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Educational Engagement in Sheffield – how children not accessing full-time education should be supported

Introduction

This document provides a quick guide to how children and young people not accessing full-time education should be supported in Sheffield.  It covers policy, guidance and practice regarding:

· Reduced time tables
· Alternative provision
· GP protocol
· Child Missing Education (CME)
· Local Authority Attendance (Educational Engagement)
· Fair access
· Managed moves
· Elective home education (EHE)
· School attendance orders (SAO)
· Vulnerable Learner Reviews (VLRs)

Please contact Sheffield City Council’s Inclusion and Attendance team with any enquiries about school attendance: SheffieldInclusion&attendance@sheffield.gov.uk

Reduced Time Tables

· A reduced time table should be a temporary arrangement agreed between the school and parent/carer when a child is unable to attend their educational setting full time due to medical needs or a transitional period. 
(Reduced time tables can be used in rare situations when it is deemed appropriate to try and increase / re-establish positive behaviours in school).
· All Reduced Time Tables should be recorded on the paperwork included in the Reduced Time Table guidance document (see below) and reported to the Local Authority via AnyComms, this should also be shared with all other agencies involved with the child/family. 
· All reduced Time Tables must have parental consent, be risk assessed, time limited with at least fortnightly reviews, to a maximum term of 8 weeks. 
· During the period of the Reduced Time Table it would be beneficial to provide parents/carers with work to complete with their child at home following taught sessions in school. 
· A ‘C’ code should be added into the register for any agreed sessions that are part of the Reduced Time Table, once the welfare of the child is assured. 
· Before commencing a Reduced Time Table for a child with an EHC Plan there must be a discussion with the Parent/carer, Child and SENDSARS and included within the review paperwork.
· Any child who is Looked After should have a PEP review, including the Virtual School prior to any agreement of a Reduced Time Table. 
· Any child who is open to social care under Child in Need or Child Protection and may require a reduced time table has to be discussed with the parent/carer and the social worker who all must agree that a Reduced Time Table is necessary. 

Further information: Reduced Timetables - Statutory Guidance and Local Protocols for Sheffield Schools, September 2018



Alternative Provision

· If a school is considering Alternative Provision for a child, the provider should be checked against the Local Authority framework. You can check this with the Progressions Team http://lifelonglearningandskills.org/alternative-provision
· If the provider is not on the Local Authority Framework then the checks and quality assurance are the responsibility of the school. If the Alternative Provision is on the Local Authority Framework, then those checks will have been completed by the Progressions Team. 
· It is recommended that the Progressions Team are used when accessing Alternative Provision. 
· If a child is attending an Alternative Provision and the attendance of the child at the provision has been confirmed and their welfare assured, a ‘B’ code should be added to the register. (A ‘B’ code cannot be applied when school work is completed at home, unless this is part of virtual learning, lessons planned and monitored live by school staff, or if 1:1 tuition is being provided).
· Alternative provision should be used as a short term intervention to provide children with the skills to be reintegrated back into mainstream. Regular reviews should take place to allow timely reintegration.

GP Protocol

· When the frequency / duration / pattern of a child’s absence is attributed to illness and is a cause for concern, the Local Authority believes it is reasonable to request evidence from the GP that the amount of absence is proportionate to the presenting medical issue. 
· School attendance staff should always speak with an Attendance Officer within the Local Authority about any concerning patterns of attendance. (If you are unaware who your linked attendance officer is then please contact SheffieldInclusion&attendance@sheffield.gov.uk). 
· If support has been offered and / or accessed and the child’s attendance does not improve the attendance officer within the Local Authority will contact the GP via the GP Protocol (Parental consent will be gained to do so).

Further information: School attendance, protocol for schools, General Practitioners and the Local Authority



Children Missing Education (CME):

· All children without a school roll, who are not ‘Educated other than at School’ (EHE) will/ should be known to CME and a school place will be allocated. 
· CME can be contacted through: ed-missingchildren@sheffield.gov.uk
· When a school place is allocated, support offered, and a parent/carer fails to take their child to the named school a School Attendance Order can be applied for from the Local Authority Attendance Team which will allow for the allocation of a school place via court order. 
· If a child remains out of education for longer than 50 days, they will be known to the ‘Every Child in Education Every Day’ Panel, which is a multi-agency panel that will provide holistic, wrap around assessment and support to ensure a child is able to access their full time education. 
· CME will work with complex families who are new to city to ensure they are able to access full time education and those children will be covered under the Fair Access Protocol. 
· Schools that refuse the admission of children under Fair Access will be discussed as part of the Fair Access Escalation for Direction and Senior Leaders within the LA will make the decision whether to take this to the ESFA requesting direction to a school to admit a child. 
· Any School ‘off-rolling’ a child must submit a de-registration form to the Local Authority CME department and must wait for this to be accepted and a leave date given before any child is removed from roll. 

Further information: 
· Children Missing Education: www.gov.uk/government/publications/children-missing-education
· Fair access: www.gov.uk/government/publications/fair-access-protocols-in-school-admissions
· Form - Request To Remove Child From School Roll (see supporting documents): www.sheffield.gov.uk/home/schools-childcare/attendance-guidance-schools 
· Admissions Directions Flow Chart – Complex Cases



Local Authority Attendance (Educational Engagement)

· The Inclusion and Attendance team analyse information provided by the Performance and Analysis Service linked to children who are Persistently Absent (90% and below) from school and children who are B, C and D coded on their attendance certificates for significant and prolonged periods of time. 
· The team will work with schools where those identified children attend to understand why a child isn’t in school full time to support and challenge the schools around educational access and to work with the school, parents / carers and children to ensure barriers are removed and a full time education can be accessed. 
· When additional support needs are identified the team will work with the school, professionals, parent carers and children to ensure an assessment of need is completed and the right / relevant services and help /support is in place to re-engage in education. 
· The team will follow the GP protocol to gather information linked to absence attributed to illness/medical that is a cause for concern. 
· The team provide consultation to staff both within the Local Authority and across wider partners around the legalities of attendance, coding application, policy, processes and what schools can / can’t do and what to expect. 
· The attendance team process all Penalty Notices for irregular attendance, including aggravated and all fines for Term Time Leave. 
· The team can be contacted at: SheffieldInclusion&attendance@sheffield.gov.uk

Further information: School attendance - Guidance for maintained schools, academies, independent schools and local authorities: www.gov.uk/government/publications/school-attendance

Fair Access

· The purpose of the Fair Access Protocol is to ensure that - outside the normal admissions round - unplaced children, especially the most vulnerable, are found and offered a place quickly, so that the amount of time any child is out of school is kept to the minimum. It is aimed at both admission authorities and schools.
· Fair Access Panels in Sheffield are held in schools and cover the allocation of children covered under the Fair Access Protocol and also those who would benefit from a Managed Move. 
· When children are placed under the Fair Access Protocol and if any school disagrees or challenges an allocation and an agreement cannot be reached between the school and the Local Authority about the placement of a child, this will follow the Fair Access escalation of direction request through the ESFA and Secretary of State (Academy) or through the Local Authorities direction to school process.

Further information: 
· Fair access protocol: www.gov.uk/government/publications/fair-access-protocols-in-school-admissions
· Admissions Directions Flow Chart – Complex Cases



Managed Moves

· A managed move is the transfer of a pupil to another school on a trial basis, when the pupil is at risk of permanent exclusion and their behaviour is causing serious concerns. It enables a pupil to have a fresh start in a new school, with the support of their family and both their home and new school.
· Managed moves are discussed through Fair Access Panels and all children who are placed on a managed move are recorded by the Local Authority and their progress is tracked. 
· Children who are managed moved should be D coded in their original school and should receive their accurate attendance code where their education is being provided. 

Elective Home Education (EHE)

· When a parent makes a decision to educate their child otherwise than at school this has to be entirely parental choice, no professional or member of the school staffing team should be discussing Education Otherwise as an option and this should never be a recommendation. 
· If a parent makes the decision to educate their child otherwise than at school they should inform the school their child has been previously registered at about their intention to educate otherwise in writing and request the school remove from their roll. 
· The school should inform the Local Authority of a parents intention to educate otherwise than at school through the submission of a De-Registration form along with written and signed evidence from the parent which outlines their intention to educate their child otherwise than at school. 
· Once the Local Authority receives this information within the CME team they will pass the referral through to MAST who will ensure the family is visited and their decision is discussed to reiterate what this means and ascertain why this decision was made. 
· If the parent and child are happy with their decision and reasons for choosing to educate otherwise than at school seem appropriate, information for their child will be passed to EHE Advisory Teacher who will offer support to the family around the education they can / could provide. 
· In line with the Local Agreement, should the family not wish to continue to educate otherwise and it is within 12 weeks of the de-registration the child should re-enter education in their last named school, even if the family do not wish for their chid to be educated within that provision, they should instead submit an in-year transfer. 
· It is recommended that parents submit evidence of how they plan to provide a full time, suitable education appropriate to age, aptitude, ability and any additional needs of their child to the local authority.  If the local authority believes no suitable education is being provided, then the Advisory Teacher will seek a School Attendance Order through the Local Authority Attendance Team.
·  If a child has been known to Elective Home Education Service and the education has been deemed unsuitable or not full time, a School Attendance Order will be applied for via the Local Authority Attendance Team to allocate a school through a court order. 

Further information: 
· Welfare of Children without Entitled Educational Provision



School Attendance Order:

· [bookmark: _GoBack]School attendance orders (SAO) are used as a tool to attempt to engage children and families with education when either a school place has been allocated and parents have not registered their child, or when the Local Authority believe that children educated otherwise are not receiving a full time, suitable education appropriate to age, aptitude, ability and any additional needs they may have.
· School attendance order procedure follows a legal process outlined in the Education Act, it allows every opportunity prior to the issue of the SAO for parents to engage with the Local Authority to prevent this action and ultimately ensuring children are engaging in education.

Vulnerable Learner Reviews (VLRs):

· This process is designed to bring school based support to children and families as well as identifying whole school need areas of training and development and whole school approaches in need of support. This will lead into discussion around children, looking at early identification and assessment linked to:  
· SEND, graduated approach
· Persistent absenteeism 
· At risk of exclusion 
· The Local Authority can provide data to start the discussion in the process and schools will be asked to contribute their own information, this will lead to informed discussion about needs and support. 
· As the meetings expand we will see the streamlining of all panels and identification meetings to bring the VLRs to the fore of access into services when schools, children and family’s’ needs are greater than the universal offer. 
· The VLR process is being led by the Inclusion and Attendance team in the Local Authority: SheffieldInclusion&attendance@sheffield.gov.uk. It links into the work being undertaken with head teachers and Learn Sheffield 

Further information: A new VLR process
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Appendix 1	-  Alternatives to a reduced timetable

Appendix 2 – Reduced Timetable Contract

1. Purpose of the Guidance



1.1 All pupils of compulsory school age are entitled to a full time education.  Sheffield City Council remains committed to every child’s right to a full time education and endorses the requirement that a reduced timetable cannot be implemented without the agreement of the parent/carer.





In very exceptional circumstances there may be a need for a temporary part-time timetable to meet a pupil’s individual need. For example, where a medical condition prevents a pupil from attending full-time education and a part time offer may be considered as part of a reintegration package. A part-time timetable must not be treated as a long-term solution. Any pastoral support programme or other agreement must have a time-limit by which point the pupil is expected to attend full-time or be provided with alternative provision. (School Attendance, DfE p.14)



1.2		The purpose of this guidance is to assist schools in ensuring they comply with their statutory duties and that they do not inadvertently exclude a pupil through the imposition of a reduced timetable. 



1.3 		This guidance ensures that there is a clear understanding of the law within all Sheffield schools and that every child’s right to a full-time education is robustly supported.  



Details of any legislative or guidance documents referred to in the main text are provided in Section 13.



2.        Legitimate and Lawful use of Reduced Timetables



2.1 	The Local Authority has a statutory responsibility to identify and track any child missing education.  Any pupil on a reduced timetable is deemed to be at risk of missing education and similarly must be identified and tracked.  



2.2          It is important to note that there are no statutory grounds to support a reduced timetable.  However, in exceptional circumstances schools may decide to implement one for a time limited period in order to support a pupil who cannot attend school full time.



2.3        Reduced timetables must only be used in very limited circumstances.
 For example:



Where a pupil has a short-term medical condition that prevents full- time attendance for a time limited period.



As part of a staged reintegration following an extended period of absence. 



A reduced timetable may, in rare and exceptional circumstances, be used as a means of re-establishing a pattern of positive behaviours for learning and attendance where there has been a marked deterioration in a pupil’s ability to cope with being at school. The timetable in itself should not be considered to be an intervention. In all cases the reduced timetable should be accompanied by specific interventions and adjustments to the support or provision provided to meet the pupil’s needs. The timetable may also allow for necessary specialist assessments and advice. The timetable must be time limited and have clear points of review that also consider the support and interventions being put in place.



2.4       When the reduced timetable is introduced, it will only very rarely be appropriate to repeat the arrangement. 



2.5 Reduced time timetables must never be used as an alternative to exclusion.



3. Pupils with a medical condition



3.1  A reduced timetable may be considered if a pupil has a serious medical condition where recovery is the priority outcome.  These arrangements would be part of a “medical plan” agreed between the school and health professionals.  Medical plans may include physical or mental health conditions. Please refer to “Ensuring a good education for children who cannot attend school because of health needs”. (Section 13)



3.2 Where a pupil has an ongoing medical condition, which necessitates missing more than 15 school days (or 30 sessions) as a result of the condition, consideration should be given to a referral to The Becton Hospital and Outreach Service 


Referral information and contact details can be found online at:

 www.becton.sheffield.sch.uk/



4.          Pupils with a Statement of Special Education Needs or an Education, Health & Care Plan



4.1	A reduced timetable should only be used for a pupil with an Education, Health & Care (EHCP) in very limited circumstances. A pupil should not be put on a reduced timetable solely because of their special educational need as this may constitute discrimination. In some instances a special educational need may also be a disability and therefore constitute a protected characteristic under the Equality Act 2010. 



4.2	When a reduced timetable is being considered for a child with an EHCP, the school must secure the agreement of both parents/carers and the SEND Statutory Assessment and Review Service to ensure that all elements of the specified provision will continue to be met through the reduced timetable arrangement.  Evidence must be provided as to the reason for the reduced timetable and specific interventions and adjustments that will be put in place alongside it. This means that no reduced timetable can be implemented with immediate effect. If it is required as an emergency measure, the SEN Code of Practice recommends that an annual review must be convened within two weeks of the start date. Ideally it should only be agreed through an annual review and must have a clearly planned end point.



5.       Looked After Children

 

5.1	Looked after children are some of our most vulnerable pupils and therefore a reduced timetable should only ever be implemented in exceptional circumstances and when all other interventions have been tried. 



5.2	A reduced timetable for a Looked after Child should never be implemented without the written agreement and support of the Virtual School. Best practice states that an interim PEP meeting should be called if a reduced timetable is being considered as an intervention. 



6. 	Children subject to a Child Protection or Child in Need Plan



6.1	Children in need or at Child Protection level may be subject to at greater risk if placed on a reduced timetable. Therefore, any part-time arrangement should only be implemented in the most exceptional circumstances when all other interventions have been tried. A reduced timetable should only be implemented following a multi-agency meeting, where the social worker and parents/carers agree.



7.		Good Practice 



7.1      Schools should consider alternatives to a reduced timetable (see Appendix 1)



7.2         In circumstances where the school consider that it may be necessary to establish a reduced timetable the school should:

a) Undertake a thorough risk assessment and give full/appropriate consideration to safeguarding measures for the duration.  The school must carry out a risk assessment before implementation and which should be recorded and available on request



b) Notify the Local Authority and provide a copy of the plan (Appendix 2)



c) Inform other services who are involved with the family (e.g. MAST, CAHMS, Special Educational Needs)



d) Convene a meeting to discuss proposal for the reduced timetable.  This must include the parents/carers.  If the pupil is Looked After it must include the Social Worker and a member of the Virtual Education Team.  If the pupil has an Education Health Care Plan, inform the SEN Case Officer.

e) The objectives of the part-time timetable should be clearly understood by all parties. An agreed contract (see appendix 2) should be agreed and signed.



7.3         The reduced timetable should ordinarily last no longer than one half term. The suggested maximum length of a reduced timetable is 8 weeks.



7.4         Any reduced timetable arrangements should be regularly reviewed every two weeks with appropriate documentation and consent.



   

7.5         Provided a pupil is medically fit, the combination of work completed at home and in school must constitute full-time education.



7.6         Schools are required to complete the correct documents and then  Must inform the Local Authority of the timetable. 



7.7         School should ensure that the check list has been completed. (Section 11)



8. Roles and responsibilities 

		Who

		Responsibility



		School :



		Parent should be made aware of the statutory right to a full time education and sign a contract for the reduced timetable which indicates their consent and agreement to the arrangement. 



The school should provide the parent/carers with an updated copy of the support plan which complements the use of the reduced timetable.



The school should organise and record reviews of the reduced timetable arrangements.



Pupils should be provided with sufficient and appropriately differentiated work to complete during the hours that they are not in school.



 Arrangements should be made to ensure that the work is marked, assessed and that constructive feedback is given to the pupil with regular frequency in agreement with parents.





		Parent/carer



		Parents/carers must indicate within the contract) how they will guarantee the pupil’s safeguarding off site and how school work will be supervised.







9. Marking the attendance register 



9.1    C Code



Leave of absence authorised by the school.



To be used when a pupil has a reduced timetable that includes sessions which have been mutually agreed not to involve attendance at school or an alternative provision. The school must be satisfied that appropriate arrangements are in place for the care and welfare of the pupil during the time when they would otherwise be at school.



9.2    B Code



The same DfE guidance also provides specific instruction regarding the use of the B code:



This code should be used when pupils are present at an off-site educational activity that has been approved by the school. Ultimately schools are responsible for the safeguarding and welfare of their pupils educated off-site. Therefore by using code B, schools are certifying that the education is supervised and measures have been taken to safeguard pupils. 



This code should not be used for any unsupervised educational activity or where a pupil is at home doing school work. 



Schools should ensure that they have arrangements in place whereby the provider of the alternative activity notifies the school of any absences by individual pupils. The school should record the pupil’s absence using the relevant absence code.  (Advice on School Attendance, DfE p8)  



In respect of part-time timetables the guidance states:



In agreeing to a part-time timetable a school has agreed to a pupil being absent from school for a part of a day or week and therefore must record it as authorised absence. 


In most cases it would not be appropriate to use the B code to record the period when a pupil on a part-time timetable is not attending school. The C code would be most appropriate in most situations. 



Where a pupil is attending alternative provision as part of their part-time timetable it may be appropriate to use the B code for that session. However, it remains the schools responsibility to monitor attendance whilst they attend alternative provision.





10. Reporting Reduced timetables 


10.1	How to report a part-time timetable



· The school must report the reduced timetable to the City Council as soon as it becomes operational by sending a copy of the Reduced Timetable pro-forma (attached), including the number of teaching hours.  



· Where there is no planned review date identified, a review should be set within a maximum of two weeks.



· In order to ensure confidentiality, all referral forms must be sent via Anycomms: sarah.kelly@sheffield.gov.uk 



10.2	Inform the LA when the reduced time table ceases.



10.3       It is likely that details of reduced timetables will be requested as part of an inspection.













































11. Reduced timetables- Legal Requirements & Checklist


		

		
Appropriate assessment has been undertaken and confirms the need for a reduced timetable to secure improved outcomes 





		

		
A risk assessment has been undertaken to ensure pupil safety whilst off-site 




		

		

The objectives of the reduced timetable and the arrangements associated with its creation and review are recorded within the reduced timetable contract and support plan (MyPlan). 





		

		

A reduced timetable contract and support plan (MyPlan) has been agreed by the school and parent/carers and the parents/ carer have consented in writing. (If the pupil is LAC, the Social Worker and Virtual School has been involved in the contract negotiation.) 





		

		

If the pupil has an EHCP or Statement, the reduced timetable support plan has been agreed by parent/carers and the SEND locality manager. School to arrange the annual review after 8 weeks if the reduced timetable is unsuccessful.





		

		

If the pupil is accessing support from MAST or Social Care, a multi-agency meeting of professionals involved has been convened to plan and agree the support plan (MyPlan). 





		

		

Arrangements have been made to review the pupils support plan (MyPlan) within 8 weeks 





		

		

The support plan (MyPlan)  ensures that the pupil has sufficient (amounting to full time) education and appropriately differentiated work to complete for the hours out of school. Arrangements for marking, assessment and feedback are in place.  





		

		Complete the pro forma below and return to the LA.  Current guidance from OFSTED states that all schools should notify the Local Authority of any part-time arrangements and this is likely to be monitored through inspections.









 t time timetable- Reporting form

12. Useful Contacts 

If you wish to discuss any aspect of this guidance please contact:



Sarah Kelly – Complex Casework Manager

Tel: 0114 2735750

Email: Sarah.kelly@sheffield.gov.uk



           Genine Nuttall – Exclusion and Reintegration Officer

Tel: 0114 2736197

Genine.nuttall@sheffield.gov.uk





13. Legislation and Guidance 



Guidance on Reduced Timetables



“Ensuring a Good Education for Children who Cannot Attend School because of Health Needs”



https://www.gov.uk/government/publications/education-for-children-with-health-needs-who-cannot-attend-school





School Attendance: Guidance for schools



https://www.gov.uk/government/publications/school-attendance
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Protocol developed between Sheffield City Council - Children, Young, People and 
Families and Sheffield Local Medical Committee (LMC) on behalf of General 
Practitioners (GPs). 
 
The key principle which underpins the Local Authority’s procedures for managing 
attendance is the belief that regular and punctual attendance is the key to academic and 
social development. This will in turn safeguard vulnerable young people and will improve 
their life chances.  Good school attendance therefore is a key priority. 
 
Historically concerns have been raised by GPs that valuable clinic time was being taken 
up with parents/guardians requesting proof that their child is ill as requested by the Local 
Authority or more specifically schools.   
 
As a result of these concerns a protocol was developed between the Local Authority and 
Dr Savage, Sheffield LMC, which supported the education and safeguarding needs of 
Sheffield’s children and young people, whilst not causing undue pressure on already 
stretched resources within GPs clinics. It is acknowledged  that GPs are not required 
under their current contract to provide ‘Doctors’ Notes’ for children and young 
people, however, as the Local Authority views absence from schools as a safeguarding 
issue this request did not fall under Collaborative arrangements . 
 
 
The Legal position regarding School Attendance 
It is an offence for a parent to fail to ensure their child attends school regularly. 
Under section 444 of the Education Act 1996, parents who fail to ensure their child 
attends school regularly could face a penalty notice fine, and or a summons to court.  
 
The Local Authority employs Family Workers within Multi Agency Support Teams 
(MASTs) to work with parents/guardians and schools to ensure that children and young 
people attend school regularly.  Parents often state that the reason for their child’s 
absence is ill health. When the level of absence attributed to illness reaches a level of 
concern the Local Authority believes it is reasonable for the school to ask the 
parent/guardian for further information and, in some cases, evidence of illness. 
 
Government Guidance in 2006 stated:          
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
• Schools must not routinely ask parents to obtain doctors’ notes and 


there is no legal requirement for parents to provide them 
 


• There is nothing in the regulations to prevent schools from 
challenging parents’ statements or seeking additional evidence if they 
have any concerns.  This evidence could be a prescription or an 
appointment card rather than a Doctors’ Note.  It is good practice to 
have clear systems in place to escalate any concerns about high 
levels of absence due to illness, including agreements about 
accessing additional services in order to provide appropriate support 
to pupils, particularly for long term illness 


 
 
 







 3 


Practice  


When schools have a concern about the amount of, or the pattern of, absence that a 
child is taking from school their first action is to meet with the family. If parents feel they 
require support then the school will refer to the Local Authority MAST teams. If parents 
do not feel they require external support then the school will work with the parents and 
will monitor the child’s attendance. 


Local Authority Attendance and Inclusion Officers (A&IO) routinely meet with school staff 
to discuss children who are persistently absent from school. Persistent Absence is 
defined as attendance of 90% or below. During the visit a discussion will be held 
regarding each child, the reasons for the absence and what actions the school have 
done to support parents to improve the attendance.  


 
Where the level of unauthorised absence is significant the Local Authority may consider 
taking legal action in order to try and bring about an improvement in the child or young 
person’s attendance. This action would only be taken after support has been offered by 
school or MAST, advice has been given, and the parent has still failed to ensure their 
child’s attendance improves. 
 
If the parent is reporting that the absences are due to illness then the A&IO will request 
that the parent gives consent for the Local Authority to contact the General practitioner, 
via this GP protocol.  


 
 
The request to the General Practitioner: 
 
If the parent/guardian states that unauthorised absence from school was as a result of ill 
health and has no evidence to support this, the Local Authority will request consent from 
the parent for them to seek clarification from the family GP. 
 
Clarification from the GP will only be sought when the following criteria are met:- 


• Parent has given consent to the Local Authority, and  
• The Local Authority  is at the point of the  considering issuing a Penalty Notice 


Warning letter, fine or taking a parent to court, and 
• Where no evidence to support their child’s illness has been obtained from the 


parent/guardian.    
 
Contact will be made via letter to seek the GP view, no fee is payable.  
 
The letter will give the reasons that parents are providing for the absences, and will ask 
whether the amount of time missed is proportionate to the illness/medical condition the 
child or young person has presented with. 
 
If the child or young person has not been seen over this period; this is also valuable 
information for considering the safeguarding of the child. 
 
 







This document can be supplied in alternative formats,
please contact 0114 233 1189
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Admissions Directions Flow Chart – Complex Cases

Complex cases are discussed at ECISED where a Key Worker is allocated and an appropriate assessment and subsequent package of support is agreed 





Secretary of State directs school academy

Secretary of State refuses direction.  LA must identify another school

Refusal escalated to SLT for intention to direct letter to be sent and ESFA notified

If following consideration at SLT the LA maintains that the allocation is appropriate a notification is sent to school/academy of intention to apply to Secretary of State (ESFA) for direction.

If there isn’t adequate rationale (as stated in FAP) for refusal a meeting will be arranged between a Local Authority management representative and school to overcome the barriers to admission. 

Own Admission Authority School refuses to admit child

A Consultation with School is undertaken in accordance with Fair Access Protocol (5 school days)

The most appropriate school is identified and notified of the local authority’s intention to allocate
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Policy Summary



This policy provides the framework for the Local Authority to carry out its statutory duty to ensure that every child is provided with a full time education suitable to their age, special educational needs, aptitude and ability. This policy will also further enable the Local Authority’s ability to track the welfare of children who do not attend their Funded Early Learning Placement and there is no explanation as to why. 



It is specifically designed to ensure the welfare of children known to the local authority but who do not have allocated provision or those who do have an allocated provision, but have stopped attending without notice. It will also be utilised to ensure Elective Home Education for children of statutory school age is used in matters of parental choice only. 

The Policy also supports the City Council’s Attendance Strategy, Early Years Funded Early Learning Code of Practice and supports parents’ right to choose Elective Home Education for their child/ren, and adheres to the Local Authority’s responsibilities around child welfare and safeguarding. 
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[bookmark: _Toc1119793]Introduction

There are 3 strands to this policy which follow differentiated processes for identification and action, but all aim to protect the welfare of children in Sheffield.

1. Children of non- statutory school age, who have a Funded Early Learning place but  are not attending and no contact has been received and / or contact cannot be made with parents. 

2. Children of statutory school age where the Local Authority hasn’t been notified of a parent’s choice to home educate and they are not attending an education provision through the local authority. 

3. Children of statutory school age where the local authority have been notified of the parents’ choice to home educate. 

For children in England, education is compulsory, but school is not. The responsibility for a child’s education rests with their parents. Parents may choose to send their child to a school, provide education for their child at home, or through an alternative provider. The term parent refers to all those with parental responsibility, including guardians, carers and those with day to day care.

Section 7 of the Education Act (1996) states:

“The parent of every child of compulsory school age shall cause him to receive efficient full-time education suitable to his age, ability and aptitude, and to any special educational needs he may have, either by regular attendance at school or otherwise”.

The term ‘or otherwise’ includes children whose parents choose Elective Home Education for them.

For the majority of children, parents will ensure they receive efficient full time education through regular attendance at a local school, but for some children they will not be registered on a school roll and will receive their education elsewhere.

For children under statutory school age it is parental decision as to whether to allow their child to take up their Funded Early Learning entitlement. However when the decision has been made to take up their child’s Funded Early Learning entitlement, parents have a responsibility to make the provider aware of any absences or a decision to cease attending the setting. 

If a child does not attend their allocated provision and no contact can be made and their whereabouts cannot be established, they are identified as a missing pre-school child and the provider and the local authority should take reasonable steps to ascertain their welfare.

[bookmark: _Toc1119794]Local Authority Duty of Care



The Children Act (1989) gives the Local Authority the power to intervene in private matters in order to protect and promote the welfare and education of all children within their governed area. 

The Education Act section 175(1) states:

“A Local Authority shall make arrangements for ensuring that the functions conferred on them in their capacity as a local education authority are exercised with a view to safeguarding and promoting the welfare of children.”

[bookmark: _Toc1119795]Protecting Welfare and Education



For children on school roll, attending on a regular basis, the school will provide suitable education and will continually assess a child’s welfare. Where concerns are evident the school will make an appropriate referral.

Where a child of statutory school age is not on a school roll and he/she is being Home Educated the Local Authority will complete a visit to discuss welfare and explore any required further assessment or referral.  

As part of the Elective Home Education service within the Local Authority home visits are available to all parents to discuss plans for provision at home.   

The welfare of children below statutory school age who are not taking up their Funded Early Learning entitlement will be monitored through the Health Visiting offer. Children attending a registered Early Years provider will have their welfare monitored by their provider; however the Local Authority will consider completing a home visit to ensure the welfare of that child.  

Prior to any visits being undertaken checks with other professionals will be made to establish if there is an open family involvement.

[bookmark: _Toc1119796]Home Visits



The Local Authority’s universal offer to all families where children of statutory school age are not on school roll is a home visit to discuss educational provision and identify any further assessment and / or support needs.



Any Local Authority professionals completing a home visit will be able to provide relevant information around SEND or whole family assessment and support available and will be able to advice and guide families around any unmet needs.  



If a child of non-statutory school age, is registered with a Funded Early Learning provider but has stopped attending and there has been no contact explaining the absence, the provider should attempt to make contact with the family by phone, letter and by offering to make a home visit. The provider should also contact the Health Visitor and other professionals known to the family to try and ascertain information about the location and welfare of the child.  All providers should ensure that they meet the requirements of the Early Years Foundation Stage, the Sheffield Code of Practice for Providers of Funded Early Learning and the SSCB Children Missing from Pre-School Services Good Practice Guidance, which all feed into this policy process.  If contact can still not be made with the family, the Local Authority will consider doing a home visit and if the family cannot be located and contact cannot be made then this will result in a request to CME for further HMPC checks to locate the child and family.  



Once home visits have been completed, any identified relevant services and agencies will be notified and pertinent information / assessment will be shared with the family’s knowledge and consent when possible. 



If at any stage of the process safeguarding concerns are identified or it is believed that the child is suffering, or is at risk of harm, the agency that has raised the concern will seek advice from the Sheffield Safeguarding Hub and make a referral as necessary.



[bookmark: _Toc1119797]Information Sharing



It is important that agencies share information in the best interests of the child in accordance with local information sharing protocols, the Data Protection Act 2018 and the General Data Protection Regulations. 



However if  there is reasonable cause to suspect that a child’s welfare may be compromised or it is not possible to make contact with the family,  information may be shared without the individual’s or parent’s consent / knowledge.



Information sharing for this document is covered by:

· Funded Early Learning – Parent/Carer Agreement– To accept a Funded Early Learning place for their child, parents are required to sign a Parent/ Carer Agreement that stipulates that they will inform the provider if the child does not attend and that the provider will follow Local Authority procedures if they fail to do this. In this case the provider has a duty of care to ensure the child’s welfare by notifying other professionals of the child’s absence in order to locate their whereabouts and ensure their welfare. The provider also has a responsibility to notify the Local Authority when a child cannot be located and their welfare cannot be assured through other mean. The Local Authority will exercise their duties to locate and track missing children via the Children Missing from Education service, HMRC checks and home visits from the Early Years Best Start teams and the Family Support Service (MAST) 

· Elective Home Education – In EHE guidance and documentation it is clear a parent should notify the school their child attends when they intend to Home Educate; this should be provided in writing. It also makes clear within this guidance that a Home Visit will be completed by a Local Authority representative to ensure the decision to home educate was parental choice and that they know and understand their choice and how support can be sort if needed.   

· Children without full time provision – for the purpose of this policy this covers:

· Children not on a school roll and the Local Authority has received no notice of intention to Home Educate. 

· Children who have an allocated provision and haven’t been added to school roll (either because the parents have not taken their child or because the school refuses to add)

· Children who the Local Authority has been notified of Elective Home Education, but no information regarding their education has been provided for over 1 year. 

· Children who are on extended reduced time tables and haven’t had an extension to their time in school

· Children who are persistently absent from school and despite support and / or prosecution for irregular attendance this has not been successful in increasing attendance at school. 



[bookmark: _Toc1119798]Risk Management



This policy outlines a graduated approach; however should there be safeguarding concerns these should be escalated through to the Safeguarding Hub; a child deemed at risk of immediate harm does not have to follow this process. 



If children haven’t been seen by the educational / early years provider and / or no contact has been received in to or by the Local Authority then a request can be made to the safeguarding hub for a GP check to ask if:

1. The child has a registered GP

2. If the child has been seen at the surgery / by their GP



If the answer to these questions are no, then this should be a cause for concern and considered when deciding if this needs to be a referral through to the hub for a statutory enquiry into the child and families safety and well-being. 
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Letter heading to be applied per service area

Tel: 

Date:

Parent / Carer of:



Dear Parent / Carer, 



As part of Sheffield City Council’s ongoing work with children, young people and families, we routinely contact the families of children who are not registered on school roll, who are new to Elective Home Education or who are not attending their Funded Early Learning provision to ensure there are open lines of communication and that support is readily available to all families as and when this is needed, regardless of whether your child accesses an educational place from the local authority or not.

We are aware that: (Amend as appropriate)

1. Your child isn’t attending their Funded Early Learning place at (Insert Provider Name) and no contact from your family has been received and the setting has been unable to make contact with you. 

2. You’ve notified the Local Authority that you would like to home educate your child.

3. We haven’t received notification of your intention to home educate and your child isn’t known to be attending at a school.

4. You are due an annual visit as a parent of a child known to our Elective Home Education Team. 

My colleague and I would like to complete a visit to your home to meet with you and your child/ren on ….. Add day, date and time …..

The purpose of this visit is to: (Amend as appropriate)

1. Understand why your child isn’t attending their Funded Early Learning place and see if there are any unmet needs for you or your child that require further support, including setting up a Funded Early Learning place at another setting  

2. Ensure you’re aware of the support available to you as a parent who has chosen to home educate your child and that any necessary support has been or can be identified to ensure the ongoing success of your child’s home education. 

3. Understand how your child is being provided with an education and ascertain if you require any further support with this. 

4. Ensure support is available to you, your child and family and inform you of any changes / support available through the Local Authority. 

If the date and time noted above is inconvenient then please contact a member of our team on the telephone number provided above. 

We look forward to seeing you soon. 

Kind Regards

Signature



Add name and job role




[bookmark: _Toc1119800]Appendix B - Letter 2
Letter heading to be applied per service area

Tel: 

Date:

Parent / Carer of:

Dear Parent / Carer, 



We have recently tried to visit you and your child/ren at home because we are aware that: (Amend as appropriate)

1. Your child isn’t attending their Funded Early Learning place at (Insert Provider Name) and no contact from your family has been received and the setting has been unable to make contact with you. 

2. You’ve notified the Local Authority that you would like to home educate your child.

3. We haven’t received notification of your intention to home educate and your child isn’t known to be attending at a school.

4. You are due an annual visit as a parent of a child known to our Elective Home Education Team. 

Unfortunately you were not available for this visit; therefore my colleague and I would like to visit you again on ….. Add day, date and time …..

The purpose of this visit is to: (Amend as appropriate)

1. Understand why your child isn’t attending their Funded Early Learning place and see if there are any unmet needs for you or your child that require further support, including setting up a Funded Early Learning place at another setting  

2. Ensure you’re aware of the support available to you as a parent who has chosen to home educate your child and that any necessary support has been or can be identified to ensure the ongoing success of your child’s home education. 

3. Understand how your child is being provided with an education and ascertain if you require any further support with this. 

4. Ensure support is available to you, your child and family and inform you of any changes / support available through the Local Authority. 

If the date and time noted above is inconvenient then please contact a member of our team on the telephone number provided above. 

If we are still unable to make contact with you and your child and you haven’t contacted us then we will consider all information in making a decision as to whether to make a referral to the children’s safeguarding hub and / or children missing from education team so we can confirm the welfare of your child.

We look forward to seeing you soon. 

Kind Regards

Signature, Add name and job role


[bookmark: _Toc1119801]Appendix C - Letter 3

Letter heading to be applied per service area

For Manager use only



Tel: 

Date:

Parent / Carer of:



Dear Parent / Carer, 



A member of my team has recently tried on 2 occasions to visit you and your child/ren at home because we are aware that: (Amend as appropriate)

1. Your child isn’t attending their Funded Early Learning place at (Insert Provider Name) and no contact from your family has been received and the setting has been unable to make contact with you. 

2. You’ve notified the Local Authority that you would like to home educate your child.

3. We haven’t received notification of your intention to home educate and your child isn’t known to be attending at a school.

4. You are due an annual visit as a parent of a child known to our Elective Home Education Team. 

Unfortunately you were not available for either of these visits and therefore we have not been able to: (Amend as appropriate)

1. Understand why your children isn’t attending their Funded Early Learning place and see if there are any unmet needs for you or your child that require further support, including setting up a Funded Early Learning place at another setting  

2. Ensure you’re aware of the support available to you as a parent who has chosen to home educate your child and that any necessary support has been or can be identified to ensure the ongoing success of your child’s home education. 

3. Understand how your child is being provided with an education and ascertain if you require any further support with this. 

4. Ensure support is available to you, your child and family and inform you of any changes / support available through the Local Authority. 

We have now liaised with other agencies and are aware there are further concerns which have resulted in us taking a decision to make a referral into the safeguarding hub. 

Kind Regards

Signature



Add name and job role
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Feedback Form from the safe and well visits



		Child’s Name

		

		Parent’s Name

		







		Siblings names

		





		Address

visited

		



		Did anyone answer the door?

		

		If not, did it appear there was someone home?

		



		Was the parent seen?

		

		What was their response?

		



		Was the child seen?

		

		What was their response?

		



		Were any siblings seen?

		

		Who were they?

		



		Regarding the home education



		Is the parent happy to continue home educating their child?



		If not, why not?









		How is the parent ensuring their child receives a suitable education?

		



		Record discussion and details:

























		Safeguarding



		Have the Sheffield Safeguarding Hub been contacted during, or after the visits took place? If yes, who did you speak to? And what was the outcome?







		Does a CME referral need to be made as the child is no longer known to be at a Sheffield address:







		Does a CME referral need to be made as the parent no longer wants to home education so a school place needs to be allocated:











CME telephone number: 2736462
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A NEW VLR PROCESS.docx
Pathways Co-ordination:

Pre work:

· Child – 3 houses approach; What’s working well? What are you worried about? Next Steps and support to get there?

· Parent / Carers – Signs of Safety approach; What’s working well? What are you worried about? Next Steps?

· Professionals – Signs of Safety; What’s working well? What are you worried about? Next Steps?

All work is completed with the next 3-5 years in mind, questions about the future and based upon the 4 pillars:

1. Independence (age related)

2. Community (friendships)

3. Health

4. Employment / Education 

Strength based approach meeting co-ordinated by specialist, interactive, visual – flip charts used. 

My Plan updated throughout and Support Plan updated with the next steps. 

Review period set and arranged within this first co-ordination meeting. 

RAG Rating:

[bookmark: _GoBack]According to the level of concern the pathway co-ordination support is given a timescale for each child to be entered in at various points throughout the year:

Example:

· Green, identified 3+ on the grid but reasonable adjustments are in place and this is working well, but they need co-ordination for their transitional arrangements to ensure adjustments follow through.   

· Amber, showing signs of vulnerability with 3+ needs that are starting to put the child at risk of Exclusion / PA and / or their not progressing with the support that has been identified.

· Red, at risk of exclusion, significant concern, little / no progress through their support plan / EHCP. 



Pathways Support:

Any child at risk of exclusion or identified SEND SSG 3+ is entered into the appropriate pathway:

· School Readiness (3-6 years) – further links into the EY Partnership Pathway

· Y4 – Y7 (8-11 years)

· Y9 to post 16 (13 – 18 years)

· Attendance – Pathway / Prosecution 

(Children / families allocated MAST / CSC can be added to pathways and support via the agencies is co-ordinated within the pathway) 

Purpose of the VLR discussion:

· Children at risk of Exclusion (at risk model from CILS)

· SEND level 3+ on SSG in any area

· Other vulnerable children known to school

· Children with attendance concerns of a more serious nature

· Restorative Practice and Attendance



VLR arranged within 3 weeks of notification, unless otherwise agreed. 

Relevant Team Leaders attend the VLRs

Outcome of ‘scope’ meeting:

Overview of the discussion from the ‘scope meeting’ is passed to appropriate Team Leaders in email and all relevant agency leads (if the agency is already engaged in the VLR process) are copied in along with the school leadership team.



Scope Meeting:

Manager meets with Head Teacher or designated Deputy to discuss the school context, whole school support, including challenging cohorts. Issues are identified and areas of support are explored.

Agencies to engage in the VLR are discussed to form a personalised panel to accommodate the needs identified.

(If agencies are identified who are not already involved in the developments engagement work will be undertaken within the management team.) 
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