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Purpose

The purpose of this policy is to set out the principles and procedures relating to admissions,

referrals, equality, and accessibility at Fast Forward Vocational Training Ltd (FFVT).

It ensures that FFVT provides fair, consistent, and inclusive access to vocational training for

learners accessing alternative provision and post-16 high needs placements, including part-

time programmes delivered as part of a wider education or training plan.

The policy outlines how FFVT promotes equality of opportunity, removes barriers to

participation, and ensures compliance with the Equality Act 2010. It also sets out how

learners are assessed for suitability through a structured referral and admissions process,

and how placements are planned to support progression towards education, training, or

employment outcomes.

Scope

This policy applies to all learners, staff, volunteers, visitors, and external partners involved in

FFVT provision. It covers all learning environments and activities, including vocational

training, work-related learning, enrichment activities, alternative provision, and post-16 high

needs placements.

Many learners remain on roll at their commissioning school, PRU, or Local Authority. FFVT

works in partnership with these organisations to ensure placements are safe, appropriate,

and responsive to individual needs.

Responsibilities

Senior Leadership Team

Ensure fair, transparent admissions and referral processes

Oversee compliance with relevant legislation and safeguarding requirements

Promote equality, diversity, and inclusion across the organisation

Monitor accessibility and reasonable adjustments

Work with commissioning bodies and external partners

Ensure staff training is in place

Review this policy annually

Instructors and Support Staff

Deliver inclusive teaching and training

Identify and remove barriers to learning

Support learners with SEND and SEMH needs
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Promote positive behaviour, respect, and engagement

Report accessibility or support concerns

Site Management and Administration

Maintain safe, accessible learning environments

Ensure equipment is suitable and accessible

Provide information in accessible formats

Implement reasonable adjustments where required

Learners

Engage positively in learning

Treat others with respect

Follow FFVT policies and expectations

Contribute to an inclusive environment

Commissioning Bodies and External Partners

Provide accurate and relevant learner information

Engage in referral and review processes

Support learner progression and outcomes

Equality Statement

FFVT is committed to promoting equality, diversity, and inclusion in all areas of its provision.

No learner, staff member, or stakeholder will be discriminated against on the basis of age,

disability, gender, gender reassignment, pregnancy or maternity, race, religion or belief, sex,

sexual orientation, marriage or civil partnership.

FFVT actively promotes inclusion, removes barriers to participation, and ensures reasonable

adjustments are made so that no learner is disadvantaged. Any discriminatory behaviour or

incidents are addressed promptly in line with organisational procedures.

Admissions and Placement Suitability

FFVT provides placements for learners who can benefit from vocational and practical

education and where the organisation can meet their needs safely and effectively.

Placements are agreed in partnership with commissioning schools, PRUs, Local Authorities,

or other referring bodies.  

In some circumstances, parents and carers may make an initial enquiry or referral to FFVT

regarding a potential placement. However, FFVT does not generally directly commission

placements independently of funding agreements. This is reviewed on a case by case basis.
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Admissions and Referral Process

FFVT operates a structured referral and admissions process to ensure that all placements

are appropriate, safe, and able to meet learner needs effectively. All placements must be

formally commissioned and funded by a Local Authority, school, PRU, or approved external

body.
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Stage Pre-16 AP Post16 Provision Responsibility

Referral
Submission

Referral submitted by
school, PRU, or Local

Authority where a learner
requires alternative

provision.

Referral submitted by
Local Authority, school,

college, or
commissioning body for

post-16 vocational or
high needs placement.

Commissioning
Body

Initial Review

Review of pupil
information including

EHCP, attendance,
safeguarding, attainment,
and SEND/SEMH needs.

Review of learner profile
including EHCP (if
applicable), prior
attainment, risk

information, and support
needs.

Programme
Lead

Consultation
(if required)

Consultation with school,
parents/carers, and

relevant professionals to
assess suitability and risk.

Multi-agency
consultation with

commissioning body,
parents/carers, and
professionals where

required, particularly for
complex needs.

Programme
Lead / SLT

Placement
Decision

Decision made based on
suitability, safeguarding

considerations, and
capacity to meet needs.
Outcome communicated

with rationale where
appropriate.

Decision made based on
suitability for vocational

training and
independence

development. Outcome
communicated with

rationale where
appropriate.

Senior
Leadership

Team

Funding
Confirmation

Placement only proceeds
once funding and

commissioning agreement
is confirmed.

Placement only proceeds
once funding and

commissioning
agreement is confirmed.

Commissioning
Body / SLT
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Stage Pre-16 AP Post16 Provision Responsibility

Transition
Planning

Transition planning
includes reintegration

support or structured AP
timetable linked to school

placement.

Transition planning
includes vocational
pathway planning,

timetable agreement,
and support strategies.

Programme
Lead

Induction

Learner induction
delivered with

involvement from school
and parents/carers where

appropriate.

Learner induction
delivered prior to or at

start of placement,
including safeguarding,

expectations, and
programme overview.

Delivery Staff

Enrolment
and

Recording

Learner information
recorded on FFVT systems

with agreed support
arrangements.

Learner information
recorded on FFVT

systems with timetable,
support, and progression

plans.

Administration
Team

Ongoing
Review

Regular review with
school/LA focusing on

engagement, behaviour,
attendance, and

reintegration/progression.

Regular review with
commissioning body

focusing on vocational
progress, engagement,

and outcomes.

FFVT /
Commissioning

Body

Continued

Accessibility and Reasonable Adjustment

FFVT is committed to ensuring that all learners, including those with disabilities and

additional needs, are able to access vocational training fully and participate in all aspects of

their programme. Accessibility is embedded across curriculum delivery, teaching practice,

assessment, communication, and support arrangements, rather than relying solely on

physical adaptations.

Teaching and learning are designed to be inclusive, using a range of practical, visual, and

digital approaches where appropriate. FFVT implements reasonable adjustments in line with

individual learner need, which may include assistive technology, differentiated instruction,



adapted resources, one-to-one support, and adjustments to assessment arrangements.

Information and communication are provided in accessible formats where required, and

learners or families can request alternative formats via the placement coordinator.

Further detail on how accessibility is implemented in practice, including operational actions,

responsibilities, and success measures, is set out in Appendix 1: Accessibility Plan.

Staff Training and Awareness

All staff receive regular training to ensure they are equipped to support learners with SEND,

SEMH needs, or other additional requirements. Training includes inclusive teaching

practices, equality and diversity awareness, behaviour management, safeguarding, and

implementing reasonable adjustments. This ensures staff can respond effectively to the

individual needs of each learner.

Complaints and Concerns

Learners, parents, staff, or visitors who experience difficulties related to admissions,

equality, or accessibility should report them to the Senior Leadership Team. Concerns are

addressed promptly, fairly, and in line with the FFVT Complaints Policy.

Policy Review

This policy was created on 1  September 2026 and will be reviewed annually to ensure it

remains accurate, effective, and compliant with current legislation and guidance.

st

The Head of Centre and Senior Leadership Team are responsible for reviewing this policy and

ensuring it reflects current best practice, safeguarding requirements, and organisational

procedures.

The next scheduled review date is 1  September 2027. Earlier review may take place if

there are significant changes to legislation, guidance, or operational practice.

st
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Purpose

To ensure learners with disabilities or additional needs can access vocational training,

participate safely, and benefit from reasonable adjustments and inclusive teaching.

Key Objectives and Actions
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Objective Actions Responsible Success Criteria

Curriculam
Access

Adjust practical sessions for
individual needs; offer course

materials in large print or
digital formats

Lead
Instructor/

Head of
Operations

All learners can access
their chosen

programme and course
materials

Staff Training

Regular CPD on inclusive
teaching, equality, and

supporting learners with
disabilities

Head of
Operations/

DSL

Staff apply inclusive
strategies in lessons
and support learners

effectively

Physical Access

Maintain ramps, automatic
doors, accessible furniture,

toilets, and emergency
routes; high-contrast signage

Facilities
Team

Learners with mobility
impairments can
navigate centres
independently

Information &
Communication

Ensure website complies with
accessibility standards; offer

information in alternative
formats; clear accessibility

contact point

Head of
Centre /
Admin

Learners and families
can access information

in preferred format;
queries addressed

promptly

Admissions &
Placement

Include accessibility
considerations during

referrals and consultations
for learners with complex

needs; interim placements
accommodated; personalised

transition plans

Admissions
Lead /

Programme
Lead

Learners can
participate fully from
day one; placements
match learner needs

Learner
Wellbeing &

Inclusion

Promote social inclusion,
peer support, and

participation in all activities;
monitor learner wellbeing;

address barriers to
engagement

Teaching
Staff /
SENCO

Learners feel included,
supported, and can

engage fully in
academic and

practical activities
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Providing a safe, exciting, and engaging
 opportunity for young people to achieve


	Admissions and referral process
	Objective
	Actions
	Responsible
	Success Criteria
	Curriculam Access


