SEND Tuition with Hannah’s Hub: Referrals and Admissions Policy

Last reviewed: June 2026
Next Review Due: June 2027

1. Purpose and Scope

This policy sets out how SEND Tuition with Hannah's Hub accepts, assesses, and admits
learners to our tuition services. It ensures that all referrals are handled fairly, safely, and in
line with safeguarding, equality, and SEND legislation.

This policy applies to all learners, parents/carers, schools, local authorities, and other
commissioners referring children and young people (aged 3—18) to our agency for specialist
SEND tuition.

2. Legal and Statutory Framework

Our referrals and admissions process complies with:

- Keeping Children Safe in Education (KCSIE) 2025

- The Equality Act 2010 (including duties around disability)
- SEND Code of Practice (2015, updated 2024)

- Safeguarding Vulnerable Groups Act 2006

- Data Protection Act 2018 / UK GDPR

3. Who Can Refer

Referrals may be made by:

- Parents or carers

- Schools (mainstream or specialist)

- Local Authorities (including SEND teams)

- Educational Psychologists or other professionals involved with the child
- Young people aged 16+ (with parental knowledge where appropriate)

4. Eligibility Criteria

We consider referrals for learners who:

- Have identified special educational needs and/or disabilities

- Are suspected to have special educational needs and/or disabilities
- Have mental health or medical needs

- Are struggling to access learning in their current setting

- Would benefit from 1:1 or small-group (max 1:2) specialist tuition

- Are aged 3-18

- Can be safely supported within our safeguarding and risk framework
We do not discriminate on the basis of disability, ethnicity, gender, religion, or socioeconomic
status.

5. Referral Process

Stage 1: Initial Enquiry

An initial phone call is arranged to discuss the learner’s needs, tuition goals and interests, as
well as any other relevant information, which is recorded on our referral form. Alternatively,
referrers can complete the form themselves and return to sendtutoryorkshire@gmail.com. A
copy of the referral form is included at the end of this policy.
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Stage 2: Suitability Assessment
We assess whether we can meet the learner's needs, considering:
- Our tutors' expertise, location and availability
- Safeguarding and risk factors
- Compatibility with EHCP outcomes (where relevant)
Stage 3: Decision and Offer
Within a week of receiving this information, we inform the referrer of our decision.
If we are able to meet the needs of the learner, we will share information on the tutor who
has been matched with the learner, the hourly cost of sessions, and provide parents/carers
with our Client Welcome Guide.
If we cannot meet needs, we signpost to an alternative provision.
Stage 4: Tutor Contact
Within a week of a positive decision, the tutor/tutors will get in touch with the parents/carers
for an introductory conversation and to arrange the dates and times of the sessions.

6. Safeguarding and Risk Assessment

- All tutors are DBS-checked, trained in safeguarding, and follow our Safeguarding Policy.

- When tuition takes place in the home, parents/carers are required to inform the tutor and
Hannah of any building works or other hazards, and keep pets out of the tuition space if they
may cause distraction.

- When tuition takes place in the home, a parent or other responsible adult must stay within
the property at all times, and tuition must take place in a communal space in the home, not a
bedroom.

7. Equality and Reasonable Adjustments

Our offer is tailored to meet the needs of learners with special educational needs and
disabilities, and all planning and resourcing of tuition sessions is designed to ensure that the
learner is able to access and engage with the learning.

8. Complaints and Appeals

- If a referral is declined or a placement ends early, referrers may request a review in writing
within 10 working days.

- All complaints are handled under our Complaints Policy, with responses within 9 working
days.

9. Contact Details

Referral Lead: Hannah Lawrence
Email: sendtutoryorkshire@gmail.com
Phone: 07745 7239563
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Specialist SEND Tutors in Yorkshire
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New Learner Referral Form

Learner’s full
name

Parent/carer
name

Contact
number

Email address

Home address

Address of
proposed
tuition location
if different from
home address

SEND needs

Interests, likes,
dislikes

Agelyear group

Tuition subjects
areas

Tuition goals

Hours required
per week, and
estimated
number of
weeks

Other relevant
information




