence to support the need for a special school place:  
Placements at The Clare School will usually be made in full collaboration between the 
parents/carers, Local Authority and the school.  Parents are able to request a place at The 
Clare School at the point at which they receive their child’s first draft Education Health Care 
plan or following an annual review of a child’s Education Health Care plan.  Those requests 
must be made to the Local Authority directly.  The Clare School does not accept direct 
requests for admission to the school and all requests must be made to the Local Authority 
as part of the EHC plan process.   
 
Where a parent or carer makes a request for The Clare School to be named in their child’s 
EHC plan, or where the LA is considering a place for the child, the Local Authority must 
consult with the school. The Local Authority will share information with the school for the 
purposes of consultation including:   
 

• The child’s current EHC plan  
• A copy of the most recent annual review report of the child’s EHC plan  
• Professional reports which inform the EHC plan which are listed in Section K of the 

EHC plan  
• Any other relevant professional reports as part of the annual review or otherwise 

which are current (i.e. within the last 12 months), such as medical reports, VSSS 
assessments, OT or Physiotherapy reports and Portage records of involvement 

  
The Clare School will manage all information relating to a child in accordance with the 
General Data Protection Requirements (GDPR) 2018. 	
 
Children will be placed at The Clare School in accordance with parental wishes provided that 
the school is suitable to the child’s age, ability and special educational needs and placement 
of the child is compatible with the efficient education of the other pupils and is considered 
to be an efficient use of public resources.  
 
 
 
 



School Visits and Observations of prospective pupils   
As part of the admissions process, it may occasionally be useful to visit the prospective pupil 
to undertake an observation in order to ascertain whether The Clare School can fully meet 
the pupil’s needs.  Usually an observation will take place in the pupil’s current school or 
provision. This allows an opportunity to assess all aspects of the pupil’s physical, medical, 
sensory and educational needs.   
 
Every effort will be made to complete any observations and visits to children prior to the 
school’s meeting with the Local Authority so as not to delay the consultation process or 
decision making.   
 
It is also expected that the pupil and the parents/carers will visit the school before any offer 
is made.  This allows the family to determine whether they are comfortable with the 
provision as well as discussing any concerns or queries they may have about The Clare 
School.  
 
 
Pupils may be offered a place when:  
• The child has profound and/or severe learning difficulties, with significant physical or 

sensory impairment and/or medical needs, who’s needs cannot be met in the 
mainstream or other setting  

• The child has a significant learning difficulty and high medical and physical needs  
• The school has a space in the appropriate age and learning/class group and can 

effectively meet the needs of all children within this group i.e. without compromising 
the learning and/or safety of the pupils and staff currently in that class.  

• The child’s travel distance/time traveling to school does not exceed Local Authority 
guidelines and will not negatively affect the child.  

 
 
Priority will be given to:  
Children who meet the criteria and;  
• Are missing education (CME) 
• Children who are looked after by the Local Authority (LAC) and children who have 

previously been looked after.  
 
 
Appeals 
If an offer is not made, the Local Authority will support parents and carers with any appeals 
that are necessary and with finding a more suitable school placement if The Clare School is 
not deemed an appropriate educational placement. 
 
 
Once an offer has been made 
The Local Authority will write to the parents/carers to notify them when an offer of a place 
is made.  A start date for the pupil is agreed at this stage in discussion with the school.   
 



Once the placement has been accepted by the parents/carer, then the class teacher will be 
in touch to arrange transition days and settling in sessions.  These are done on an individual 
basis and can comprise of as many or as few sessions as is necessary to ensure that the pupil 
is settled into their new class and the routines of the school day.  The school office will also 
send out admissions forms and documents to be completed prior to entry to the school. 
 
 
Requests for places for children resident in other Local Authority areas  
As a special school, The Clare School acknowledges its requirements to respond to 
consultations made by other Local Authority areas outside Norfolk.  Upon receipt of a 
consultation from another Local Authority area, the school will provide its response within 
15 days.  A copy of that response will be sent to Norfolk County Council in 
acknowledgement of their principle role in governing admissions to the school.   
 
Despite our designation as a special school, The Clare School admissions policy reflects the 
arrangements locally for all special schools in Norfolk and we request that any other Local 
Authority seeking consultation with The Clare School for pupil admissions also submits that 
consultation to Norfolk County Council as they would do for a Local Authority maintained 
school.  This is to ensure parity and equity of our admissions process for other Local 
Authority pupils alongside pupils in Norfolk.  Norfolk County Council will make contact with 
the home Local Authority to discuss the consultation and to align admissions arrangements 
to that of Norfolk pupils.   
 
Whilst other Local Authority areas have the power in law to name The Clare School in a 
child’s EHC plan, in the interests of effective inter-authority working and respect for the 
special school provision residing in each Local Authority’s area, it is the expectation of the 
school and Norfolk County Council that no other Local Authority would name the school in a 
child’s EHC plan without the agreement of both the school and Norfolk County Council.	
 
 
Monitoring arrangements 
This policy will be reviewed annually by the Headteacher and Senior Leadership Team.  At 
every review, it will be shared with the Full Governing Board. 
 
 
Links with other policies  
This policy is linked to the following policies and documents:  
•	Special educational needs (SEN) information report  
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