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Policy completion rubric
The completion rubric below contains specific instructions and requirements to update this template based on your school’s unique operational needs.

	Policy section
	Completion instruction

	No.
	Detail
	

	Entire policy
	a) All information reflected in grey italics may/will require updating.
b) Add any policy information applicable to your school that is not already included in this policy.
c) Remove information that does not apply to your school.

	Cover page
	Insert your school logo.

	Policy footer
	a) Update the version number. Proper version control is a vital tool to ensure that the correct policy is in use at the school.
b) Update the school name.

	4
	Revision history
	It is critical to update this section, as it ensures that all users apply the correct version of the policy. Any amendments made to the policy must be reflected in this section.

	6
	Purpose
	Update this section to reflect the school’s own objectives, if different from the information currently contained in this section.

	9
	Legislative framework
	a) Update this reference to reflect the specific provincial legislation that may apply.
b) Update this framework as soon as any laws and/or regulations change.

	10
	Admission criteria
	Admission criteria may vary from one province to another. The criteria listed in this policy apply specifically to the Gauteng Department of Education and will have to be adapted to reflect the criteria specific to the province in which your school is located.

	14
	School admission team
	a) Update this section to reflect the composition of your school’s admission team.  
b) Use titles rather than names to prevent repeated changes to the policy.
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1. [bookmark: _Toc184919628][bookmark: _Toc226553429]TITLE OF THE POLICY 
The Admission Policy of name of school

2. [bookmark: _Toc184919629][bookmark: _Toc226553430]EFFECTIVE DATE 
1 January 2024

3. [bookmark: _Toc184919630][bookmark: _Toc226553431]DATE OF NEXT REVIEW 
1 April 2024

4. [bookmark: _Toc184919631][bookmark: _Toc226553432]REVISION HISTORY
	Version number
	Description of amendment
	Approved by 
	Date

	
1

	
New policy

	
SGB

	
November 2023




5. [bookmark: _Toc184919632][bookmark: _Toc226553433]PREAMBLE
Any unfair discrimination based on language, race, colour or religion during admission at name of school is strictly prohibited. The school recognises diversity, and therefore, promotes respect for all who choose to apply for admission to the school, while protecting the dignity and status of all learners.

The admission policy as determined, compiled and accepted by the school governing body of name of school shall be reviewed annually to ensure adherence to the Constitution and the relevant education legislation.

6. [bookmark: _Toc184919633][bookmark: _Toc226553434]PURPOSE OF THE POLICY
The main purpose of the policy is to ensure that learner admission to the public school takes place according to the relevant legislation and state policies. It also seeks to:
a) ensure that learners with special needs are not refused admission to name of school for any reason that unfairly violates their constitutional rights;
b) guide the principal and staff at name of school on the administrative procedures for the admission of learners to the school;
c) offer parents, educators, learners and the community full information on the procedures for admission to the school;
d) clearly define the administrative procedures for admission; and
e) guide the school in making the right decisions when processing learner applications.

7. [bookmark: _Toc184919634][bookmark: _Toc226553435]SCOPE OF THE POLICY
This policy applies to all existing educators, therapists, parents/guardians and learners at name of school, as well as prospective learners and their parents.

8. [bookmark: _Toc184919635][bookmark: _Toc226553436]DEFINITIONS AND ABBREVIATIONS
6. 
7. 
8. 
8.1. DEFINITIONS
	No.
	Term
	Definition

	1. 
	learner
	Any person registered or applying to receive education at the school. 

	2. 
	staff
	Any person who is employed at the school, including temporary appointments.

	3. 
	district
	The education district of the specific province in which the school is located.



8.2. ABBREVIATIONS
	No.	
	Abbreviation
	Explanation

	1. 
	CAPS
	Curriculum Assessment Policy Statement

	2. 
	DATSS
	district admission team for special schools

	3. 
	DBE
	Department of Basic Education

	4. 
	DBST
	district-based support team

	5. 
	GDE
	Gauteng Department of Education

	6. 
	ISSRF
	inclusion and special schools referral form

	7. 
	ISP
	Individual support plan

	8. 
	LSEN
	learners with special education needs

	9. 
	PATSS
	provincial admission team for special schools

	10. 
	SAT
	school assessment team

	11. 
	SBST
	school-based support team

	12. 
	SGB
	school governing body

	13. 
	SNA
	support needs assessment




9. [bookmark: _Toc184919636][bookmark: _Toc226553437]LEGISLATIVE FRAMEWORK
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
This policy was compiled in accordance with the following legislation:
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
9.1. Constitution of the Republic of South Africa, 1996
9.2. National Education Policy Act 27 of 1996
9.3. South African Schools Act 84 of 1996
9.4. Provincial Gazette 129 of 2001
9.5. Provincial Gazette Extraordinary 127 of 2012
9.6. Immigration Act 13 of 2002
9.7. Refugees Act 130 of 1998
9.8. Gauteng Schools Education Act 6 of 1995
9.9. National Policy on Screening, Identification, Assessment and Support, 2014
9.10. Circular 21/2010
9.11. Circular 31/2009
9.12. Circular 35/2004
9.13. National Guidelines to Ensure Quality Education and Support in Special Schools, 2014
9.14. Circular S1 of 2018, Guidance Regarding Implementation of the Occupational Curriculum in Schools of Skills and Piloting of Vocationally Oriented Curriculum in Ordinary Schools, as well as Circular S10 of 2020, S6 of 2021 and S13 of 2023, which contain updates regarding the pilot process referred to in S1 of 2018

10. [bookmark: _Toc184919637][bookmark: _Toc226553438]ADMISSION CRITERIA
10. 
10.1. Name of school accommodates learners with (fill in area of specialisation):
a) visual impairments;
b) hearing impairments;
c) motor difficulties;
d) communication difficulties;
e) learning and cognitive difficulties;
f) neurodevelopmental impairments;
g) health impairments;
h) behavioural and social skills difficulties;
i) a need for practical skills and vocational/technical occupational training;
j) multiple and complex needs.

10.2. Admission to the school occurs throughout the year.
10.3. The district director has the final say to declare the school full, after proper consultation with the SGB.
10.4. Learners between the ages of 6 and 18 may be admitted to the various phases offered by the school.
10.5. Although the school is involved in the admission process, all placements at the school are done by the district office.
10.6. A confirmed diagnosis for the learner is required as follows:
i. Autism – neurodevelopmental paediatrician or psychologist or medical doctor
ii. Down syndrome – medical doctor
iii. Cerebral palsy – medical doctor/neurodevelopmental paediatrician
iv. Mild/severe intellectual disability – educational psychologist
10.7. Once the learner has been admitted, the school admission team shall handle the learner’s placement in the correct phase and grade.
10.8. Learners may remain at name of school until at least the year in which they turn 18, but not past the age of 21.
10.9. A psych-educational assessment of the learner may be conducted to determine correct placement.
10.10. Incomplete forms shall be provisionally accepted. The parent/guardian shall be afforded three months from submission to complete the documents in full. If not completed, the matter shall be referred to the district. The school may assist parents with the completion of forms.
10.11. No learner shall be refused admission to name of school or be discriminated against in any way on the grounds that his or her parent(s)/guardian(s) are unable to pay or have not paid school fees.
10.12. Name of school does not require any registration fee or deposit upon application or admission to the school.


11. [bookmark: _Toc484102378][bookmark: _Toc184919638][bookmark: _Toc226553439]REGISTRATION AND ADMISSION OF LEARNERS
1. [bookmark: _Toc526760688][bookmark: _Toc531610968][bookmark: _Toc531611078][bookmark: _Toc151369485][bookmark: _Toc151448461][bookmark: _Toc184919639][bookmark: _Toc226551240][bookmark: _Toc226553440]
2. [bookmark: _Toc526760689][bookmark: _Toc531610969][bookmark: _Toc531611079][bookmark: _Toc151369486][bookmark: _Toc151448462][bookmark: _Toc184919640][bookmark: _Toc226551241][bookmark: _Toc226553441]
3. [bookmark: _Toc526760690][bookmark: _Toc531610970][bookmark: _Toc531611080][bookmark: _Toc151369487][bookmark: _Toc151448463][bookmark: _Toc184919641][bookmark: _Toc226551242][bookmark: _Toc226553442]
4. [bookmark: _Toc526760691][bookmark: _Toc531610971][bookmark: _Toc531611081][bookmark: _Toc151369488][bookmark: _Toc151448464][bookmark: _Toc184919642][bookmark: _Toc226551243][bookmark: _Toc226553443]
5. [bookmark: _Toc526760692][bookmark: _Toc531610972][bookmark: _Toc531611082][bookmark: _Toc151369489][bookmark: _Toc151448465][bookmark: _Toc184919643][bookmark: _Toc226551244][bookmark: _Toc226553444]
6. [bookmark: _Toc526760693][bookmark: _Toc531610973][bookmark: _Toc531611083][bookmark: _Toc151369490][bookmark: _Toc151448466][bookmark: _Toc184919644][bookmark: _Toc226551245][bookmark: _Toc226553445]
7. [bookmark: _Toc526760694][bookmark: _Toc531610974][bookmark: _Toc531611084][bookmark: _Toc151369491][bookmark: _Toc151448467][bookmark: _Toc184919645][bookmark: _Toc226551246][bookmark: _Toc226553446]
8. [bookmark: _Toc526760695][bookmark: _Toc531610975][bookmark: _Toc531611085][bookmark: _Toc151369492][bookmark: _Toc151448468][bookmark: _Toc184919646][bookmark: _Toc226551247][bookmark: _Toc226553447]
9. [bookmark: _Toc526760696][bookmark: _Toc531610976][bookmark: _Toc531611086][bookmark: _Toc151369493][bookmark: _Toc151448469][bookmark: _Toc184919647][bookmark: _Toc226551248][bookmark: _Toc226553448]
10. [bookmark: _Toc526760697][bookmark: _Toc531610977][bookmark: _Toc531611087][bookmark: _Toc151369494][bookmark: _Toc151448470][bookmark: _Toc184919648][bookmark: _Toc226551249][bookmark: _Toc226553449]
1. [bookmark: _Toc526760698][bookmark: _Toc531610978][bookmark: _Toc531611088][bookmark: _Toc151369495][bookmark: _Toc151448471][bookmark: _Toc184919649][bookmark: _Toc226551250][bookmark: _Toc226553450]
2. [bookmark: _Toc526760699][bookmark: _Toc531610979][bookmark: _Toc531611089][bookmark: _Toc151369496][bookmark: _Toc151448472][bookmark: _Toc184919650][bookmark: _Toc226551251][bookmark: _Toc226553451]
3. [bookmark: _Toc526760700][bookmark: _Toc531610980][bookmark: _Toc531611090][bookmark: _Toc151369497][bookmark: _Toc151448473][bookmark: _Toc184919651][bookmark: _Toc226551252][bookmark: _Toc226553452]
4. [bookmark: _Toc526760701][bookmark: _Toc531610981][bookmark: _Toc531611091][bookmark: _Toc151369498][bookmark: _Toc151448474][bookmark: _Toc184919652][bookmark: _Toc226551253][bookmark: _Toc226553453]
5. [bookmark: _Toc526760702][bookmark: _Toc531610982][bookmark: _Toc531611092][bookmark: _Toc151369499][bookmark: _Toc151448475][bookmark: _Toc184919653][bookmark: _Toc226551254][bookmark: _Toc226553454]
6. [bookmark: _Toc526760703][bookmark: _Toc531610983][bookmark: _Toc531611093][bookmark: _Toc151369500][bookmark: _Toc151448476][bookmark: _Toc184919654][bookmark: _Toc226551255][bookmark: _Toc226553455]
7. [bookmark: _Toc526760704][bookmark: _Toc531610984][bookmark: _Toc531611094][bookmark: _Toc151369501][bookmark: _Toc151448477][bookmark: _Toc184919655][bookmark: _Toc226551256][bookmark: _Toc226553456]
8. [bookmark: _Toc526760705][bookmark: _Toc531610985][bookmark: _Toc531611095][bookmark: _Toc151369502][bookmark: _Toc151448478][bookmark: _Toc184919656][bookmark: _Toc226551257][bookmark: _Toc226553457]
9. [bookmark: _Toc526760706][bookmark: _Toc531610986][bookmark: _Toc531611096][bookmark: _Toc151369503][bookmark: _Toc151448479][bookmark: _Toc184919657][bookmark: _Toc226551258][bookmark: _Toc226553458]
10. [bookmark: _Toc526760707][bookmark: _Toc531610987][bookmark: _Toc531611097][bookmark: _Toc151369504][bookmark: _Toc151448480][bookmark: _Toc184919658][bookmark: _Toc226551259][bookmark: _Toc226553459]
11. [bookmark: _Toc526760708][bookmark: _Toc531610988][bookmark: _Toc531611098][bookmark: _Toc151369505][bookmark: _Toc151448481][bookmark: _Toc184919659][bookmark: _Toc226551260][bookmark: _Toc226553460]
12. [bookmark: _Toc526760709][bookmark: _Toc531610989][bookmark: _Toc531611099][bookmark: _Toc151369506][bookmark: _Toc151448482][bookmark: _Toc184919660][bookmark: _Toc226551261][bookmark: _Toc226553461]
6. 
7. 
8. 
9. 
10. 
11. 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
11.1. Online registration is not applicable to name of school.
11.2. Re-registration
a) A parent/guardian of a learner currently enrolled at name of school shall confirm whether (s)he intends for the learner to remain at the school the following year by signing the re-registration form that is distributed between July and September annually.
b) The school shall ensure that all current learners are re-registered during the re-registration period.
c) No parent/guardian shall be coerced to de-register a learner on the basis of their child’s ability and/or performance.    
11.3. Admission
11. 
12. 
12.1. 
13. 
13.1. 
13.2. 
a) Name of school shall make the school’s admission forms available once the district has placed the learner at the school.
b) The school shall assist parents to complete the forms, if assistance is required.
c) The school shall receive all completed admission forms from parents and verify that all relevant documents are completed and attached.   

12. [bookmark: _Toc184919661][bookmark: _Toc226553462]PLACEMENT OF LEARNERS
14. [bookmark: _Toc526760711][bookmark: _Toc531610991][bookmark: _Toc531611101][bookmark: _Toc151369508][bookmark: _Toc151448484][bookmark: _Toc184919662][bookmark: _Toc226551263][bookmark: _Toc226553463]
15. [bookmark: _Toc526760712][bookmark: _Toc531610992][bookmark: _Toc531611102][bookmark: _Toc151369509][bookmark: _Toc151448485][bookmark: _Toc184919663][bookmark: _Toc226551264][bookmark: _Toc226553464]
16. [bookmark: _Toc526760713][bookmark: _Toc531610993][bookmark: _Toc531611103][bookmark: _Toc151369510][bookmark: _Toc151448486][bookmark: _Toc184919664][bookmark: _Toc226551265][bookmark: _Toc226553465]
17. [bookmark: _Toc526760714][bookmark: _Toc531610994][bookmark: _Toc531611104][bookmark: _Toc151369511][bookmark: _Toc151448487][bookmark: _Toc184919665][bookmark: _Toc226551266][bookmark: _Toc226553466]
18. [bookmark: _Toc526760715][bookmark: _Toc531610995][bookmark: _Toc531611105][bookmark: _Toc151369512][bookmark: _Toc151448488][bookmark: _Toc184919666][bookmark: _Toc226551267][bookmark: _Toc226553467]
19. [bookmark: _Toc526760716][bookmark: _Toc531610996][bookmark: _Toc531611106][bookmark: _Toc151369513][bookmark: _Toc151448489][bookmark: _Toc184919667][bookmark: _Toc226551268][bookmark: _Toc226553468]
20. [bookmark: _Toc526760717][bookmark: _Toc531610997][bookmark: _Toc531611107][bookmark: _Toc151369514][bookmark: _Toc151448490][bookmark: _Toc184919668][bookmark: _Toc226551269][bookmark: _Toc226553469]
21. [bookmark: _Toc526760718][bookmark: _Toc531610998][bookmark: _Toc531611108][bookmark: _Toc151369515][bookmark: _Toc151448491][bookmark: _Toc184919669][bookmark: _Toc226551270][bookmark: _Toc226553470]
22. [bookmark: _Toc526760719][bookmark: _Toc531610999][bookmark: _Toc531611109][bookmark: _Toc151369516][bookmark: _Toc151448492][bookmark: _Toc184919670][bookmark: _Toc226551271][bookmark: _Toc226553471]
23. [bookmark: _Toc526760720][bookmark: _Toc531611000][bookmark: _Toc531611110][bookmark: _Toc151369517][bookmark: _Toc151448493][bookmark: _Toc184919671][bookmark: _Toc226551272][bookmark: _Toc226553472]
13. [bookmark: _Toc526760721][bookmark: _Toc531611001][bookmark: _Toc531611111][bookmark: _Toc151369518][bookmark: _Toc151448494][bookmark: _Toc184919672][bookmark: _Toc226551273][bookmark: _Toc226553473]
14. [bookmark: _Toc526760722][bookmark: _Toc531611002][bookmark: _Toc531611112][bookmark: _Toc151369519][bookmark: _Toc151448495][bookmark: _Toc184919673][bookmark: _Toc226551274][bookmark: _Toc226553474]
15. [bookmark: _Toc526760723][bookmark: _Toc531611003][bookmark: _Toc531611113][bookmark: _Toc151369520][bookmark: _Toc151448496][bookmark: _Toc184919674][bookmark: _Toc226551275][bookmark: _Toc226553475]
16. [bookmark: _Toc526760724][bookmark: _Toc531611004][bookmark: _Toc531611114][bookmark: _Toc151369521][bookmark: _Toc151448497][bookmark: _Toc184919675][bookmark: _Toc226551276][bookmark: _Toc226553476]
17. [bookmark: _Toc526760725][bookmark: _Toc531611005][bookmark: _Toc531611115][bookmark: _Toc151369522][bookmark: _Toc151448498][bookmark: _Toc184919676][bookmark: _Toc226551277][bookmark: _Toc226553477]
18. [bookmark: _Toc526760726][bookmark: _Toc531611006][bookmark: _Toc531611116][bookmark: _Toc151369523][bookmark: _Toc151448499][bookmark: _Toc184919677][bookmark: _Toc226551278][bookmark: _Toc226553478]
19. [bookmark: _Toc526760727][bookmark: _Toc531611007][bookmark: _Toc531611117][bookmark: _Toc151369524][bookmark: _Toc151448500][bookmark: _Toc184919678][bookmark: _Toc226551279][bookmark: _Toc226553479]
20. [bookmark: _Toc526760728][bookmark: _Toc531611008][bookmark: _Toc531611118][bookmark: _Toc151369525][bookmark: _Toc151448501][bookmark: _Toc184919679][bookmark: _Toc226551280][bookmark: _Toc226553480]
21. [bookmark: _Toc526760729][bookmark: _Toc531611009][bookmark: _Toc531611119][bookmark: _Toc151369526][bookmark: _Toc151448502][bookmark: _Toc184919680][bookmark: _Toc226551281][bookmark: _Toc226553481]
22. [bookmark: _Toc526760730][bookmark: _Toc531611010][bookmark: _Toc531611120][bookmark: _Toc151369527][bookmark: _Toc151448503][bookmark: _Toc184919681][bookmark: _Toc226551282][bookmark: _Toc226553482]
23. [bookmark: _Toc526760731][bookmark: _Toc531611011][bookmark: _Toc531611121][bookmark: _Toc151369528][bookmark: _Toc151448504][bookmark: _Toc184919682][bookmark: _Toc226551283][bookmark: _Toc226553483]
24. [bookmark: _Toc526760732][bookmark: _Toc531611012][bookmark: _Toc531611122][bookmark: _Toc151369529][bookmark: _Toc151448505][bookmark: _Toc184919683][bookmark: _Toc226551284][bookmark: _Toc226553484]
12. 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
12.1. The admission procedure has been prescribed by GDE.  
12.2. The district office issues name of school with files, which the appointed person shall go through to ensure that all documentation is included. If the file is incomplete, it shall be returned to the district. If the file is complete, the learner shall be admitted. Name of school only has the prerogative to decide which class would be most appropriate for the learner.
12.3. The final decision on admission is made by the DATSS. 
12.4. As per the SGB’s decision, no learners with severe behavioural problems shall be admitted to name of school. This is a precautionary measure to protect existing vulnerable learners who cannot defend themselves from being bullied or hurt physically and emotionally by children with severe behavioural challenges.
12.5. Should the SAT believe that a learner would need a facilitator to access the curriculum, this would be the responsibility of the parents/guardians.
12.6. At the age of 14, learners shall be accepted into the Technical Occupational stream (years 1 to 4), provided that they meet the criteria. Parents of these learners shall be notified of their child’s admission to this stream. 
12.7. In the year that learners in the Technical Occupational stream (years 1 to 4) turn 18, they shall exit the school.
12.8. The school is not responsible for finding outside placement for learners who turn 18. This remains the responsibility of the parent, although the school shall assist such parents as part of the school’s learner exit programme.
12.9. Should learners be admitted to name of school and require therapy, they shall be assisted through individual therapy, group therapy, or therapy provided by student therapists under the supervision of a qualified therapist. Therapy shall depend on therapists’ availability and workload. Learners who cannot be accommodated for therapy immediately are placed on a waiting list. As other learners exit therapy, space will become available. This means that parents cannot demand immediate therapy for their child on admission.
12.10. Learners who qualify for vocational school/training centres at the age of 12 or 13 may be placed at these institutions if their parents wish to do so.

13. [bookmark: _Toc184919684][bookmark: _Toc226553485]AGE REQUIREMENTS
24. [bookmark: _Toc526760734][bookmark: _Toc531611014][bookmark: _Toc531611124][bookmark: _Toc151369531][bookmark: _Toc151448507][bookmark: _Toc184919685][bookmark: _Toc226551286][bookmark: _Toc226553486]
25. [bookmark: _Toc526760735][bookmark: _Toc531611015][bookmark: _Toc531611125][bookmark: _Toc151369532][bookmark: _Toc151448508][bookmark: _Toc184919686][bookmark: _Toc226551287][bookmark: _Toc226553487]
26. [bookmark: _Toc526760736][bookmark: _Toc531611016][bookmark: _Toc531611126][bookmark: _Toc151369533][bookmark: _Toc151448509][bookmark: _Toc184919687][bookmark: _Toc226551288][bookmark: _Toc226553488]
27. [bookmark: _Toc526760737][bookmark: _Toc531611017][bookmark: _Toc531611127][bookmark: _Toc151369534][bookmark: _Toc151448510][bookmark: _Toc184919688][bookmark: _Toc226551289][bookmark: _Toc226553489]
28. [bookmark: _Toc526760738][bookmark: _Toc531611018][bookmark: _Toc531611128][bookmark: _Toc151369535][bookmark: _Toc151448511][bookmark: _Toc184919689][bookmark: _Toc226551290][bookmark: _Toc226553490]
29. [bookmark: _Toc526760739][bookmark: _Toc531611019][bookmark: _Toc531611129][bookmark: _Toc151369536][bookmark: _Toc151448512][bookmark: _Toc184919690][bookmark: _Toc226551291][bookmark: _Toc226553491]
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13.1. The statistical age norm per grade for learners placed on CAPS is the grade number + 6. 
Examples:	Grade 1 + 6 = age 7
Grade 3 + 6 = age 9
Grade 6 + 7 = age 13	
13.2. Where appropriate, name of school exercises flexibility to accommodate learners’ special needs.					
13.3. Learners with cerebral palsy shall be admitted from the age of 4, depending on the learner’s functionality as evident from the assessment conducted.
13.4. Where a learner is of school-going age and three years or more above the normal grade age, the principal in consultation with the SAT or the district office should decide whether to admit the learner to an appropriate grade or to a particular programme at the school.
13.5. If a barrier to learning is identified, a careful and thorough investigation of all the relevant documentation relating to the learner (the learner profile) should be conducted. This shall be followed by appropriate intervention and educational support in conjunction with the SBST.		
13.6. The educator shall draw up an ISP based on the learner profile to address the learner’s particular needs. This process shall continue until the educator is satisfied that all intervention strategies have been exhausted.
13.7. The norm for retention is one year per school phase, where necessary. Multiple retentions in the same grade are not permissible. 
13.8. Learners at name of school are admitted to the grade or class that best suits their educational needs.
13.9. Chronological age is taken into account when learners are placed in the academic section of the school. 
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14. 
14.1 Composition
· Principal
· Deputy principals
· Social worker
· Psychologist
· Heads of Intersen Phase, Foundation Phase, Technical Occupational stream (years 1 to 4), Grade R, and Therapy
44. 
45. 
45.1. 
14.2 Responsibilities
45.2. 
a) Manage the admission process at the school.
b) Manage all assessments to determine correct learner placement.
c) Liaise with the district office to deal with all incorrect placements.
d) Ensure that the admissions register is up to date.
e) Manage all admission-related communication with referring schools, the district office and GDE.
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15.1. SGB
a) Determine the admission policy of the school.
b) Make available a copy of the admission policy to the district head for certification.
c) Ensure that name of school meets all its obligations regarding admission as outlined in the Schools Act and provincial legislation.

15.2. Principal
a) Represent the provincial education head. 
b) Remain accountable for the administration of admissions. 
c) Make available the school’s admission application forms and the Admission Policy to all parents/guardians on request. 
d) Ensure that the SBST/admission team reviews and analyses relevant documentation in order to place the learner in the correct class/phase.  
e) Ensure that the analysis of the documentation focuses on the level and type of support as well as any specialist programmes and resources required. 
f) Assist the parents with completing the school’s admission form. 
g) Ensure that all required forms are attached and correctly completed. 
h) Facilitate the following:
i. Receipt of the completed application forms from the parents/guardians, and processing the forms
ii. Safekeeping of all applications, together with the recommendation and all required and supporting documents, for ratification by the DBST or another relevant GDE official 
iii. Recommendations of the DBST/ DATSS/ PATSS 
iv. Contact with parents/guardians to inform them about the outcome of the application 
v. Keeping of a register of all applications 
vi. Liaison with the DBST/DATSS coordinator  
vii. Forwarding of information on available space at the school to the district on a monthly basis 
i) Remind parents to keep their contact details up to date. 
15.3. Parents/guardians
a) Abide by this policy and do their best to uphold it so that the admission process continues without difficulty and delay. 
b) Respect diversity and promote tolerance in line with the school’s policies and the Constitution. 
c) Submit the following documents to the school within 14 days from learner admission to the school:
i. Certified copy of the learner’s birth certificate
ii. Proof of the parent’s residential or work address
iii. Immunisation card for learners in grades 1 and R
iv. Latest report card
v. Certified copy of parent’s identity document
vi. Study permit for legal immigrants
vii. Proof of guardianship if not a biological parent
d) Accept or reject the school’s written offer of placement.
15.4. Principal of referring school
a) Through the SBST, provide all relevant information regarding the learner, consult with the parents, provide support to the educator, and make recommendations to the district office to place a learner at an LSEN school.
b) Forward to the district office the recommendation together with all relevant information, including a completed inclusion form and the SNA 1 and 2 forms.
c) Provide a full report from an educational psychologist. If this is not included, the district office shall conduct the psychological assessment before recommending an LSEN placement.
d) Retain the learner on the referring school’s register until the learner is formally admitted to name of school.
e) Ensure that all the required documentation is provided to the district office to facilitate the learner’s placement, including fully completed forms that have been duly signed, and all relevant contact numbers.
15.5. DATSS
a) Have access to all relevant documentation for admission to special schools, as well as the documentation of unsuccessful applicants.
b) Assess the applications to determine the support that the learner may require, and identify where and how such support can be accessed.
c) Facilitate the admission of learners to special schools, both within and across districts (including interprovincial admissions via DATSS and PATSS respectively).
d) Be available to deal with other applications throughout the year.
e) Ensure that proper referral processes have been followed by SBST.
f) Receive and analyse the waiting list and provide feedback to PATSS.
g) Ensure that each child admitted to a special school has a referral (LSEN) number.
h) Ensure that recommendations are based on the following:
i. SNA 1 and 2 forms
ii. Intervention support form
iii. Indicators of need
iv. Access to curriculum
v. Levels of support required (which could well be the determining factor for placement)
i) Ensure that the following supporting documents are available to facilitate placement:
i. SNA 1 and 2 forms
ii. School reports
iii. Medical/therapy reports
iv. Psycho-educational report (not older than two years)
v. Mother’s identity document (without which the child’s nationality cannot be determined)
vi. In the case of foreign nationals, a letter of compliance with the Immigration Act once documentation has been scrutinised. This letter should accompany the application to the school.

16. [bookmark: _Toc184919731][bookmark: _Toc226553532]SCHOOL ZONING
School zoning does not apply to name of school.	

17. [bookmark: _Toc184919732][bookmark: _Toc226553533]DOCUMENTS REQUIRED FOR ADMISSION
17.1 	Application form for admission 
The parent must complete the school’s application form for admission. This is available from the principal, together with the Admission Policy and the code of conduct for learners of the school. Parents shall be given whatever assistance they may require to complete the online form.
17.2 Birth certificate
The parent must present an official birth certificate of the learner, or a certified copy thereof, to the principal. It is an offence to make a false statement about a child’s age. 
17.3 Immunisation card 
A parent must show proof that the learner has been immunised against the following diseases: polio, measles, tuberculosis, diphtheria, tetanus, and hepatitis B.
17.4 Medical report
A medical report from a medical practitioner is required, stating the learner’s diagnosis. This serves as a confirmation of the learner’s intellectual disability. The medical report must include a psycho-educational report (not older than two years), which also plays a major part in the correct placement of the learner.
17.5 The following additional documents are required:
a) Original transfer card (where applicable)
b) Latest original progress report
c) Proof of residence
d) Certified copy of identity document of parent/guardian
e) Death certificate of parent (if applicable)
f) Any other relevant documentation
g) Foreign nationals, the same as above, plus a valid study permit
17.6 Refer to section 12 of the ITC Policy on the protection of personal information.

18. [bookmark: _Toc184919733][bookmark: _Toc226553534]ADMISSION OF NON-CITIZENS
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
18.1. 	The legal and policy framework applicable to learners who are citizens of the Republic of South Africa applies equally to learners who are not citizens of the Republic and whose parents are in possession of a permit for temporary or permanent residence issued by the Department of Home Affairs.
18.2. A learner who has entered the country on a study permit must, in addition to the documents previously referred to, present such study permit on admission to the school.
18.3. Persons classified as illegal foreigners must, when applying for admission for their children or for themselves, prove that they have applied to the Department of Home Affairs to legalise their stay in the country in terms of the Immigration Act or Refugees Act.
18.4. Where the required documentation is not available, the principal shall advise the parent where to obtain such documentation. In such cases, the learner’s admission application shall be processed provisionally while the parent obtains the required documentation. In the case of entry-phase admissions, the learner shall be assigned a provisional place on the applicable waiting list in accordance with the date on which (s)he applied for admission to the school.
18.5. A provisionally accepted application shall lapse:
a) if the parent does not, within two weeks of submitting the application, provide proof to the school that (s)he has applied for a permit for temporary or permanent residence or a study permit with the Department of Home Affairs; or
b) if the necessary documentation is not submitted by the parent within six weeks of submitting the application, provided that the district director may extend this period on good cause shown by the parent.

19. [bookmark: _Toc184919734][bookmark: _Toc226553535]ADMISSION PROCEDURE
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
16. 
17. 
18. 
19. 
19.1. Admissions are done by the district office. 
19.2. The school shall obtain the following documents from the district and parents in order for the child to be correctly placed:
a)  A psycho-educational assessment from the previous school, detailing the learner’s cognitive abilities
b) Current school reports
c) All SBST and intervention records from the previous school
d) A report on the parent interview conducted by the district office
e) Any medical reports (neurologist, developmental paediatrician, etc.), detailing the learner’s medical diagnosis
f) Any therapy reports (assessments and progress reports) from physiotherapists, occupational therapists and speech therapists/audiologists
g) A copy of the learner’s birth certificate and immunisation card
h) For foreign nationals, all relevant information required by the Department of Education 
i) SNA 1 and 2 forms
The documents listed above are vital for the learner’s correct placement.
19.3. The school shall supply the district office with a list of classes that may have space available. 
19.4. Once the district office has forwarded the required documents, these shall be reviewed, and appropriate placement shall take place. 
19.5. The SAT may need to transfer learners from one phase of the school to another (e.g. from the academic to the modified section). This shall depend on the observations and assessments of teachers and therapists, and shall be referred to the SBST. 
19.6. Should the SAT believe that the learner has not been correctly placed at the school, the district office shall be notified accordingly. 

20. [bookmark: _Toc184919735][bookmark: _Toc226553536]RIGHTS OF PARENTS/GUARDIANS
19. 
20. 
21. 
22. 
23. 
24. 
25. 
26. 
27. 
28. 
29. 
30. 
31. 
32. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
20.1 The SGB shall inform all parents of learners admitted to the school of their rights and obligations in terms of the South African Schools Act and any applicable provincial law.
20.2 Parents shall specifically be informed of their rights and obligations in respect of the governance and affairs of the school, including the process of approving the school budget, any decision of a parent meeting relating the school fees, and the code of conduct for learners.
20.3 No registration fee may be charged.
20.4 The compulsory age for admission to school is six, turning seven by 30 June in the year of admission.  

21. [bookmark: _Toc484102413][bookmark: _Toc184919736][bookmark: _Toc226553537]OBJECTIONS AND APPEALS
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
A parent who is dissatisfied with the decision of the district and the departmental head at the school not to admit the learner to the school may lodge an objection according to the appeals process outlined in the GDE admission circular.


22. [bookmark: _Toc184919737][bookmark: _Toc226553538]APPROVAL

	Recommended by:
(Principal) 
	




	
Signature:
	


	Date:
	

	Approved by:
(SGB chair) 
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