
 

Admission Policy 
 

Referral Process 

There is a simple 3 stage process to refer pupils to the CornerPost Education 

Centre: 

Stage 1 

1. CornerPost attends primary Hubs (Tamworth Blue & Yellow) (Burton A & B) 

where referrals can be made. 

2. Schools can refer independently if needed.  

3. The school requests a referral form and returns it to CornerPost Education 

Centre. 
 

Stage 2 

1. A visit is required with the pupil, parents, and key staff members. 

2. Parents need to fill in induction pack  

3. A trial day will be agreed between CornerPost and school, this is to assess 

the child’s compatibility with current cohort.  

4. A plan action is discussed and agreed between the CornerPost and the 

school (and parents). 

 

Stage 3 

1. The pupil starts at the CornerPost 

2. The pupil remains school responsibility  

3. The school must visit at a minimum of once a term regardless of time spent by 

pupil at CornerPost. 

4. CornerPost will visit pupil in school  

5. Plans are reviewed every half term (minimum). Reviews can be requested by 

school, parents and CornerPost anytime. 

It is important to pay cognisance to the fact that there is no minimum or maximum 

time for a pupil to stay at the CornerPost. Our objective is to support the schools and 

education system and for the pupil to return to mainstream education with 

fundamental changes in emotional and educational skills. Every school, pupil and 

exclusion situation are unique. Our plans and frameworks are devised in partnership 

with the schools involved and crucially agreed by the parents. CornerPost during 



which time we are flexible and experienced enough to be able to change provision at 

any time for the benefit of the pupil. 

 

Review Date: Jan 26 

 
 

The CornerPost Education Centre 
Referral Form 

Where Everyone Matters 

General Information  

Pupils Name  

Curr
ent 
Scho
ol 

 

Year Group  Key Stage  D.O.B  
Parents / Carer Consent 
given 

 

Parents / Carers 
Signature 

 Head 
Teachers 
Signature  
(Agrees to 
terms and 
conditions) 

 

Date of Referral  Contact Name of Referrer  

Contacts Number  Contacts Email  

Planned Start Date  UPN No  

Attendance Last Year % Current % 
Previous Hub 
Intervention Y/N 

 

Has a Boxall Profile been carried 
out   

 Pupil on a SEND Register  

Emergency Contact Details  

 Name Relationship Number 

1st  
 
 

  

2nd  
 
 

  

3rd  
 
 

  

Parents email address 
 

 

Pupils Address: 
 
 
 



 
 
 
 

Reason for Referral 
 
 
 
 
 
 
 
  

Welfare  

Looked After Child      
Name of Social 
Worker  

Child In Need  Child Protection  Free School Meals  

Previous 
Exclusions 

Yes  No  
FTE 
(Number) 

 
Permanent 
(Number) 

 

Managed 
Moves 

If yes, please specify number  
Please specify 
destination school(s) 

 

EHCNA 
Status  

Gathering 
Evidence  

 Submitted  Assessment  Draft  Issued   

Please inform if any other outside agencies are involved; 

Family Support  Autism Outreach Team  

Local Support Team  Physiotherapy  

Specialist Outreach  Occupational Therapy  

CAMHS  Hearing Impairment  

Speech and Language 
Therapy 

 Visual Impairment  

Educational Psychology  Social Services  

Behaviour Support  Other (Please specify in 
box) 

 

Please include contact name and email address for current agencies involved where known 

 
 

 

 
 

 

 
 

 



Medical Concerns: 
 

Any Other Comments  

 

 

Terms and Conditions 

 

 

This agreement is between: 

 

The CornerPost Education Centre &                                         (Home School)  

 

for the purpose of delivering a suitable alternative provision educational learning 

programme  

 

 

 

AIMS 

 

To create a restorative environment where pupils feel valued and confident in their abilities. Staff 

support pupils to understand their emotions and how to develop strategies to cope with their 

feelings. Pupils understand that there are consequences to our choices and support pupils to 

increase their window of tolerance.  

 

 

 

OBJECTIVES. 

 

Increase individuals window of tolerance 

Improve self-esteem and confidence 

Increase resilience 

Make the right choices  



 

    

 

NEXT REVIEW DATE:  Sept 26 

 

 

 

 

RESPONSIBILITIES 

 

 

CORNERPOST EDUCATION CENTRE AS THE LEARNING PROVIDER WILL: 

 

1. Provide a structured programme of learning, with clear aims, objectives, and 
methods to help support the pupil change behaviours. 

2. Provide Learners and their parents/carers with all relevant programme details, 
i.e., term dates, session times, contact name, timetables when requested. 

3. Employ staff with relevant teaching/vocational experience and provide 
appropriate staff cover in the case of staff absence. 

4. Ensure that all Learners have regular tutorials including personal support and 
guidance. (IAG) CornerPost is a restorative centre, and all our interactions will be 
restoratively based.  

5. Provide all tools, equipment and materials required for all areas of learning. 

6. Contact home schools immediately regarding any Learner whose behaviour or 
progress is causing concern or safeguarding issues. 

7. Provide an area where Learners can have their lunch with an identified person 
available for support during lunch and break periods. 

8.  Monitor progress and provide termly written reports to the home school and 
parents/carers. 

9. Provide a clear process for the reporting of accidents. 

10. Keep all data concerning Learners in accordance with the Data Protection Act. 

11. Collect and supply the necessary data for audit requirements. 

12. Provide home school with weekly update on attendance, if learner does not turn 
up contact parent for reason, then home school. 

13. Ensure that the law and DCSF Guidance on Child Protection is complied with. 
(Child Protection: Safer Recruitment and Vetting in The Education Service) 

14. Ensure moderation and quality assurance systems are robust and meet any 
external requirements. 

15. Ensure that staff receive appropriate training where necessary. 

16. Ensure that appropriate insurance covers all Learners as outlined in line with 
Health and Safety Guidance. 



Home School WILL: 

 

 

1. Nominate an appropriate member of staff to act as the key contact and co-
ordinator.(Section Home school contacts) 

2. Home schools need to visit CornerPost at least once per half term to maintain 
relationship with pupil, assess progress, discuss with staff future progression 
and/or transition back to school. 

 

3. Provide prior to the commencement of the placement, referral form must be 
completed providing relevant detailed reports on the participant’s circumstances, 
behaviour, and educational status, in line with Data Protection/Child Protection 
regulations on home school. 

 

4. Induction process to be followed  
 

• CornerPost must be visited by key staff member from home school, 
parents/carers, and pupil.  

• Pupils will be required to attend a trial day for assessment for suitability of 
placement. 

• CornerPost will confirm days in writing and form part of this service level 
agreement  

 

5. Support CornerPost by: 
 

a. Working with the Learner and parent/carer to improve attendance 
and punctuality if this is unsatisfactory. 

b. Ensuring CornerPost is informed of known absences in advance. 
c. Working with Learner and parent/carer to help the Learner meet the 

code of conduct where this is not happening. 
 

6. Ensure that the necessary insurance and health and safety arrangements have 
been checked and are in place, including completion of all risk assessments.  

 

7. Notify CornerPost of any significant change of circumstances involving the 
Learners or details likely to affect placement. 

 

8. Collect the necessary data for audit requirements. 
 

9. Ensure that all documentation regarding trips and visits is completed in 
accordance with LA regulation 

 

10. Schools’ responsibility to check daily attendance, CornerPost will only inform 
school of non-attendance. 

 

11. Please see Appendix A regarding AP regulations on placement  



LEARNER AGREEMENT 

 

Learners are expected to: 

 

 

1. Follow all Health and Safety rules and practices as set by CornerPost  
 

2. Treat all adults, fellow Learners, and property at the Learning Provider with respect. 
 

3. Arrive on time 
 

4. Complete all work to the best of their ability. 
 

5. Discuss any problems with any member of staff at CornerPost 
 

6. Learners are expected to abide by the behaviour management policy of the Learning 
Provider. 

 

To Be Completed 

Home School Contacts 

 

Key Contact Name 
Position Responsibility Contact Details 

    

 

Reserve Name 
Position Responsibility Contact Details 

    

 

Emergency out of hours 

contact  

Position Responsibility Contact Details 

    

 

Pupils Name Hours 
Times 

Start - Finish 
Day 

 

 

   

 

 

   

 

 
   

 



CornerPost Contacts 

 

Key Contact 

Name 

Position Responsibility Contact Details 

Claire Keast Partnership 

Manager 

Link between 

partners and 

the 

CornerPost 

Education 

Centre   

01827 314111 

Claire@tamworthboxing.com 

 

Reserve Name 
Position Responsibility Contact Details 

Alan Keast Centre 

Manager 

Managing the 

CornerPost 

Education 

Centre 

O1827 314111 

Alan@tamworthboxing.com 

Reserve Name Position Responsibility Contact Details 

Michelle 

McGeough 

 

 

Office 

Manager 

Administration  01827 314111 

admin@tamworthboxing.com 

 

Emergency out of hours 

contact 

Position Contact Details 

Claire Keast Partnership Manager 07898 952 183 

Copy of this document to be kept by CornerPost Education Centre and Home School 

 

Home School & CornerPost Education Centre:  SERVICE LEVEL AGREEMENT. 

 

Home School will be. 

 

1. Invoiced at the end of each Half Term at cost of £80 per day per pupil, Staffordshire 
schools are subsidised to £45 per day by Staffordshire County Council.  

 

2.  This will be paid on a 30-day receiving invoice  
 

3. The times and days agreed before Pupil commence placement. Will be under constant 
review and can be changed at any time by home school or CornerPost for the benefit of 
the child. 



4. The sessions will be payable on placement. Un/authorised holidays, sickness   and 
school inset days are still charged  

 

5. CornerPost inset days will not be charged  
  

6. Closure of placement without notice will be charged at previous week rate. 
 

 

This agreement will be reviewed on an annual basis (September) 

  

Next Review Date:   September 2026 

 

 

SIGNED:  A. Keast 

CornerPost Education Centre: Manager                                                  date: 

 

PRINT NAME: Alan Keast. 

 

SIGNED 

Home School:                                                                                         date: 

 

PRINT NAME: 
 

Note: 

Sending this document via email both parties agree a printed/typed signature is legal and binding.   

 

Appendix A 

Placement Allowance Policy 

CornerPost Education is committed to adhering to Alternative Provision Guidelines. 

This policy aims to protect: 
• Registered Charity: 1111 325 (Tamworth Amateur Boxing Club) 
• The School: To ensure compliance with OFSTED regulations. 
• The Pupil: To ensure they are optimally placed for their development. 

Placement Duration: 
A pupil will be permitted to attend CornerPost for a maximum of 90 days over the 
academic year. These 90 days can be distributed in any combination across any 
number of weeks. This will be continuously reviewed by CornerPost and the home 
school. 

Reporting: 
At the end of each term, CornerPost will provide the following reports to parents, 
schools, and Staffordshire Education: 
• Total number of days attended at school 



• Total number of days attended at CornerPost 
• Remaining days of the school year 

This will be added to pupil end of term reports or letters.   

 


