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2020 MANAGED TRANSFER PROTOCOL – 
SECONDARY SCHOOL PUPILS 
Education, Participation and Skills  

 
1. National Context  
1.1 Managed Moves/Transfers emphasise the leadership role of Headteachers working with the Local 
Authority to take collective responsibility for the placement of both challenging and vulnerable pupils. 
Working collaboratively, the protocol ensures that the distribution of these pupils amongst schools is 
fair and equitable.  

2. Plymouth Context  
2.1 Managed Transfers between Plymouth schools have existed since 2005. The protocol builds on the 
strong existing partnerships of schools and the Local Authority (LA). Managed Transfers are agreed by 
the Secondary Placement Panel, led by the LA. From 1 December 2020 a new ‘cluster-based’ 
arrangement will be introduced. Managed moves between schools within the cluster will be overseen 
by the Cluster Inclusion Panel, and these will form part of the Plymouth Fair Access Protocol. The 
Cluster Inclusion Panels will also consider ‘Re-engagement Placements’ (guest registration) and ‘Fresh 
Starts’ (dual registration moving to single registration as a standard in-year admission). 

3. Definition  
3.1 A Managed Move/Transfer is where a pupil may transfer to another mainstream school where the 
Headteacher would otherwise, having met the threshold, permanently exclude. It requires the 
agreement of the parent/carer of the pupil. It should be a strategy considered in the later stages of an 
established Multi-Agency Support Plan where there is little or no evidence of success.  

3.2 Cluster Managed Moves will take place between the following groups of schools: 

Cluster Schools Cluster Lead 

A DHSB, Eggbuckland, Notre Dame, Plympton Academy, St Boniface’s, SDCC, Scott 
Medical and Torbridge High Anita Frier 

B ASAP, DHSG, Lipson, MAP and Sir John Hunt Lee Sargeant 

C Coombe Dean, Hele’s, Millbay, Plymstock, PHSG and UTC Richard 
Woodland 

 

3.3 Where an inclusion cluster can demonstrate that a move into a mainstream school in another 
cluster is the best choice for a pupil this should be referred to the Secondary Placements Panel as a 
Manged Transfer request. 

3.4 Managed Transfers will not normally be made direct from mainstream schools into the LA’s 
commissioned alternative provision (currently ACE Schools Plymouth). If the Headteacher/Principal 
feels that the pupil can no longer continue in mainstream education, and all other avenues have been 
exhausted, they should consider a permanent exclusion on the grounds of persistent disruptive 
behaviour. This will ensure that the decision is subject to the appropriate independent review 
process.  
 
3.5 In exceptional circumstances, and by agreement through the Secondary Placements Panel, a pupil 
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who has been in an extended placement at the LA’s commissioned alternative provision (ACE Schools 
Plymouth) may be transferred to their roll, with single registration status. In these circumstances the 
long-term aim is still for the pupil to be re-integrated into mainstream education. As such, when the 
pupil is transferred to single roll status a review date(s) should be agreed to re-assess whether the 
pupil is ready to begin a re-integration package back to a mainstream school. This review(s) will be 
subject to scrutiny by the Secondary Placements Panel. 

4. Purpose  
4.1 The purpose of a system of Managed Moves/Transfers will be to provide an alternative to 
permanent exclusion. It will be underpinned by a data collection exercise designed to ensure that, in 
compliance with the Code of Practice on Admissions, there is fairness in the number of approaches 
made to individual schools and this data will be available to schools on request. No one school is 
expected to admit a disproportionate number of pupils with challenging behaviour1 in proportion to 
the number of pupils moving out of the school as Managed Moves/Transfers.  

5. Frequency  
5.1 The SPP will convene half-termly 6 times a year. 

5.2 Cluster Inclusion Panels will meet as required to fulfil their functions.  

6. Situations where a Managed Move/Transfer may be appropriate  
6.1 A Managed Move/Transfer will normally only be considered when all of the following are in 
evidence:  

§ The Headteacher/Principal is confident that a pupil is at significant risk or he/she has met the 
threshold for a permanent exclusion and the Cluster Inclusion Panel or Secondary Placement 
Panel agrees with that position;  

§ The parent/carer of the pupil has agreed to and is committed to the Managed Move/Transfer 
process;  

§ Professionals working with the pupil believe that a change in school may result in improvement 
in behaviour;  

§ It is agreed the school has evidenced it has exhausted all appropriate strategies via a Multi- 
Agency Support Plan and applied a rigorous and graduated approach to inclusion2; 

§  All Plymouth Schools will consider pupils for Managed Moves/Transfers. However, in the case of 
schools rated Inadequate (Grade 4) by Ofsted any allocation will made on a case by case basis, 
based on the individual needs and circumstances of the pupil to ensure it is in their best interest. 
It is expected for this to be the exception rather than the norm.  

 

6.2 This protocol does not apply to:  

§ A child seeking admission to a sixth form;  
§ A child with an Education Health Care Plan which names the school in question;  
§ A looked after child or a previously looked after child;  
§ A child being considered for placement as a Fresh Start (see Appendix 1, as these are classed as 

standard in-year admissions. 
 

 
1 Challenging behaviour is defined in paragraph 4.4 of the Fair Access Protocol but can be described as challenging “where it significantly interferes with 
the pupil’s/other pupils’ education; jeopardises the right of staff and pupils to a safe and orderly environment; is of such an intensity, frequency or 
duration that it is beyond the normal range that schools can tolerate; and is unlikely to be responsive to the usual range of interventions to address pupil 
misbehaviour.” (Draft School Admission Code, DfE 2020) 
2 https://www.plymouthonlinedirectory.com/plymouthlocaloffer/sencoguide/graduatedapproach 
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6.3 In the case of points 2 and 3 above, paragraph 3.12 of the School Admissions Code directs that 
such children must be admitted to the school in question and that the principles of Fair Access do not 
apply to such cases.  

6.4 Once a Managed Move/Transfer has been proposed and agreed by the home school, child and 
parents/carers, the home school must contact either the Inclusion Cluster Lead (Cluster Managed 
Moves) or the PCC Inclusion Manager (Cross-cluster Managed Transfers) and submit the appropriate 
paperwork by the deadline set so that case can be brought to the Cluster Inclusion Panel or 
Secondary Placements Panel as appropriate. Incomplete or poorly completed paperwork will not be 
considered by panels.  

7. Situations where a Managed Move/Transfer would not be appropriate  
7.1 A Managed Move/Transfer would not normally be appropriate when the child:  

§ Has been permanently excluded from school3; 
§ Is going through the statutory assessment process;  
§ Is a persistent non-attender;  
§ Is seeking a straightforward transfer to a new school;  
§ Is not on a school roll;  
§ Is on a dual registration package with ACE Schools Plymouth, commissioned by a school 

which has not exceeded 12 weeks (see below).  
 

8. Expectations prior to referral 
8.1 Any pupil on a dual registration package with LA’s commissioned alternative provision, ACE 
Schools Plymouth, at the time of referral will not be considered for a Managed Move/Transfer by the 
relevant panel. Schools should work closely with ACE to plan dual registration packages that are likely 
to lead to the successful re-integration of the pupil into mainstream education. In exceptional 
circumstances, and only by agreement through the Secondary Placements Panel, a pupil who has been 
in an extended placement with ACE may be transferred to their roll with single registration status. 

8.2 There should be clear evidence of outcomes-based planning within the context of a ‘plan, do, 
review’ cycle of the graduated response to inclusion (see hyperlink above). This process should 
include the school’s Educational Psychologist and SENCO who can contribute to the 
recommendations to panel.  

8.3 Despite robust intervention, the pupil being referred is at significant risk of permanent exclusion. 

8.4 The pupil is at the level of SEN Support and there is evidence of a graduated response appropriate to 
needs, delivered by appropriately trained and skilled staff. 

8.5 An Early Help Assessment has been offered and a range of strategies have been tried, in addition to in-
school support, which involve outside agencies, for example:  

§ An Early Help Assessment has been raised and the pupil has been subject to a robust outcomes 
base plan e.g. Team Around Me; 

§ EWO has been involved; 
§ Fixed period and internal exclusion; 
§ Restorative approaches with a view to reintegration; 
§ Educational Psychology referral/intervention; 

 
3 In cases where a permanent exclusion has resulted from a serious one-off incident, but the child is deemed suitable for 
mainstream education they may be referred to a Permanent Exclusion Emergency Panel (PEEP), within the appropriate 
inclusion cluster (Appendix 2); 
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§ CAMHS referral/intervention; 
§ Social Care involvement;  
§ Pastoral Support Programme in place and evidence of review; 
§ Youth Offending Team involvement; 
§ Youth Worker support as necessary; 
§ Pupil has been referred to alternative provision for a behaviour recovery intervention;  
§ Pupil has been supported to access alternative provision. 

9. Criteria for selection of receiving school by panel  
9.1 An approach to an alternative school or provider will be made by the Inclusion Cluster Lead or 
Inclusion and Attendance Manager on the basis of the following factors and taking account of 
professional advice from the referring school and the professionals on the panel:  

§ Needs of child as known by panel;  
§ Pupil and parental preference;  
§ Geographical proximity;  
§ Frequency of approach by SPP.  

9.2 Concessionary transport will be provided where the allocated school is beyond statutory walking 
distance or the walking route to school is deemed unsafe (in accordance with the Plymouth Council’s 
School Transport Policy) and there is no appropriate provision available within statutory walking 
distance or via a safe walking route.  

9.3 When transfer to the receiving school is agreed and the admission meeting has taken place and 
start date have been agreed, the pupil will be placed on that school’s roll immediately.  

10. Funding arrangements  
10.1 If the pupil is moving from Plymouth’s commissioned alternative provision to a mainstream 
school the money will follow the pupil to their new school.  

10.2 If a pupil moves from a mainstream school to another mainstream School, it is the responsibility 
of the new school to include the pupil on their PLASC return in order to receive funding.  

11. Schools’ responsibilities  
11.1 Schools should abide by the decision of the Cluster Inclusion Panel or Secondary Placements 
Panel. A LA has the power to direct/refer for direction the admission authority for any maintained 
school in its area to admit a child even if that school is full. Admissions requests for children dealt 
with by the Cluster Inclusion Panels and Secondary Placement Panels should be completed within 10 
school days of the date of the recommendation unless there are exceptional circumstances. Whilst 
arranging a meeting with the pupil and his/her parents/carers is  acceptable, and desirable, legally it 
cannot impact on the pupil’s right to a place in the receiving school.  

11.2 A difficult cohort will not necessarily be considered as a barrier to allocation and should not be 
regularly cited as a reason not to accept a pupil. To facilitate placements via panels all schools will be 
asked to provide information and ‘RAG-rate’ the context of each cohort 3 times a year, at the start of 
each term. 

11.3 A school’s inability to attend a Cluster Inclusion Panel will not preclude an allocation being 
agreed to that school.  

11.4 Before referring a pupil for a Managed Move/Transfer, the school has the responsibility to have 
initiated and implemented a full Multi Agency Support Plan with regular review.  
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11.5 The referring school will be expected to communicate the outcome of the Cluster Inclusion 
Panel to the parent by the following day and confirm this has been done with the allocated school and 
LA. The LA will then send official allocation letters to the school and parent(s). 

11.6 Following a Secondary Placement Panel decision to place a pupil within an inclusion the cluster 
lead will liaise with cluster schools to arrange a placement on the ‘best school principle’. The final 
allocation will be communicated to the Inclusion and Attendance Manager as soon as possible, but 
within a maximum of 10 school days of the Secondary Placement Panel. The LA will then notify the 
referring school and the parent/carers of the allocation.   

11.7 Receiving schools must accept that a child allocated to them will require an inclusive approach 
and that the school’s provision needs to be ready and available for the pupil on arrival.  

11.8 To promote success of the Managed Move/Transfer, the referring school will retain responsibility 
for the pupil during a supported transition period and will work alongside the receiving school to 
support and enable the continuity and implementation of the Multi-Agency Support Plan. This will 
ensure a high level of support for the pupil on transfer.   

11.9 Schools must not suggest to parents/carers that they should seek another school to avoid 
permanent exclusion. This would be classed as off-rolling which is never acceptable. It is the 
responsibility of the Headteacher/Principal to ensure that this does not happen.  

12. Monitoring and quality assurance arrangements  
12.1 The LA will collect and publish information half-termly on the number of Managed Transfers 
made and accepted on a school by school basis.  

12.2 Whilst the principles set out above will continue to apply, the LA will review from time to time 
the detailed arrangements in consultation with Headteachers through the Inclusion Group of PLT.   

  



 

2020 Managed Transfer Protocol – Secondary   Cluster Version 3 - 15/12/2020 
 

OFFICIAL:SENSITIVE 

Appendix 1 

Cluster Inclusion Panel:  Terms of Reference for ‘Fresh Starts’ 

1. Introduction 
1.1 ‘Fresh Starts’ are administered within Plymouth’s inclusion clusters as part of a multi-layered system to 
reduce school exclusions. They fall under the Fair Access Protocol as standard in-year admissions, and as 
such there must be space available in the relevant year group.  

1.2 It is possible for a Fresh Start to be arranged between clusters if the needs of a pupil would be best 
met by a Fresh Start at a school outside of their current inclusion cluster. However, this is likely to take 
place only on rare occasions. 

1.3 The composition of the inclusion clusters is shown below: 

Cluster Schools Cluster Lead 

A DHSB, Eggbuckland, Notre Dame, Plympton Academy, St Boniface’s SDCC, 
Scott Medical and Torbridge High Anita Frier 

B ASAP, DHSG, Lipson, MAP and Sir John Hunt Lee Sargeant 

C Coombe Dean, Hele’s, Millbay, Plymstock, PHSG and UTC Richard Woodland 

 

2. Aims  
2.1 To consider proposed recommendations and, if agreed within the criteria laid down in these Terms of 
Reference, make recommendations on the appropriate new placement and seek majority agreement on 
this.  
2.2 To consider cases of pupils who have received a number of fixed-term exclusions for disruptive 
behaviour but who are not yet at significant risk of permanent exclusion. 

3.  Principles  
3.1 The Cluster Inclusion Panel will consider evidence as to which school would provide the, ‘best chance 
of success’. Pupils should not be placed in a school where contemporaneous evidence exists that to do so 
would be against this principle. An example of this could be where a victim of serious bullying by the pupil 
proposed for the Fresh Start is already on roll at the new school.  

3.2 Fresh Start placements fall under the Fair Access Protocol as a standard in-year admission. As such 
there must be space in the relevant year group for the pupil under consideration. 

3.3 Parents/carers must be in agreement with the Fresh Start and the final choice of whether to accept the 
move to single registration at the new school at the end of the fresh start period remains with them. 

3.4 All schools will be expected to accept pupils.  Schools that are within an Ofsted category 4 rating 
(inadequate) will be expected to take part in the protocol, with due consideration given to their 
circumstances. 

3.5 All schools agree to abide by the Fresh Start recommendations of the Cluster Inclusion Panel and 
subsequent placement by the Admission Authority/LA. 

4. Membership of Cluster Inclusion Panel and cycle of Fresh Start Placements 
4.1 The Cluster Inclusion Panel will meet as necessary during term time with Headteacher representation. 
During the period of Covid-19 pandemic it is likely that these will be virtual meetings.  
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4.2 Typically Cluster Inclusion Panels will meet two weeks before Secondary Placement Panel meetings, 
meaning they will normally meet 6 times a year. 

4.3 All schools within the clusters have a responsibility to ensure representation at each meeting. 

4.4 The Chair will be a nominated from one of the inclusion cluster schools and will also be the 
operational lead of the inclusion cluster. 

5. Voting 
5.1 The following members vote within each panel: 

§ School representatives (1 vote each); 
§ Chair (1 vote). 

5.2 The Chair will also have the casting vote. 

5.3 A quorum for each Fresh Start Panel is 4 voting schools and Chair.  

6. Criteria of cases to be considered for Fresh Starts 
6.1 This operational guidance applies to Plymouth Secondary Schools and encompasses the following 
criteria: pupils with emerging challenging behaviour resulting in some fixed term exclusions and it is the 
considered opinion of the Headteacher that the pupil may benefit from the opportunity of a fresh start at 
a new school.  

6.2 Pupil profile - the pupil will need to meet all of the following criteria: 

§ Has already received some fixed term exclusions, but is not yet at significant risk of permanent 
exclusion. 

§ The parent has not yet made a formal application for an in-year transfer to a new school4. 

§ Is at the level of SEN Support and there is evidence of a graduated response to inclusion5, 
appropriate to needs, delivered by appropriately trained and skilled staff. 

§ An Early Help Assessment has been offered and a range of strategies have been tried in addition to 
in-school support which involve outside agencies, for example:  

o An Early Help Assessment has been raised and the pupil has been subject to a robust 
outcomes base plan e.g. Team Around Me; 

o EWO has been involved; 
o Fixed period and internal exclusion; 
o Restorative approaches with a view to reintegration; 
o Educational Psychology referral/intervention; 
o CAMHS referral/intervention; 
o Social Care involvement;  
o Pastoral Support Programme in place and evidence of review; 
o Youth Offending Team involvement; 
o Youth Worker support as necessary; 
o Pupil has been referred to alternative provision for a behaviour recovery intervention;  
o Pupil has been supported to access alternative provision. 

 
4 Once a Fresh Start has been agreed in principle the parents/carers must make an in-year admission, but the pupil will 
remain dual registered during the period of the Fresh Start placement. 
5 https://www.plymouthonlinedirectory.com/plymouthlocaloffer/sencoguide/graduatedapproach/assess  
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6.3 All Fresh Starts are coordinated in the best interests of the child and are set up to give the best chance 
of success.  Therefore, a Fresh Start should be offered/considered at a point within a school’s graduated 
response at an early enough stage to ensure that, if a move should not succeed, there would remain 
further strategies in the home school to implement before there is any consideration of permanent 
exclusion. 

6.4 At the point of referral for a Fresh Start the paperwork provided should set out clearly the evidence 
of the school graduated response that has been implemented, and an appropriate explanation to clarify the 
context for why the pupil is being referred. 

6.5 Parents/carers and pupil must be in agreement with the proposal for the Fresh Start. 

6.6 In each case an Early Help Assessment should be completed with at least two Team Around Me 
Meeting’s held as a minimum criterion. These plans should evidence a clear outcomes-based framework.   

6.7 Each referral should clearly evidence that the learning needs of a pupil have been assessed with, where 
necessary, investigation and clarity on any specific need. 

6.8 Parents/carers should be strongly encouraged to visit selected schools with the pupil to inform final 
decision making in relation to school preferences. Members of the Cluster Inclusion Panel should liaise 
closely so that such visits are not misconstrued as attempts at ‘off-rolling’, which is never acceptable. 

7. Fresh Start Process 
7.1 The Headteacher6 of the pupil’s registered school decides that the pupil meets the criteria for the 
categories noted above. The Headteacher has a discussion with the family/pupil to: 

§ gain agreement for the application and whether the parent/carer will abide by the decision of the 
Cluster Inclusion Panel; 

§ explain the process including the support that will be offered; 
§ agree with parent/carer their views on future placement. The parent should discuss their 

preferences for three schools within the inclusion cluster, but should understand that the final 
decision of the Cluster Inclusion Panel will depend on the context of the cohort in these preferred 
schools;  

§ clarify practical issues such as support for uniform or transport (please see below). 

7.2  The school will notify: 

§ The Plymouth City Council School Admissions Team to notify of the Fresh Start request as part of a 
dual registered in-year admission; 

§ Appropriate Senior School staff, to advise that the process is underway; 
§ Chair of Governors, for information purposes and records as necessary; 
§ Other agencies involved with the pupil, to update the position as necessary. This is particularly 

important for any agency that has a current role in supporting the pupil/family. 
 

7.3 The home school contacts the Inclusion Cluster Lead, using locally agreed mechanisms.  The core of 
the pack will be: 

§ Referral Form7; 
§ Copy of the completed in-year application form, which will also need to be submitted to the School 

Admissions Team at the same time as the referral to panel; 
§ An Early Help Assessment, with Team Around Me Plans, as appropriate; 
§ Clear evidence of a ‘graduated response’ approach. 

 
6 Or an appropriate representative, typically the member of the senior leadership team responsible for inclusion 
7 The existing Managed Transfer Request form will be used 
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7.4 All referrals should be sent to the Inclusion Cluster Lead, prior to the Cluster Inclusion Panel 
according to local arrangements.  

7.5 Panel members should have read and considered referrals prior to the meeting. 

7. 6. All schools within the inclusion cluster will be informed of the names of pupils to be considered at 
the panel, to enable the schools to inform the panel of any significant concerns in regard to placement in 
their school. 

7.7 The panel will decide, on a majority verdict (the Chair has the casting vote): 

§ Does the pupil meet the threshold for allocation by the panel? 
§ An appropriate placement, bearing in mind that if there is space in the preferred school the panel may 

not decide to allocate the pupil to another school.  

7.8 Decisions will initially be notified to all schools and the Plymouth City Council School Admissions 
Team by email within 48 hours.  The receiving school will facilitate the admission within 10 school days. 

7.9 The key action points from each Cluster Inclusion Panel will be shared with members of the Secondary 
Placements Panel.  

7.10 The pupil will go on a dual registration for a period of 6 weeks. The pupil will remain on the roll of 
their ‘home’ school as the main registered base but will attend the ‘host’ school as the subsidiary base. 

7.10 The ‘home’ school and ‘host’ school will work closely together to develop a transition plan, allocating 
resources as appropriate, to ensure the best chance of success for the pupil. The schools will work closely 
together with the child and with the parent/carers to hold weekly reviews and a final review meeting. 

7.11 At the end of the fresh start period a review meeting should be held and a final decision made on 
whether the pupil will remain at the ‘host’ school or return to the ‘home’ school. The School Admissions 
Team will be notified in writing by the parents/carers in order that they formally allocate the pupil to the 
correct school8.  

7.12 If it becomes clear from the evidence that the pupil’s behaviour in the host school would meet the 
criteria for being at risk of a permanent exclusion, an emergency review should take place. The 
subsequent management of the child’s education is the responsibility of the host school, until this 
information has been reviewed at the next Cluster Inclusion Panel.  It is also the responsibility of the host 
school to refer the case to the next Cluster Inclusion Panel. 

7.13 It is noted that consideration needs to be given as to whether it would be most appropriate for a 
pupil to continue at the host school whilst waiting for the case to be considered at the next Cluster 
Inclusion Panel.  In some cases, it will be agreed by all parties (including parents/carers) that it is more 
beneficial for the pupil to return to their home school sooner.  Where this is the case it will be reported 
and recorded at the following Cluster Inclusion Panel meeting. It will be for the parent/carer alone to 
decide whether they wish to withdraw the in-year application.        

8. Quality Assurance  
8.1 It is recognised that pupils in such circumstances will need additional support and commitment from 
the ‘host’ school in order to give them the best chance of success. 

 
8 Cluster Inclusion Leads have been provided with a proforma to distribute to schools within their cluster to facilitate this. 
It is recommended that a review meeting takes place at the end of the Fresh Start period at which the proforma is 
completed and signed by the parent/carer so that is may be scanned and emailed to school.admissions@plymouth.gov.uk  
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8.2 Where a Fresh Start placement is terminated by the parent/carer, the case will be reviewed by the 
Cluster Inclusion Panel in order to ensure a level of consistency and to maintain an overview of the 
process from a quality assurance perspective. 

8.3 The host school should forward a copy of the original Fresh Start paperwork together with additional 
papers that will outline the support that was provided by the school and the parents/carers’ reasons for 
placement termination.  Supporting documentation in relation to the period of placement in the host 
school should include: 

§ Referral form; 
§ Record of transition planning meeting; 
§ Record of review meetings; 
§ Behaviour log;  
§ Attendance report; 
§ Parent/carers’ and pupil’s views. 

8.4 Consideration of the above documentation will be used to assess whether: 

§ The receiving school has provided the pupil with a Fresh Start opportunity with enough time to 
access and engage with the strategies put in place to support them; 

§ The pupil has tried to change their behaviour and worked not to disrupt others’ learning; 
§ The pupil is on a trajectory in terms of behaviour that places them clearly at risk of permanent 

exclusion. 

Note:   During the period of transition the host school should copy all relevant communication in regard 
to the pupil to the home school contact for information or action as necessary e.g. fixed term 
exclusion forms, pupil absence, letters home etc. 

9. Parental Preference  
9.1 Parents/carers must fully consent to their child being referred to the Fresh Start Panel, therefore it is 
important that they are well informed about the purpose of the panel. 

9.2 Parents/carers will be encouraged to consider the advantages of working to the agreement in the 
context of any expressed preferences.  

9.3 Discussions with parents regarding a new school placement will focus on the ‘best chance of success’ 
principle.  

9.4 Parents/carers will not be pressured by the home school to agree to a Fresh Start. 

9.5 Parents/carers will not be pressured or coerced by the host school to withdraw their in-year 
application. 

9.6 The LA will notify the ‘home’ school, the ‘host’ school and the parents/carers of the Cluster Inclusion 
Panel’s decision regarding the school placement.   

10. Appeals  
10.1 The Fresh Start process sits within Plymouth’s cluster-based approach to inclusion, which is agreed 
with the majority of schools in Plymouth. Schools should abide by the decision of the Cluster Inclusion 
Panel.  

10.2 Parents/carers have a right of appeal to the Admissions Appeal Panel in relation to school applications 
which have been rejected by a school.  The Admissions Appeals Panel is an independent body.  Any 
decision made by the Admissions Appeal Panel will override this protocol.  
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Appendix 2 

Permanent Exclusion Emergency Panel (PEEP) – Terms of Reference 

1. Introduction 
1.1A Permanent Exclusion Emergency Panel (PEEP) forms part of Plymouth’s Fair Access Admission 
arrangements and is a sub-group of the Secondary Placements Panel (SPP).  

1.2 A PEEP will make placement recommendations to the relevant Admission Authority for pupils who 
have been permanently excluded for a serious one-off incident and where the excluding school has made a 
recommendation for the pupil to transfer to a new mainstream school from the 6th school day of the 
exclusion. Any allocations by a PEEP are categorised as a re-integration admission which is defined within 
the Fair Access Protocol. 

1.3 Each inclusion cluster within the Plymouth Fair Access protocol may convene a PEEP. It is possible for 
a PEEP to be convened between clusters if the needs of a pupil would be best met by a school outside of 
their current inclusion cluster.  

2. Aims 
§ To consider proposals and recommendations for the suitable placement of pupils permanently 

excluded for ‘serious one-off’ incidents and make recommendations on the appropriate new 
placement and seek a majority agreement on this;   

§ To make arrangements for a child to be placed in a mainstream school from the 6th day of their 
permanent exclusion.  
 

3. Principles 
3.1The PEEP will endeavour to allocate pupils who have been permanently excluded for a ‘serious one-off’ 
incident, to a mainstream school from day 6 of their permanent exclusion. 

3.2 The PEEP will consider evidence as to which school would provide the ‘best chance of success’. All 
schools will be expected to accept pupils.  Schools that are within an Ofsted category 4 rating (inadequate) 
will be expected to take part in the protocol, with due consideration given to their circumstances. 

3.3 All schools agree to abide by the recommendations of the PEEP and subsequent placement by the 
Admission Authority/LA. 

3.4 The PEEP is not an alternative to a permanent exclusion. If the Headteacher/Principal has made the 
decision to permanently exclude, and can evidence that the threshold for permanent exclusion has been 
met, he/she must continue to follow the permanent exclusion process. 

3.5 The pupil will remain dual registered at the ‘home’ school and the ‘host’ school until the permanent 
exclusion process has been completed. At this time the pupil will either be re-instated into the ‘home’ 
school or move on to single registration at the ‘host’ school as a reintegration admission under the Fair 
Access Protocol. 

4. Membership of the PEEP 
4.1 The PEEP will convene on an ad hoc, emergency basis, within 2 school days of a referral. During the 
period of Covid-19 pandemic it is likely that these will be virtual meetings. 

4.2 There will be a pool of Headteacher representatives available to attend the panel from within the 
inclusion cluster. There will be a requirement for a minimum of 2 Headteachers at each PEEP (voting 
members)  

4.3 There will be LA representation from the Inclusion and Attendance Manager (voting member). 



 

2020 Managed Transfer Protocol – Secondary   Cluster Version 3 - 15/12/2020 
 

OFFICIAL:SENSITIVE 

4.4 All panel members have a responsibility to ensure representation at each meeting. 

4.5  The Chair will be nominated from one of the inclusion cluster schools and will be the operational lead 
of the inclusion cluster. Should the pupil under consideration belong to Chair’s own school another 
Headteacher from the inclusion cluster will chair the PEEP in their place. 

4.6 The Headteacher/Principal of the excluding school must attend the PEEP in person (this could be 
virtually during the course of the covid-19 pandemic). 

5. Voting 
5.1 The following members vote within each panel: 

§ School representatives (1 vote each). 
§ Inclusion and Attendance Manager (1 vote). 
§ Chair (1 Vote). 

5.2 The Chair will also have the casting vote. 

5.3 A quorum for each PEEP is 2 voting schools and Chair.  

Note: The Headteacher/Principal of the excluding school does not have a vote and will be asked to 
withdraw from the meeting in order for panel members to make their decision. 

6. Criteria of cases to be considered 
6.1. This operational guidance applies to Plymouth Secondary Schools and encompasses the following 
criteria: 

§ The Headteacher/Principal of the excluding school must be able to demonstrate that the threshold 
for a permanent exclusion has been met and that there is no alternative i.e. nothing else will do; 

§ The pupil must not have been on a trajectory towards a permanent exclusion prior to the serious 
one-off incident; 

§ The permanent exclusion must not have been for persistent disruptive behaviour; 
§ The Headteacher/Principal must fully understand that the PEEP is not an alternative to a 

permanent exclusion; 
§ The Headteacher/Principal of the excluding school must be assured that the pupil is suitable for 

placement in a mainstream setting; 
§ The parents and child must understand that the PEEP is not an alternative to a permanent 

exclusion.;  
§ Parents/carers and pupil must be in agreement with the proposal for the mainstream placement 

rather than alternative provision. 
 

6.2 The Headteacher/Principal must provide panel members with the following: 

§ Written Headteacher statement; 
§ Referral Form9; 
§ An Early Help Assessment with Team Around Me Plans (if available); 
§ Outline of any additional educational needs and action taken to address these; 
§ Record of school attainment and details of current curriculum; 
§ Summary of behaviour record; 
§ Attendance record for current year to date and last academic year; 
§ Details of any multi-agency involvement; 
§ Parental preferences for schools10.  

 
9 The existing Managed Transfer Referral form will be used 
10 Parents should be encouraged to consider which schools in the cluster may be appropriate, but must understand that 
the final offer of a place will be decided on the ‘best chance of success’ principle  



 

2020 Managed Transfer Protocol – Secondary   Cluster Version 3 - 15/12/2020 
 

OFFICIAL:SENSITIVE 

 
 
 

7. Permanent Exclusion Emergency Panel Process 
7.1 All referrals should be sent to the Chair within 24 hours of the decision to permanently exclude for 
appropriate distribution.  

7.2 All PEEP members will receive an invitation to attend an emergency PEEP and commit to making 
themselves available wherever possible, informing the Chair as to whether they are available to attend.  

7.3 Packs will be distributed electronically as soon as practicably possible, but prior to the PEEP, by locally 
agreed mechanisms. 

7.4 All schools in the inclusion cluster will be informed of the name of pupil(s) to be considered at the 
PEEP to enable the schools to inform the panel of any significant concerns in regard to placement in their 
school. 

7.5 The panel will decide on a majority verdict (the Chair has casting vote): 

§ whether the pupil meet the threshold for allocation by the PEEP; 
§ which is the appropriate type of placement – PRU or mainstream school; 
§ The most appropriate placement to be allocated. 

7.6 The receiving school and excluding school will be notified immediately following the panel.   

7.7 The receiving school will facilitate the admission meeting as soon as reasonably possible after the panel 
in order that the pupil can begin by the 6th day of the exclusion at the latest.  

7.8 Following the admissions meeting at the receiving school the pupil will go on a dual registration whilst 
the permanent exclusion process is followed by the excluding school. The pupil will remain on the roll of 
the excluding school as the main registered base but attend the receiving school as the subsidiary base. 

Note: The pupil must start at the host school by the 6th school day of their permanent exclusion. 

7.9 The excluding school and receiving school will work closely together to develop a transition plan, 
allocating resources as appropriate to ensure the best chance of success for the pupil. The schools will 
work closely together with the child and with the parents. This will continue until the final outcome of the 
permanent exclusion process.  

7.10 Once the permanent exclusion process has been completed, if the pupil has not been reinstated as a 
result of the exclusion process, the pupil will move onto the roll of the receiving school as a reintegration 
admission under the Fair Access Protocol. 

7.11 During the period of the exclusion process the receiving school should copy all relevant 
communication in regard to the pupil to the excluding school link-contact for information or action as 
necessary. For example, fixed-term exclusion forms, pupil absence, letters home etc. 

8. Procedure Where the Placement is at Risk of Breakdown 
8.1 If it becomes evident that the pupil’s behaviour in the receiving school would meet the criteria for 
another permanent exclusion, an emergency review should take place. The subsequent management of the 
child’s education is the responsibility of the receiving school, until this information has been reviewed at 
the next Secondary Placements Panel.  It is also the responsibility of the host school to refer the case to 
the next Secondary Placements Panel. 

8.2 It is noted that consideration needs to be given as to whether it would be most appropriate for a pupil 
to continue at the receiving school whilst waiting for the case to be considered at the next Secondary 
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Placements Panel.  In some cases, it will be agreed by all parties (including parents/carers) that it is more 
beneficial for the pupil to go to ACE Schools Plymouth. Where this is the case it will be reported at the 
following Secondary Placements Panel meeting.  

8.3 The host school should forward a copy of the original PEEP paperwork together with additional papers 
that will outline the support that was provided and the reasons for placement termination.  Supporting 
documentation in relation to the period of placement in the host school should include: 

§ Copy of original referral form; 
§ Record of transition planning meeting(s); 
§ Record of review meetings(s); 
§ Behaviour log; 
§ Attendance report; 
§ Parent/carers’ and pupil’s views. 

 

8.4 Based on the information the Secondary Placements Panel will vote to: 

§ Support the decision for the termination of the placement 
§ Not to support the decision 

 
8.5 When making the above decisions in paragraph 8.4 the Secondary Placements Panel will assess 
evidence presented that: 

§ The receiving school has provided the pupil with an opportunity based on the principles of the ‘best 
chance of success’ with enough time to accurately consider this; 

§ The pupil has tried to change their behaviour and worked not to disrupt others learning; 
§ The pupil is on a trajectory in terms of behaviour that places them clearly at risk of further 

permanent exclusion. 
 

8.6 Key reasons for the panel recommendation will be communicated to the Head Teacher/Principal of 
the receiving school by the Chair of the Secondary Placements Panel.  Feedback will be made in writing to 
the Headteacher and Chair of Governors. 

9. Parental Preference  
9.1 Parents have a right to express a preference under s86 of the School Standards and Framework Act.  
The School Admissions Code 2014 states that ‘there is no duty for Local Authorities or Admission 
Authorities to comply with parental preference when allocating places at the Fair Access Panel’. A PEEP 
forms part of the Fair Access working arrangements and is a sub-group of the Secondary Placements 
Panel.  

9.2 Parents/carers must fully consent to their child being referred to the PEEP, therefore it is important 
that they are well informed about the purpose of the panel. 

10.3 Parents/carers will be encouraged to consider the advantages of working to the agreement in the 
context of any expressed preferences.  

10.4 Discussions with parents/carers regarding a new school placement will focus on a speedy 
reintegration following the ‘best chance of success’ principle.  

10.5 The LA will notify the panel’s decision regarding school placement to school and parents/carers.  

10.6 In the event of the child being formally permanently excluded twice, the LA is not required to comply 
with parental preference for two years following the second exclusion.  
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11. Escalation Procedures 
11.1 A PEEP forms part of Plymouth’s Fair Access Protocol and has been agreed with the majority of 
schools in Plymouth. Schools must abide by the decision of the PEEP. In cases where a school rejects an 
allocation the LA has the power to direct/refer for direction the admission authority for any maintained 
school in its area to admit a child. In the case of academies, the LA has the power to refer to the 
Secretary of State. 

 


