Procedure for admitting fixed term or permanently excluded students to the PRU 
	Procedure
	When?
	Communication/paperwork/process required by PRU
	Action required by:
	Responsibility:

	Student excluded from school
	Day 1
	Copy of Head’s exclusion letter 
	School to fully complete and securely email to nhlc.severnside@southglos.gov.uk 
	School

	Gathering information for PRU
	Day 1/2
	Completed a request for service form or CAF available on the 7side schools page
	School to fully complete and securely email to nhlc.severnside@southglos.gov.uk
	School

	Establishing communication links
	Day 1/2
	Phone call to Severnside to check arrival of letter and details 
	School to call PRU on 01454 868600
	School

	
	
	Phone call to parents to establish contact and PRU role
	PRU to call parents Insert record of phone call
	Unit Head /PRU admin

	Checking eligibility and arranging transport
	Day 1/ 2
	Transport arranged if applicable
	PRU to check eligibility and arrange transport if applicable
	PRU admin

	Entering student’s details on database
	Day 1/2
	Student dual registered at PRU if FTEX or on PRU role if PEX
	Referral details entered into system
	PRU admin

	Contacting parents of excluded pupil
	Day 2/3
	Letter and admission pack to parents
	PRU to send letter and pack first class
	PRU admin

	Confirming appointment
	Day 3/4
	Confirming contact and admissions meeting appointment, records of phone calls to be kept in student file
	PRU to call parents and confirm details and dates, keeping records
	PRU admin

	Admissions meeting and starting interim education programme
	Day 6
	Student and Parents attend admission meeting, Student begins education programme at PRU
	Parents to attend admission meeting with student
	Unit Head

	Entering student’s details on database
	Day 6
	Confirm attendance and enter as intervention on system
	Intervention details entered into system
	PRU admin

	Communicating during the placement
	During placement
	PRU will record attendance in register and inform school of any absence
	Email sent to school if student is absent on day of absence
	PRU admin

	Finishing at the PRU
	End of placement
	Student returns to school (for interim students) or starts at new school (permanently excluded students)
	Exit reports and arrangements provided by PRU
	Unit Head


