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PLASC 

Please proceed through each section, carefully filling out the information.  

You can enter information, save and return at a later time to finish filling it out. Click the Next button when 

you’re done in each section to save your current progress through the form. Click Back to PLASC on the 

menu to return to the PLASC Summary Screen. 

 

Help 

 

For additional help, you will find Help buttons next to some sections.  

For any further help, please contact your support team. 

 

Please note that the images in this document have been taken from a Primary school. The sections and 

headings may vary depending on your school type. 
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Begin PLASC 
To begin PLASC for your school, click on: 

1. My School  

2. PLASC 

3. Begin PLASC 

 
 

Resume PLASC 
If you have to stop recording your PLASC data, you can return to it by going to: 

1. My School  

2. PLASC 

3. Resume PLASC 
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Basics 
Enter the information in the boxes.  

To move on to the next section, click the Next button at the bottom of the page. The page will be saved 

when the Next button is clicked. 

Use the Previous and Next buttons to navigate through the sections.  

The sections are displayed on the left.  

 

A green tick shows the sections you have viewed. 

The amber arrow shows the section you are on currently.  

A red cross shows the sections that you have not yet visited. 
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Staff 
Click on the pencil buttons to expand the sub-sections within the Staff section. 

 

Enter the data in the fields of the table. Click on the Save button for each of the sub-sections. 
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Click on the Previous or Next buttons to navigate through the sections.  
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Recruitment 

 

Retention 
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Classes 
Click on the Generate button to generate class details. This will retrieve the class details of all classes in 

your school from your class registers. 

 

1. Click on the pencil next to a class to edit the class details. 

Enter the numbers of pupils and teachers. 

2. Click on the Update button to save changes. 
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Exceptions 
It is only possible to provide exception reasons for Infant and Junior classes with more than 30 pupils. 

The Class Size Count Type shows the type of class – N – Nursery; I – Infants; J – Juniors. 

Please ensure that the number of Teachers in the Class is correct before entering exceptions. 

Click on the pencil button to edit the class details. 
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Exception Reasons will be displayed under the Class Details. 

Hover your mouse over the letters to view the reason description. 

Enter the number of pupils in the boxes next to the relevant reason. Click Update to save.  

 

 

 

Class Size Count Type 
Exception Reasons will only be displayed for Infant and Junior classes with more than 30 pupils. 

Rules 
 Mixed class comprising Nursery and Reception pupils where Reception pupils form the majority of the 

class the 30 pupil limit applies and must not be breached. 

 Mixed class comprising Nursery and Reception pupils, where Nursery pupils form the majority of the 
class at all sessions the 30 pupil limit does not apply. 

 Mixed class comprising Nursery and Reception pupils where there are an equal number of pupils from 
each cohort the 30 pupil limit will not apply. 

 

  

http://addysg.cerenet.org.uk/


 
 

 

Support Centre - http://addysg.cerenet.org.uk  P a g e  | 12 

 

Infant Exception Reasons 
Children in categories E and F will be treated as excepted pupils only when they are in an infant class at the 

mainstream school or outside the special unit (as the case may be) 

 

Category Circumstances of permitted exception 

A 
Children whose statements of Additional Learning Needs (ALN) specify that they should 
be educated at the school concerned, and who are admitted to the school outside a 
normal admission round. 

B 

Children initially refused admission to a school, but subsequently offered a place outside 
a normal admission round by direction of an admission appeal panel, or because the 
person responsible for making the original decision recognises that an error was made in 
implementing the school's admission arrangements. 

E 
Children who are registered pupils at special schools, but who receive part of their 
education at a mainstream school.    

F 
Children with ALN who are normally educated in a special unit in a mainstream school, 
but who receive part of their lesson in a non-special class. 

G Looked after children who are admitted to schools outside the normal admissions round. 

J 

Children admitted outside the normal admission round who: A) the maintaining local 
authority confirmed cannot gain a place at any other suitable school within a reasonable 
distance of their home because they have moved into the area outside a normal 
admission round, or B) they desire a religious education, or a Welsh speaking education 
and the school in question is the only suitable school within a reasonable distance. 

K 

Children who were admitted to the school outside the normal admission round after 
which the school has arranged its classes, and after the first day of the school year, the 
effect of which would mean that the school would have to take a relevant measure if 
such children were not excepted pupils. 

L 
Children of armed forces personnel who are admitted outside the normal admission 
round. 

M 
Children whose twin or other sibling from a multiple birth are admitted as non-excepted 
pupils, as the final pupil(s) allocated a place before the admission number is reached. 

N No valid exception reason. 
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Junior Exception Reasons  
Children in categories A-E and H below will only be treated as excepted pupils during the first academic 

school year in which they are admitted to the school. 

 

Children in categories F and G are treated as excepted pupils only when they are in a junior class at the 

mainstream school or outside the special unit (as the case may be). 

 

Category Circumstances of permitted exception 

A 
Children whose statements of ALN specify that they should be educated at the school 
concerned, and who are admitted to the school outside a normal admission round. 

B 

Children initially refused admission to a school, but subsequently offered a place outside 
a normal admission round by direction of an admission appeal panel, or because the 
person responsible for making the original decision recognises that an error was made in 
implementing the school’s admission arrangements. 

C 
Children who cannot gain a place at any other suitable school within a reasonable 
distance of their home because they move into an area outside a normal admission 
round. 

D 
Children who are admitted to a school after the end of the normal admissions round 
where the admission number relevant to a child’s particular year group has not 
previously been reached. 

E 

Children for whom an education at a school which is Welsh speaking or of a particular 
religious denomination is desired, where the school concerned is the only such school 
within a reasonable distance of their home (this also applies to pupils who are admitted 
outside the normal admission round). 

F 
Children who are registered pupils at special schools, but who receive part of their 
education at a mainstream school 

G 
Children with special educational needs who are normally educated in a special unit in 
mainstream school, but who receive part of their lessons in a non-special class. 

H Looked after children who are admitted to schools outside a normal admissions round. 

N No valid exception reason. 
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Finishing PLASC 
Click on the Finish PLASC button on the last section (Classes) to finish. 

 

Once you click Finish PLASC you will be asked to complete the hours taken to complete PLASC. 

 

Enter the information and click the Ok button at the bottom of the pop up box. 
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Preparing your PLASC file 
Click on Prepare PLASC to prepare your PLASC file. 

 

Click the Create my Plasc button. 

 

If you have any errors, they will be displayed here. 

 

For errors with pupil data, as long as the pupil has a PID, you will be able to click on the pupil, which will 

take you to the Pupil Profile page where you will be able to add or amend the pupil data.  
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To return to PLASC, click on My School  PLASC  Prepare PLASC 

Once you have corrected all errors, click Continue. 

 

A list of errors and queries will be displayed relating to the data you entered for PLASC. 
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You can look at the XML file at this stage by clicking Sneak peek at XML. 
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Once all errors and queries have been corrected, click on the Save File & Request Authorisation button. 

 

A summary of your PLASC will be displayed. 
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If the data in the summary is correct, scroll down to the bottom of the page and click the I Authorise this 

PLASC Return button. 

 

A notice will be displayed showing that your PLASC has been completed. 
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On the PLASC page, the status will show that it has been authorised. 

The PLASC file can be downloaded here. 

To make changes to your PLASC, return to the PLASC page and click Edit PLASC. You will need to prepare 

the PLASC file after making changes. 
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