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Admissions Procedure

(Last Reviewed: Autumn 2025)
Overview

Following the addition of a satellite site in the London Borough of Merton under
Bedelsford School the below procedure provides an outline of the arrangements for
the two sites to reflect differing local circumstances.

From September 2025, Bedelsford School will be based on two sites:

- Bedelsford (Kingston), the main school site, remains at Grange Road,
Kingston Upon Thames and will continue to cater for young people aged 2-19
with a wide range of physical disabilities and/or more complex medical needs,
as well as pupils who may have profound and multiple learning difficulties and
associated medical or sensory conditions.

- Bedelsford (Chaucer Centre), the satellite site, will be at Canterbury Road,
Morden and will cater for 40 young people from September 2025, with the
number increasing to 80 over a three-year period, providing for a range of
moderate to severe learning difficulties and complex needs. This is likely to
include speech language and communication needs and may also include
Autism Spectrum Conditions and other associated areas of need.

Pupils offered a place at either site will have an Education Health Care Plan (EHCP)
naming Bedelsford School and the centre.

Exceptionally a child may be admitted without an EHCP (e.g. a pupil coming from
overseas, for an assessment period if an EHCP is pending, or after hospitalisation
following an accident or illness).

On enquiry parents/carers are sent a prospectus and are invited to visit the school to
see the provision on offer. It is helpful if the prospective pupil is also able to attend.
However, no commitment to placement is ever made to parents/carers at the time of
the visit. If a parent/carer wants to request a placement for their child, they must do
so through their Local Authority.

Bedelsford School receives requests for places at Bedelsford (Kingston) directly from
the SEND team at Kingston Local Authority (LA) for pupils who have EHCP’s
maintained by the Royal Borough of Kingston as well as other local authorities.
Requests for places at Bedelsford (Chaucer Centre) are received through the Merton
LA SEND team.
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Bedelsford (Kingston) Application Process

If the Local Authority feels that Bedelsford School (Kingston) may be able to meet a
child’s special educational needs, documentation on the child will be sent to the
Principal. The documentation usually includes the EHCP/Statement of Special
Educational Needs. Appendices to the EHCP/Statement should include the latest
educational psychologist’s report and medical reports, information from the current
school or previous schools (where applicable) and information from other relevant
professionals.

All applications will be considered and the Principal, with delegated authority from
the Governors, will consider the following points before making any decision on
admission:

« that the appropriate class or year group has a physical space

that the child’s needs can be met within the school

« that there will be sufficient resources and expertise available

« that the placement will not be incompatible with the efficient education and
welfare of the other children.

« that healthcare specialists including the School Nurse and representatives of
Physiotherapists and SALTs will be consulted.

If the points above are met, then the child will be offered a place. If the school is
oversubscribed and there is no suitable class available with a space the child may be
put on a waiting list and be offered a place when a space is available with a suitable
peer and class group.

If the school is able to offer a place a letter will be sent to the pupil’s Local Authority
detailing the pupil’'s banding, as assessed by the school and any additional costs for
therapies and equipment. The LA’'s Special Needs Panel then makes the final
decision on the placement and informs the school of its decision. If the placement is
agreed a start date will be arranged and, where possible, records obtained from the
previous school. Further details can be found on the Local Offer website for Royal
Borough of Kingston.

For very young children, under 3 years of age, a six-month assessment period may
be available, usually for 2 sessions a week. The pre-entrance meeting is held in the
school before the placement begins and usually involves the Education Psychologist,
portage worker and possible health reports. At this meeting, entry times and
sessions are agreed. Towards the end of the six-month assessment period, a
meeting is arranged for parents/carers and relevant professionals to decide on the
suitability of the placement. If the placement is deemed appropriate the child can
move into nursery/reception pending the full Statutory Assessment procedure.


https://www.afcinfo.org.uk/pages/local-offer/information-and-advice/education/information-on-kingston-schools/special-schools-in-kingston
https://www.afcinfo.org.uk/pages/local-offer/information-and-advice/education/information-on-kingston-schools/special-schools-in-kingston
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Nursery provision is offered the term after the child’s second birthday. This is a part
time placement of 5 sessions per week (15 hours), for 38 weeks per year (the
Nursery is closed for the first week of the autumn term), sessions may be increased
gradually to this level if this best suits the child. Sessions will be offered where they
are available, parental preferences will be considered subject to class size and
staffing availability. Currently the legal requirement is to provide up to 15 hours of
education per week.

A full-time placement will begin in the September the child reaches reception age
(the September following their 4th birthday). Again, sessions may be increased
gradually from this date if this best suits the child.

The school places great value on building a constructive partnership with
parents/carers and a sensitive induction is arranged in partnership with them as soon
as possible for any pupil placed in Bedelsford School. Some pre-school pupils may
be visited at home. Parents may remain with the children during the first session at
school. The pupil may be invited to spend one or two sessions in school to meet all
the therapists and the School Nurse individually to ensure all their therapeutic
programmes are in place before they begin at the school.

The school will keep in close contact with the parents/carers through the use of the
home/schoolbook, telephone and termly parents meetings and Bi Annual or Annual
Reviews.

Bedelsford (Chaucer Centre) Application Process

If a Local Authority feels that Bedelsford School (Chaucer Centre) may be able to
meet the child’s special educational needs, documentation on the child will be sent to
the Merton SEND team who will make it available to the Principal and the Chaucer
Centre Head of School.

The Principal / Head of School will consider all consultations as part of the
admissions panel held jointly with the other special schools in Merton. When making
any decisions, the Principal/Head of School will consider the following points:

« that the appropriate class or year group has a physical space
« that the child’s needs can be met within the school
« that there will be sufficient resources and expertise available

« that the placement will not be incompatible with the efficient education and
welfare of the other children.

If the points above are met then the young person will be offered a place, subject to
available space and a formal observation which will usually be carried out by the
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Head of School or the Principal. If the school is oversubscribed and there is no
suitable class available with a space the child may be put on Merton’s waiting list

and will be reviewed again at the next admissions meeting.

With young people who are outside of Merton, all applications should come via the
Merton SEN team and will be reviewed following the above process. If we are able to
offer a place a letter Merton SEN will send a letter to the pupil’s Local Authority
detailing the pupil’s banding, as assessed by the school and any additional costs.
Merton LA's Special Needs Panel then makes the final decision on the placement
and informs the school of its decision. If the placement is agreed a start date will be
arranged and, where possible, records obtained from the previous school.



