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REFERRING  BODY:

ALL  SECTIONS  MUST  BE  COMPLETED  (section 15 for KS4 students only)

1. Student Information:

	First Name:
	
	DOB:
	

	Surname:
	
	Gender:
	


	Looked after child:
	YES
	NO
	Ethnicity
	

	Year Group:
	


	Address:
	                                                                                                     Postcode:


2. Parent/Carer Contacts:

	Name:
	
	Name:
	

	Relationship:
	
	Relationship:
	

	Tel:
	
	Tel:
	

	Email:
	
	Email:
	

	Address if different from above:
	
	Address if different from above:
	


3. School Details:

	Name:
	

	Address:
	                                                                                      Postcode:



	
	
	
	
	
	

	School Contact:
	
	Tel:
	

	   Email:
	
	Pupil Premium:
	

	   FSM:
	
	UPN:
	

	


4. Referrer Details
	Name:
	
	Position:



	Address:
	                                                                                      Postcode:



	
	
	
	
	
	

	Establishment:
	
	Tel:
	

	   Email:
	

	   Signed:
	
	  Date:
	

	


5. CAMHS Details

	Name of Worker:
	

	
	
	
	
	
	

	Email:
	
	Tel:
	

	


6. SENCO - it is in the interest of your student to instigate the EHCP process prior to this referral
	Name of Worker:
	

	   School SENCO Name
	

	
	
	
	
	
	

	Email:
	
	Tel:
	

	


	Any other Agencies involved:


7. SEN

	Does the student have an EHCP

Yes 


	Yes
	Current 


	Currently in process

	Does the student have an EHCA:
	Yes
	No 

	Date Statement/EHCA was written:
	
	

	Date of JAM:
	
	

	Date of Review:
	
	


8. Chronology of present situation (this information is critical and should give a clear overview of the child’s situation past and present)
	


9. Safeguarding

	1. Previous:

2. Current:




10. Cognition and Learning

	1. What can the young person do now?

2. What does the young person need to develop?




11. Communication and interaction skills

	1. What can the young person do now?

2. What does the young person need to develop?




12. Social, Emotional and Mental Health

	1. What can the young person do now?

2. What does the young person need to develop?




13. Sensory and physical needs

	1. What can the young person do now?

2. What do does the young person need to develop?




14. Safety

	Are there any safety issues for the tutor visiting the house?



	Is there anything about the student/family’s behaviour that the tutor needs to be aware of before visiting?




15. KS4 Students Only

	Please list all exams entered for:
	

	Exam
	Examination Board

	
	

	
	

	
	

	
	

	
	

	Have exam arrangements been discussed with the family?
	YES
	NO

	
	
	

	Exam Officer:

Name:

Email Address:

Contact No:


16. Additional Information – please provide any other information to support this referral: 

(e.g. positive and negative triggers, coping strategies)

	


17. Service Level Agreement for Schools                                         

Schools are asked to co-operate with Home Tuition by:
· Providing a named person who will be responsible for the link with the home tutor. Providing the tutor with correct phone numbers and e-mail addresses to ensure easy and direct communication. Updating these as required.

· Providing the tutor with the most recent information regarding the student’s academic levels, predicted grades, targets, SEN. Contacting feeder school, where appropriate, to facilitate this.

· Providing suitable work and resources for the student, including medium and long term plans; schemes of work where available.

· Being willing to trigger an EHCP where Tracks feels this is appropriate – this assures long term support.

· Marking any external exam assessments/coursework.

· Entering the student for Public Examinations and paying exam fees.

· Organising and paying for a taxi to take the student to a library, Owlet Road or any other teaching establishment if teaching takes place outside the home.

· Organising and attending half termly reviews regarding the student, even if these take place out of school.

· Liaising with the tutor regarding attendance.

· Regularly reading the weekly lesson reports as provided by the home tutor and contacting the tutor where there are issues.

· Co-operating with plans for school integration where this is possible. This may involve providing a room for tuition to take place in school.

· Doing everything possible to keep a link open between themselves and the student; this may mean sending newsletters home etc.

· Being readily available to discuss any of the above with either the tutor or his/her line manager.  Students can see the home tutor as an ‘easy option’ and  some may avoid working to full potential unless there is a strong and very clear link with school.

*Schools may only mark a ‘B’ on the attendance register during those times where a tutor is actually teaching a student. At all other times, the responsibility for the welfare and safety of the student rests with the family and the School. This attendance information will be sent to schools on a weekly basis.
On behalf of _____________________________(SCHOOL) I agree to the above terms with regard to the teaching 

of:   Student______________________________________________   Year____________

Signed: _______________________________


Date:______________________
Position: ______________________________    
Contact details:_________________________
Please note:  ALL DOCUMENTATION MUST BE COMPLETED AND SENT WITH THE REFERRAL FORM

Check List for Referral:

	Completed Application
	

	SLA Agreement 
	

	School report
	

	Medical report Physical/Emotional
	

	EHCP Status
	

	Recent attainment information
	

	Exam timetable
	

	Care Treatment Plan
	


Please send all documentation to:

Home Tuition Team

TRACKS Education

21 Owlet Road

Shipley

West Yorkshire

BD18 2LU

office@tracks-ed.org
Tel: 01274 582995
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