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Admissions & Induction Policy

Manor Farm offers a nurturing, therapeutic environment where each child is valued as an individual. Our experienced and qualified staff work collaboratively with children, families, schools, and commissioning bodies to ensure each placement meets the child’s needs.
This policy outlines Manor Farm’s admissions and induction procedures. It ensures that every placement is appropriate, transparent, well-supported, and inclusive, and that every child transitions into the setting feeling safe, understood, and emotionally supported.
Manor Farm provides two alternative packages, including Manor Farm Home Ed and Manor Care Farm.

Aims and Objectives
The aims of this policy are to:
· Provide a clear, fair, and transparent process for referrals, admissions, and induction.
· Ensure placements are based on accurate assessment of individual needs.
· Describe Manor Farm’s offer, ethos, and aims clearly to parents, carers, and commissioners.
· Ensure all stakeholders, including children, are involved and informed throughout.
· Uphold equality, inclusion, and non-discrimination in line with the Equality Act 2010.
· Provide a consistent and trauma-informed process for helping children settle and succeed in our provision.

Manor Farm’s Offer
Manor Farm provides two alternative packages, including Manor Farm Home Ed and Manor Care Farm.
Manor Farm Home Ed provides a free-flow, outdoor-based alternative education offer for children and families who are electively home educating.
Manor Care Farm delivers a specialised therapeutic alternative provision designed to support children with a range of special educational needs and social, emotional, and mental health (SEMH) needs who may be experiencing barriers in mainstream or specialist education.
Both packages offer:
· Part-time alternative provision for children and young people.
· A trauma-informed, therapeutic, and child-led environment, designed to re-engage children who may have experienced barriers in mainstream education.
· A unique outdoor-based setting launched to support children who currently seek an alternative learning experience outside of full-time mainstream education. 
· Low-demand, relationship-centred learning and exploration, prioritising safety and connection before academic outcomes.
· Small group thematic learning sessions delivered by qualified and experienced practitioners. 
· Support with emotional regulation, wellbeing, and re-engagement with social interaction and child-led learning.
· Collaboration with commissioners and schools to support reintegration into full-time education where appropriate.

Manor Farm operates a fair, transparent, and inclusive admissions process that ensures every child’s placement is considered carefully and collaboratively.

Named contact to support and guide parents and commissioners through the admissions process:
Gemma Montgomery – Admissions Lead / Senior Leadership Team / SENCo
Email: gemmam@wickselmhouse.com

Referral Process
Referrals may come from:
· Local Authorities
· Schools or Academies
· Commissioning bodies
· Parents or carers (in consultation with the school or local authority, or electively home educating)

Information Required at Referral
Referring bodies will be asked to provide:
· Education, Health and Care Plan (EHCP) (if applicable)
· Attendance and academic records
· Behaviour and safeguarding information
· Health or medical details, including risk assessments
· Any additional documentation or reports relevant to the child’s support needs

Assessing Suitability of Placement
Once a referral is received, Manor Farm will:
Request up-to-date information from schools, commissioners, parents, and the child.
To consider:
· The child’s educational and emotional profile.
· Whether Manor Farm’s approach can safely and effectively support the child.
· The compatibility between the child’s EHCP targets and our provision.
· Whether the placement will help the child make progress towards re-engagement or reintegration.
· Communicate decisions clearly to commissioners and families.
· Placements are only offered once all parties agree that Manor Farm is a suitable and positive setting for the child.

Individual Provision Plans
Each child on roll at Manor Farm within our Manor Care Farm package has a bespoke Provision Plan that:
· Reflects the child’s EHCP outcomes and personal targets.
· Sets out clear educational, therapeutic, social and emotional goals.
· Details the provision required to assist in meeting a child’s targets.

Induction Process
The induction process ensures every child transitions into Manor Farm safely, gradually, and at a pace to suit their needs.
Induction is child-led and flexible, allowing each young person to settle at their own pace.
It is delivered in line with our trauma-informed principles and focuses on relationship building, safety, and trust.
The induction process is documented in this policy and available to all children, parents, and commissioners prior to starting.

Pre-Admission Visits
Each young person and their family are invited to attend visits to Manor Farm before admission.
These visits allow children to meet staff, explore the environment, and discuss their hopes and needs.

Home or Current Setting Visit
A member of the Senior Leadership Team (SLT) may visit the young person in their home or current setting as part of the induction process.
This helps to establish trust, gain additional context about the child, and prepare for a smooth transition.

Gradual Transition
Children begin with shorter, low-demand sessions and gradually increase attendance as their confidence builds.
The pace of integration is tailored to the child’s readiness and emotional state.

Families receive a Parent and Child Handbook, which includes:
· Manor Farm’s ethos, aims, and values
· Daily routines and learning themes
· Lunch arrangements
· Kit list
· Methods of communication, such as secure online platform Tapestry
· GDPR and privacy information
· Contact details

Baseline Assessments
During the induction period, staff complete:
· Baseline evaluations of social and emotional needs
· An individual risk assessment
· Development of an individual Provision Plan
· In time, evaluations of academic needs

Communication as part of our Manor Care Farm Package
For children engaging in our Manor Care Farm package:
Weekly progress updates are shared with parents and commissioners through Tapestry - a secure online communication platform.
Commissioners are updated on the child’s attendance, engagement, and progress.
Parents, carers, and professionals are encouraged to collaborate in reviewing the child’s progress and adjusting support as needed.

Attendance
Attendance is recorded daily using iPal, a secure online attendance tracking system.
Absences are followed up promptly in line with safeguarding procedures.
Attendance data is shared regularly with commissioners and local authorities.
For children engaging in our Manor Care Farm package, attendance and engagement are discussed during termly review meetings.

Equality and Inclusion
Manor Farm is committed to inclusion and equality in line with the Equality Act 2010.
We ensure that:
· No child is discriminated against based on disability, race, gender, religion, or background.
· Reasonable adjustments are made for children with disabilities or additional needs.
· Staff receive ongoing training in inclusive and trauma-informed practice.
Please also see our Equalities & Inclusion Policy.

Review and Evaluation of Placements as part of our Manor Care Farm Package
For children engaging in our Manor Care Farm package:
Placements are reviewed regularly with parents, commissioners, and local authorities.
Reviews monitor progress against EHCP and Provision Plan outcomes, attendance, and engagement.
Where a placement is not meeting expected progress, the provision plan is adjusted collaboratively.
If a placement is no longer suitable, Manor Farm will work closely with commissioners to identify appropriate alternatives.
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