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Introduction
Adventure in Learning is committed to ensuring a working partnership with education providers, with a smooth transition for the young person attending the provision. This policy sets out our procedures towards admissions meetings with pupils, parents and schools along with the process that is followed prior to a start date.
1.Educational Provider Link
Initial meeting with the school to be organised by Pastoral Lead including visit to Adventure in Learning.
School to complete Quality Assurance if needed.
Once meeting has ended, Pastoral Lead will email over referral forms, service level agreements and finance agreements. Policies to be shared with the schools.







2. Admissions meeting
Meeting arranged by Pastoral Lead with school, parents, pupil and any other relevant professionals. 
Tour around Adventure in Learning given to those who have attended the meeting. Expectations set out to the pupil and discussion regarding what Adventure in Learning has to offer them.
Timetable options discussed.





	


3. Prior to start 
All staff of Adventure in Learning to meet and consult timetable offer for pupil. (Options include: 6 weeks or 12 weeks. Full time or Part time). Staff to discuss any safety issues and set out a plan for the pupil.
Pastoral Lead to liaise with school to discuss the timetable agreement and start date. 
Referral form to be received by the school with all relevant information regarding the pupil and contact details. Any risk assessments, safeguarding information or EHCP documents to also be received by the school. Payment from the school received in full the day before the pupil starts.
Pastoral Lead to consult with staff regarding any other missed information that has been received prior to the pupil starting.
Transport organised (if required) by the school and discussed with the Pastoral Lead.
Pastoral Lead to update all Adventure in Learning systems regarding new pupil.













The relevant documents that need to be completed during this process are as follows: 
Appendix A - Referral Form from School
Appendix B - Risk assessment Form for child
Appendix C - Parental Permission Form
Appendix D - Behaviour Contract – Primary or Secondary
Appendix E - Anti-bullying Contract
[bookmark: _heading=h.gjdgxs]These are attached as appendices but can be found on the AIL System in electronic format.
























Appendix A - Referral Form from School
[image: A green and white sign
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Referral Form


Name of Pupil:



Referring School:


	Name of Learner:   
	

	Date of Birth:
	
	Year Group:
	
	Ethnicity:
	

	Pupil Premium:
	Y/N
	FSM
	Y/N
	Gender:
	M/F
	SEND:
	N/K/EHCP

	Name of Parent/Carer:
	

	Address:
	

	Contact Number:
	

	Email Address:
	

	Emergency Contact:
	
	Contact Number:
	

	Safeguarding
	CP/CIN/EHP
	Social Worker/ Lead Professional:
	
	Contact Number and Email address:
	

	School Contact Name:
	

	School Email Address:
	
	School Contact Number:
	

	% Attendance:
	

	What are the presenting behaviours of the pupil:

	Please give details of the aspects of the child’s development, progress or behaviour that are causing concern.  









	Impact of concerns:

	Please detail the impact of these concerns in school












	What specific outcome(s) are you seeking for the learner:

	What will be different when the learner returns to school?















	External Agency Involvement

	
	Currently
involved:
	Historic involvement:
	Name:
	E-mail/contact number:

	Early Help
	Y/N
	Y/N
	
	

	Social Worker
	Y/N
	Y/N
	
	

	Educational psychologist
	Y/N
	Y/N
	
	

	Attendance officer
	Y/N
	Y/N
	
	

	School Nurse
	Y/N
	Y/N
	
	

	YOT
	Y/N
	Y/N
	
	

	Police
	Y/N
	Y/N
	
	

	CYPS
	Y/N
	Y/N
	
	

	NTAR
	Y/N
	Y/N
	
	

	Other
	Y/N
	Y/N
	
	



	OVERALL SUMMARY AND RISK LEVEL - Comments

	









	Date:
	

	Name of Referrer:
	

	Position/Job Title:
	

	Contact Number:
	

	Contact Email:
	

	Signed:
	



PLEASE ATTACH THE FOLLOWING DOCUMENTS (WHERE APPROPRIATE)

· SEN Support Plan
· Educational Psychologist Report
· Attendance Certificate
· Behaviour Support Plan
· Risk Assessment
· Last school report/most recent academic information
· Summary of exclusion information 
· Any other reports from professionals involved




























Appendix B - Risk assessment Form for child

Risk Assessment
Pupil Name: 
School:
Start Date: 






	RISK ASSESSMENT – Mainstream/Provision setting (NAME OF SCHOOL)

	Medication

	Dietary 

	Allergies


	

	BEHAVIOUR PROFILE    

	Does the child have a history of aggressive behaviours?
	

	How long has behaviour been exhibited for?
	

	Has the behaviour been observed by a range of people?
	

	Is access to the curriculum affected?
	

	Are you aware of factors which affect work placements/offsite activities?
	

	Summary of previous behaviour:






	PATTERNS

	Is there a pattern to behaviour?
	

	Do incidents occur under specific circumstances?
	

	Do incidents occur with specific people?
	

	Are there any identifiable triggers?

	

	Have different strategies been tried?

	






	
	Yes
	No
	COMMENTS

	Violent behaviour towards female staff
	☐
	☐
	

	Violent behaviour towards male staff
	☐
	☐
	

	Violent behaviour towards female peers
	☐
	☐
	

	Violent behaviour towards male peers
	☐
	☐
	


	Verbal aggression towards female staff
	☐
	☐
	

	Verbal aggression towards male staff
	☐
	☐
	

	Verbal aggression towards female peers
	☐
	☐
	

	Verbal aggression towards male peers
	☐
	☐
	

	Impulsive/ dangerous behaviour
	☐
	☐
	

	Made allegations of physical abuse by staff
	☐
	☐
	

	SUBSTANCE ABUSE
	Yes
	No
	COMMENTS

	Has he/she taken illegal drugs
	☐
	☐
	

	Has he/she been involved in dealing drugs
	☐
	☐
	

	SEXUAL BEHAVIOUR
	Yes
	No
	COMMENTS

	Inappropriate sexual behaviour towards female staff
	☐
	☐
	

	Inappropriate sexual behaviour towards male staff
	☐
	☐
	

	Inappropriate sexual behaviour towards female peers
	☐
	☐
	

	Inappropriate sexual behaviour towards male peers
	☐
	☐
	

	Made allegations of inappropriate sexual contact
	☐
	☐
	

	OTHER AREAS OF CONCERN
	Yes
	No
	COMMENTS

	Self harm
	☐
	☐
	

	Known to carry dangerous articles
	☐
	☐
	

	Been involved in racial issues
	☐
	☐
	

	Leaves premises without permission
	☐
	☐
	

	Been involved in bullying
	☐
	☐
	

	Has been bullied
	☐
	☐
	

	Has been involved in vandalism of property
	☐
	☐
	

	Has been involved in arson
	☐
	☐
	

	HOME ENVIRONMENT
	Yes
	No
	COMMENTS

	Parent/carer/family member has been verbally aggressive
	☐
	☐
	

	Parent/carer/family member has been physically aggressive
	☐
	☐
	

	Parent/carer/family member has been known to make allegations of misconduct
	☐
	☐
	

	Parent/carer/family member known to misinterpret comments
	☐
	☐
	

	MANAGEMENT & SUPERVISION OF PUPIL

	What strategies and interventions have already been implemented. 





	DETAILS OF MOST RECENT SIGNIFICANT INCIDENTS

	






	TRIGGERS/FLASHPOINTS
	Yes
	No
	COMMENTS

	Peer provocation
	☐
	☐
	

	Work/task frustration
	☐
	☐
	

	Poor academic ability
	☐
	☐
	

	Noise levels
	☐
	☐
	

	Teacher responses
	☐
	☐
	

	Social time incidents
	☐
	☐
	

	Lunch time incidents
	☐
	☐
	

	External factors
	☐
	☐
	

	Medication (ADHD)
	☐
	☐
	

	Formal lessons
	☐
	☐
	

	Free activities
	☐
	☐
	

	Exposing of self esteem
	☐
	☐
	

	Not getting own way
	☐
	☐
	

	Inability to comprehend instructions
	☐
	☐
	

	Task frustration due to motor or sensory difficulties
	☐
	☐
	

	Stigma-rejects or dislikes support
	☐
	☐
	

	Social relationships
	☐
	☐
	

	Inability to cope with physical demands of the day
	☐
	☐
	

	Erratic learning pattern, loss of concentration
	☐
	☐
	

	Adverse reaction to authority
	☐
	☐
	

	Moving around class
	☐
	☐
	

	Moving around school
	☐
	☐
	

	Unfamiliar adults (supply, visitors, etc)
	☐
	☐
	

	Name calling
	☐
	☐
	

	Being bullied
	☐
	☐
	

	Manipulated
	☐
	☐
	

	Being ignored
	☐
	☐
	

	Peer rejection
	☐
	☐
	

	Pupil catalysts (name pupils provoking behaviour)
	☐
	☐
	

	Late for lessons (misses instructions)
	☐
	☐
	

	Poor attendance (missed learning)
	☐
	☐
	

	Reprimands
	☐
	☐
	

	Just wants to be left alone
	☐
	☐
	

	RISK LEVEL

	LOW
	DESCRIPTION
	

	1
	Normal range of behaviour given age
	☐

	2
	Occasional incidents of non- compliance/ challenge associated with mood swings
	☐

	3
	Regular incidents of non-compliance/ challenge including aggressive confrontations with others
	☐

	4
	Commonplace incidents of non-compliance/ challenge including dangerous behaviour associated with impulsiveness, a lack of anticipation and acceptance of consequences and ignoring adult advice
	☐

	5
	Numerous incidents of non-compliance and severe challenge including violence and aggression associated with loss of emotional control, and the undermining of adult authority
	☐

	6
	Numerous incidents of non-compliance and severe challenge including dangerous, violent and aggressive behaviour, bullying and assault associated with premeditation, and undermining adult authority to the detriment of others.
	
☐


	HIGH
	
	

	OVERALL SUMMARY AND RISK LEVEL - Comments

	









	Date:
	

	Name of Referrer:
	

	Position/Job Title:
	

	Contact Number:
	

	Contact Email:
	

	Signed:
	





Appendix C - Parental Permission Form
Adventure in Learning Parental Permissions Form
	
	Y
	N

	First Aid: I give permission for my child to receive basic first aid if needed.
	☐
	☐

	Offsite Activities: I allow my child to participate in offsite activities and excursions organised by Adventure in Learning.
	☐
	☐

	Sunscreen: I authorise Adventure in Learning staff to apply sunscreen to my child 
as needed.
	☐
	☐

	Photo Consent: I give permission for my child's photos to be taken and used for educational and promotional purposes by Adventure in Learning.
	☐
	☐

	Mobile Phone and internet Usage: I understand that the provisions policy is not to allow the use of a child's personal mobile phone (or other internet accessible device) during lessons or activities. This will be undertaken by the removal of the phone at 10am and returned when the pupil leaves site.
	☐
	☐

	1:1 Activities Consent: I understand that on occasions, my child may undertake 1:1 activities with a staff member (all staff thoroughly vetted via our safer recruitment policy). I give permission for my child to take part in 1:1 activities
	☐
	☐

	Policies: By signing this form, I confirm that I have been made aware of Adventure in Learning's policies and understand that they are available to view at www.adventureinlearning.co.uk and I give permission for my child to participate in the AIL programme
	☐
	☐


 
Child's Name: ___________________________________
Parent/Guardian Name: ____________________________
Parent/Guardian Signature: _________________________
Date: ___________________________________________
 




Appendix D - Behaviour Contract – Primary or Secondary
Adventure in Learning: Behaviour Contract for Primary Pupils

[bookmark: _heading=h.xj77wgyhulwp]Our Rules at Adventure in Learning
1. Respect the Newburn Activity Centre
· Take care of all the equipment and spaces.
· Don’t go into areas that are out of bounds unless a teacher gives you permission.
· Keep the centre clean and tidy.
2. Be Kind and Respectful
· Always treat other pupils, staff, and visitors with kindness.
· Use polite words and actions.
· Include others in activities and help your friends when they need it.
3. No Pressing the Fire Alarms
· Only press the fire alarm if it’s a real emergency. Playing with the fire alarm puts everyone at risk.
4. Keep Safe and Follow Instructions
· Listen carefully to your teachers and follow their instructions.
· Stay in safe areas and never leave the building or grounds without permission.
5. No Swearing
· Use kind and respectful language at all times. Swearing or using rude words is not allowed.
6. No Running Around Indoors
· Walk calmly inside the building to avoid accidents. You can run and play outside during activity time.
7. Use Doors Properly
· Don’t use the back fire door unless it’s an emergency. This keeps everyone safe.
8. Be a Team Player
· Work together with your friends during activities.
· Share equipment and take turns.
[bookmark: _heading=h.j7wkfva0u90f]
[bookmark: _heading=h.iduyn6ymnkku]
[bookmark: _heading=h.dyoug4x27fl0]
[bookmark: _heading=h.aygi9mxha9iv]
[bookmark: _heading=h.3ka3isrit7ha]Your Promise
By signing this contract, you promise to follow the rules, respect everyone at Adventure in Learning, and try your best every day!

Pupil Name: ____________________________

Pupil Signature: _________________________

Date: _________________________________

Adventure in Learning Staff Signature: _____________________

Centre Manager Signature: ______________________________

Let’s work together to make Adventure in Learning a fun, safe, and amazing place for everyone!











Adventure in Learning: Pupil Behaviour Contract- Secondary
At Adventure in Learning, we are committed to providing a safe, respectful, and positive environment where all pupils can thrive and succeed. This contract is directly linked to our Behaviour Policy, which outlines the expectations for conduct at our provision, as well as the consequences for inappropriate behavior. All pupils are expected to adhere to these guidelines during their time at Newburn Activity Centre.
This contract outlines key expectations for behaviour and must be signed by the pupil, a representative from Adventure in Learning, and the Centre Manager.

[bookmark: _heading=h.i4czrs7ax0eo]Behaviour Guidelines
1. Respect Newburn Activity Centre at All Times
Pupils must treat the facilities, equipment, and other users of the Centre with care and respect. Any intentional damage will be addressed in accordance with our Behaviour Policy.
2. No Entry to Out-of-Bounds Areas Without Permission
Pupils are not allowed to enter areas marked as "out of bounds" unless they have explicit permission from a member of staff. This is to ensure safety at all times.
3. No Vaping
Vaping is strictly prohibited anywhere inside the building or on Newburn Activity Centre premises, in line with our Behaviour Policy and safeguarding standards.
4. Do Not Tamper with Fire Alarms
Fire alarms must not be pressed or tampered with unless there is a genuine emergency. Any misuse of fire safety equipment will be taken seriously and handled as per our Behaviour Policy.
5. No Swearing in the Centre
Pupils must use respectful language at all times. Swearing or offensive language is not acceptable and will be addressed in accordance with our Behaviour Policy.
6. Do Not Use the Back Fire Door
Pupils must not use the back fire door unless instructed to do so by staff during an emergency.
7. No Running Inside the Building
For the safety of all pupils and staff, running in the building is not permitted.
8. Zero Tolerance for Bullying
Bullying of any kind—verbal, physical, or emotional—will not be tolerated. All pupils must treat one another with kindness and respect. Any bullying incidents will be addressed in accordance with the procedures set out in our Behaviour Policy to ensure the safety and well-being of all pupils.
9. No Appearance Under the Influence of Drugs or Alcohol
Pupils must not attend the provision under the influence of drugs or alcohol. If a pupil is found to be under the influence, they will be sent home immediately, and the matter will be handled in line with our Behaviour Policy and safeguarding procedures.
[bookmark: _heading=h.5fqsq57w6d4]
[bookmark: _heading=h.lnym59qffi89]Acknowledgment of the Behaviour Contract
By signing this contract, you agree to abide by the behaviour guidelines set out above and detailed further in our Behaviour Policy. These rules are in place to ensure the safety, respect, and enjoyment of all pupils and staff at Adventure in Learning and Newburn Activity Centre. Failure to adhere to this contract may result in appropriate consequences, including a review of your placement.

Pupil Agreement
I, [Pupil Name], understand and agree to follow the behaviour guidelines outlined in this contract and the Adventure in Learning Behaviour Policy. I understand that failing to meet these expectations may result in consequences as deemed necessary by staff.
· Pupil Signature: ___________________________
· Date: ____________________________________

Adventure in Learning Staff Agreement
I, [Staff Member Name], confirm that I have reviewed this behaviour contract with the pupil, explained its contents, and linked it to the Behaviour Policy.
· Staff Signature: ___________________________
· Date: ____________________________________

Centre Manager Agreement
I, [Centre Manager Name], acknowledge the expectations outlined in this behaviour contract and agree to support its implementation to maintain a safe and respectful environment.
· Centre Manager Signature: __________________
· Date: _____________________________________








Appendix E - Anti-bullying Contract
Adventure in Learning Anti-Bullying Contract

At Adventure in Learning, we are committed to providing a safe, caring, and friendly environment for all of our students. This contract outlines our collective responsibility to prevent bullying and promote respect and kindness within our community.
As a student of Adventure in Learning, I agree to the following:

Respect and Kindness:  
I will treat others with respect and kindness at all times. I understand that all students have the right to feel safe, valued, and included.
No Bullying:
I will not bully others in any form. This includes:
Physical bullying (e.g., hitting, pushing, damaging property)
Verbal bullying (e.g., name-calling, teasing)
Social bullying (e.g., excluding others, spreading rumours)
Cyberbullying (e.g., sending mean texts or posting harmful content online)
Reporting Bullying:  
If I witness bullying, I will report it to a teacher or a trusted adult. I understand that reporting is not tattling, but a brave and responsible action to keep our school safe.
Support Peers: 
I will support peers who have been bullied and include them in activities.
Responsibility for Actions:  
I understand that if I engage in bullying, there will be consequences. These may include meetings with parents, counselling, and disciplinary actions as outlined in the school’s behaviour policy.
Continuous Learning:
I will participate in anti-bullying programs and education sessions provided by the school to better understand the effects of bullying and how to prevent it.

Student Signature:                                                         Teacher/Signature  
_______________________                                         _______________________  

(Date)
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