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Guidance on the Transfer of a Child Protection /or Safeguarding File to another Education Setting

May 2023




KCSIE 2022:
“Where children leave the school or college, the designated safeguarding lead should ensure their child protection file is transferred to the new school or college as soon as possible, and within 5 days for an in-year transfer or within the first 5 days of the start of a new term to allow the new school or college to have support in place for when the child arrives. The designated safeguarding lead should ensure secure transit, and confirmation of receipt should be obtained. For schools, this should be transferred separately from the main pupil file. Receiving schools and colleges should ensure key staff such as designated safeguarding leads and special educational needs co-ordinators (SENCO’s) or the named persons with oversight for special educational needs and disability (SEND) in a college, are aware as required.”
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Introduction:

This guidance has been developed to ensure that all relevant information concerning child protection and safeguarding is communicated to the educational settings that a child attends. It is essential that any concerns around a child's welfare, and consequently their educational needs, be documented and passed on when the child moves to a new setting in a timely way.
Working Together to Safeguard Children (2018) states that: ‘Everyone who works with children has a responsibility for keeping them safe. No single practitioner can have a full picture of a child’s needs and circumstances and, if children and families are to receive the right help at the right time, everyone who comes into contact with them has a role to play in identifying concerns, sharing information and taking prompt action’ (2018:10). 
The Data Protection Act 2018 and the General Data Protection Regulation (GDPR) support information sharing and provide a framework for ensuring that personal information about living persons is shared responsibly (Information Sharing: advice for practitioners providing safeguarding services to children, young people, parents, and carers, July 2018).  
The importance of well-maintained records in safeguarding and child protection cannot be overemphasized. It is imperative that all staff members are aware of the need to record, and report concerns regarding children within the school or educational setting. 
When the child or young person changes educational settings, the Designated Safeguarding Lead (DSL) is responsible for keeping such records and, ultimately, for the child protection/safeguarding file, as well as for the transfer of such information to the new educational setting.  During transition periods, there is an opportunity for proactive planning and the exchange of information, which, if carried out sensitively, can ensure a smooth transition. See annex A for more details 
For the purposes of this guidance, "school" refers to all educational settings which provide education up to the age of leaving school of 18 years old. Early Years Settings, Schools, Academies, Trust Schools, Free Schools, Pupil Referral Units, Special Schools, Independent Schools, and Alternative Learning Providers fall under this category. Information on Home Education and Post 16 providers will be provided separately.
All moves including, in year transfers or end of year moves will require timely transfer of CP files. Slough Borough Council, Admissions team will provide a list of pupils who will move school on the National Offer days for end of year transfers. These are 1st March 2023 for Secondary places and 17th April 2023 for Primary places. For in year transfers Admission Officers must work closely with SBC Admissions and the last school to ensure all CTC files are transferred and work with previous school to pull across all files relating to SEN, CP and CLA if applicable.


Best practice 
There should be a clear statement in the school's safeguarding/child protection policy regarding the process of transferring information. Declaring that you have a duty to share information ensures that parents understand that this is your practice. 
It is recommended that a Privacy Notice (previously known as a 'Fair Processing Notice') should also be provided to parents in the Autumn Term, about the same time as the SIMS Data Checking Sheets are sent out so that the school can update the school's SIMS or IMS with updated data. Parents who join in the year should also receive a copy of the Notice. This Privacy Notice applies to all data held and processed by the school and includes the transfer of child protection files.
Suggested privacy notices for schools and local authorities to issue to staff, parents and pupils about the collection of data can be found here:
Data protection: privacy notice model documents - GOV.UK (www.gov.uk)

What should be included in a child protection/safeguarding file? 
Children's safeguarding files are records maintained by the Designated Safeguarding Lead (DSL) in relation to any safeguarding concerns for the child. Information pertaining to the child must be factual, not opinionated. There may only be one concern in this file or it may contain a considerable amount of historical information. All student files, regardless of their size, must be transferred to the next educational setting in their entirety. 
In each case, it is the responsibility of the DSL to maintain the chronological order of the file and to maintain an up-to-date record. A chronology provides a brief overview of the school's concerns and highlights significant events in the life of the student. It should not provide all the details, just a summary of what occurred, who was involved, and what happened as a result. The contents of the file can be found in Appendix C.

[bookmark: _Hlk96012196]Information you should pass on 
Maintain a written record of all child protection concerns, discussions, and decisions. Good practice is to maintain separate child protection files for every child with concerns and referrals. This information should be kept confidential and securely stored. 
Included in your records should be: 
· A clear and comprehensive summary of the concern; 
· Details of how the concern was followed up and resolved; 
· A note of any action taken, decisions reached and the outcome.   
This is explained in paragraph 70 of KCSIE. 
Children looked after (CLA) information should be kept separate
Keep records pertaining to looked after children in a separate file or envelope from safeguarding records, but with the same level of confidentiality.
Transfer them in a separate envelope and acknowledge receipt in the same manner as with child protection files using secure transfer methods either online or securing receipt for delivery of files for the attention of the Designated Teacher (DT).
Transition and communication 
Discussions between designated safeguarding leads at different schools/settings (for example, the sharing of concerns or asking for information about sibling groups) are acceptable.
Where possible, consent from parents should be sought before a conversation takes place. Relevant information regarding child protection should be carefully recorded. For smooth transitions and continuity of care, it is advisable to share professional meetings (CP and CIN reviews) as early as possible before the school year begins with dialogue with the parents and social care. 
The actual paper or electronic files must not be sent until the child begins attending the new school on the first day of term.
Please ensure all key members of staff, including your DSL, DT and SENCO, are informed when new pupils with child protection files arrive at the receiving school (admissions officer).

How to transfer the child protection/safeguarding file
It is the responsibility of the designated safeguarding lead to inform the receiving school that a child protection or safeguarding file exists within five school days of a child's transfer. The receiving school should inquire when a pupil transfers schools if the previous school has a child protection or safeguarding file.
In addition to the child's main school files, child protection/safety files should be sent to the school either by hand, by recorded delivery, or by secure transmission when electronically sent, within five school days after notification. It is essential that confidentiality is maintained and that the transfer process is as secure as possible. The use of parents in the transfer of confidential information is never recommended.
Keeping a copy of the file will ensure that the school is able to demonstrate what it knew and what actions they took to safeguard and promote the welfare of the child. After the retention period has expired, copies should be stored securely and destroyed in accordance with your data protection policy. 
Whether child protection/safety files are transferred by hand, recorded delivery, or electronic means, there should be written evidence of the transfer (for example, a form dated and signed by the receiving school - see appendix A). According to the Information and Records Management Society, it is recommended that this receipt be retained by the originating school for a period of six years. A written confirmation must be received from the new educational setting if the document is sent electronically - for example, an email sent to the new educational setting.
Appendix C provides a content checklist sheet template which should be completed by Senior Safeguarding Designated Lead/Head teacher and placed at the front of the child Protection/Safeguarding file. The physical CP file must be placed in a sealed envelope and marked “Child Protection/Safeguarding File” FAO Senior Designated Safeguarding Lead/Headteacher.
After this file is prepared, it will be sent by Special Delivery or handed over to the receiving school and will only be signed for by either the DSL or head at the receiving school.
Elective Home Education
Files remain with the school when pupil decides to electively home educate. If they choose to return to mainstream school, Slough protocols stipulates that the child will  return to their previous school subject to availability. Should an alternative school be allocated, they will request files from the previous school.

[bookmark: _Hlk134993802]Children Missing Education
All settings that provide education for children and young people of statutory school age should comply with SBC’s CME and EHE Policy and follow procedures set out within the LA’s School Attendance Procedural Guidance






[bookmark: _Toc98167369]Don't transfer the file before a pupil leaves
If a child protection file has been initiated for a child who then moves schools, the entire contents of the file should be sent to the receiving school or college.
Transferring a child's child protection file should be delayed until the pupil has been formally accepted by a new school. There may be a breach of information if you transfer a pupil's child protection file to another school and the pupil does not attend that school. The file may also get lost if the pupil does not attend that school.
The transfer of the data to a school where the student has not yet been officially accepted would be risky, since GDPR requires a legitimate reason for releasing personal data.
Children who move and do not provide a forwarding address for both home and school and do not receive contact from a new school should follow Slough Borough Council's Missing Pupil Procedures with the attendance team. Please contact _attendance@slough.gov.uk as soon as possible.
[bookmark: _Toc98167370]What to do if records haven't been transferred
It is the responsibility of the previous school to transfer the child protection file. 
If you become aware that a new pupil will be attending the receiving school, it is good practice for the receiving school to contact the safeguarding lead at the previous school regarding the new pupil and his/her CP records.
Tell the previous safeguarding leaf you are concerned that the child might be put at risk if the correct documents are not transferred. 
If the files have not been transferred, contact the Head teacher first. Should there be any continued concerns, please contact your child's Safeguarding Board.

Pupils who are dual registered or educated off-site
The child protection/safeguarding file of a pupil who is enrolled at one school but attends another setting should be copied and sent to the DSL of the other school (e.g. Pupil Referral Unit) as soon as possible. The responsibility for maintaining accurate record rests with the school where the pupil is enrolled. 
Due to the nature of bespoke arrangements for individual pupils, the two DSLs should agree upon the best method of communicating significant events and issues involving that pupil.


Storage of CP files 
Irrespective of whether your records are electronic or paper-based, they must be kept confidential and in a secure environment. It is recommended that electronic files are password-protected and stored on computers with virus protection.
It is recommended that child protection information and referrals be stored in separate child protection files for each child. As soon as you become aware of a concern, you should initiate a child protection file.
It is best practice to keep child protection files separate from other records relating to the child. It is appropriate to note that there is a separate child protection file on the general record.
Please ensure that confidentiality is maintained when sharing records within or outside your organization. Electronic files should be password protected and encrypted.
 The safeguarding records of children should be kept in a secure (for example, locked) filing cabinet, separate from other school records, and available to the DSL, the Deputy DSL, and other safeguarding team members as required.
To indicate that a child protection/safety file exists, a flag should be placed on the student's general file. (This coding must reflect the current circumstances.) Any staff member having access to a child's school file should understand the meaning of the symbol and seek advice from the DSL should they have concerns.  
It is important that, in order to ensure that the needs of a child/young person are met in schools using electronic record systems, access to safeguarding and child protection information is limited to only those individuals who have a need to know.

Electronic Child Protection records 
You should use encryption software (such as Egress) whenever transferring information electronically to reduce the risk of unauthorized access to the data. 
These measures were recommended by a representative from the Information Commissioner’s Office (ICO).
Either way, electronic records should be password protected and their access strictly controlled in the same manner as paper records.
As with paper records, they should be structured the same way as electronic files (i.e. with well-maintained chronologies, etc.), so that they are current if/when printed, such as for legal purposes. Transferring electronic files to other schools/post 16 providers should only be conducted using a secure system. Upon receiving the receipt (this may be received via email) confirming that the file has been received by the new school, the originating school should retain the file for six years, in accordance with guidance detailed in the IRMS guidance.
In some instances, child protection records may also be maintained on SIMS (School Information Management Systems), other MIS, or specialist software packages such as CPOMS. A child must be recorded whether they are in care or subject to a Child Protection Plan in all schools. In order to ensure that this information is kept private, schools must apply the appropriate privacy settings.

Retention of records 
A copy of the file should be retained by the school for its own records. This document will allow the school to document what it knows and the steps it has taken to protect and promote the welfare of the child whilst in their school. The copies should be stored securely and destroyed at the end of the retention period.
The records should be maintained for the same length of time as the pupil file, which is:
· Until the child has left the school – for primary school
· 25 years after the child's date of birth - to the school where the child completes his or her compulsory education

Keeping copies of documents once the pupil has transferred.
There is no statutory guidance on how long school records should be stored after a pupil transfers to another school - schools have differing policies regarding the retention of data. It may be useful for future reference to retain a copy of the record.
The Information Management Toolkit for Schools has been created to assist schools to manage their information in line with the current legislative frameworks. 
Further details can be found here:
IRMS Schools Toolkit - Information and Records Management Society



Exceptions
It is an offence to destroy any records that might be relevant to the Independent Inquiry into Child Sexual Abuse (IICSA). This requirement overrides any UK data protection laws – see section 21 of the Inquiries Act 2005.
This applies to schools, as set out in the latest version of the toolkit for schools from the Information and Records Management Society (IRMS - page 36).
It includes any materials regarding:
· Allegations (substantiated or not) about anyone who may have been involved in or had knowledge of child sexual abuse or exploitation
· Allegations (substantiated or not) about individuals engaging in sexual activity with, or having a sexual interest in, children
· Institutional failures to protect children from sexual abuse or other exploitation
· Statutory responsibilities for the care of children in public or private care
· Development of policies or legislation on child protection
· The determination of an Honours award to anyone now demonstrated to have had a sexual interest in children, or suspected of having such an interest
Even if a pupil has transferred out of your school and you intend to move these child protection files with them, you should consider retaining a copy of these records for your reference in case of any historic claims.
The inquiry continues to consider whether records will be kept in the future. However, until this inquiry closes you must follow the guidelines above. 
Child protection records retention and storage guidelines (nspcc.org.uk)


Sharing information with Post 16 providers
Transfer of child protection/safeguarding files must continue to Post 16 Providers. Responsibility for the transfer of records rests with the original school. DSLs are required to notify the receiving setting that a child protection/safeguarding file exists within five working days of a child transferring to a Post 16 provider. For all transfers the receiving Post 16 provider should ask the previous school if a child protection/safety file exists.




Sources of support available:
	Early Years


	[image: ] 
Early Year transition Support Together Early Education Resources (STEER) | The Link (slough.gov.uk)

Starting primary school - BBC Bitesize                   Starting primary school | Family Lives

Transition to reception class:  Starting school toolkit | PACEY    
School Ready - Practitioners - YouTube

	Primary school
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10 practical tips for school staff to help children settle when starting primary school: transitions-primary.pdf (mentallyhealthyschools.org.uk)

	  [image: Image result for nspcc logos] Lesson plans, designed for the final year of primary school, explores the conflicting feelings that young people may have about starting secondary school and teaches them ways to express these feelings and manage this transition positively





This animation and accompanying teacher toolkit is aimed at supporting pupils who have recently started Year 7
Moving Up! The transition to secondary school: animation & teacher toolkit (annafreud.org)

	Transition toolkit: resources for starting, changing or leaving school or college

What a good transition process from primary to secondary looks like – five simple steps:
Primary toolkit: MHS primary transitions toolkit (mentallyhealthyschools.org.uk)

	

	Secondary and Post 16+

	Transition toolkit: resources for starting, changing or leaving school or college

Leaving school and future plans : Mentally Healthy Schools
	[image: Anna Freud National Centre for Children and Families] [image: Heads Together Mentally Healthy Schools]
	Transition toolkit: resources for starting, changing or leaving school or college
Free toolkits for primary, secondary and FE settings, full of practical resources to help pupils and their parents manage changes in their education.



	
The most critical is the move from school to adulthood.
Secondary toolkit: MHS secondary transitions toolkit (mentallyhealthyschools.org.uk)
	

	Universal information from Education Psychology
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Description automatically generated]The Integrated Support Service ‘readiness to transitions’ webinars can be  accessed here:  https://www.youtube.com/channel/UCSS1rNoVkOPiLYgdiNg_vaw




Sources of information:
Keeping Children Safe on Education: Keeping children safe in education 2022 (publishing.service.gov.uk)

The Data Protection Act 2018: https://www.legislation.gov.uk/ukpga/2018/12/contents/enacted

Guide to the General Data Protection Regulation (GDPR)  
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/711097/guide-to-the-general-data-protection-regulation-gdpr-1-0.pdf

Information sharing advice for safeguarding practitioners
Guidance on information sharing for people who provide safeguarding services to children, young people, parents and carers. Information sharing advice for safeguarding practitioners - GOV.UK (www.gov.uk)

Information Management Toolkit for Schools
The Information Management Toolkit for Schools has been created to assist schools to manage their information in line with the current legislative frameworks. 
IRMS Schools Toolkit - Information and Records Management Society

School admissions code: Statutory guidance that schools must follow when carrying out duties relating to school admissions. School admissions code - GOV.UK (www.gov.uk)
S2S guidance for transfer of pupil records: School to school service: how to transfer information - GOV.UK (www.gov.uk)

Working together to safeguard children Statutory guidance on inter-agency working to safeguard and promote the welfare of children. Working together to safeguard children - GOV.UK (www.gov.uk)

Independent Inquiry into Child Sexual Abuse (IICSA) (2018) Guidance Note: 
Retention Instructions and Data Protection Requirements (PDF). [Accessed 
07/03/2019]. 2018-07-25-guidance-note-retention-instructions-data-protection-requirements-version-2.pdf (iicsa.org.uk)

Slough Safeguarding Partnership Slough Safeguarding Partnership

Annex A: Keeping Children Safe in Education (KCSIE) 2022
[bookmark: _Hlk134994033]122. Where children leave the school or college, the designated safeguarding lead should ensure their child protection file is transferred to the new school or college as soon as possible, and within 5 days for an in-year transfer or within the first 5 days of the start of a new term to allow the new school or college to have support in place for when the child arrives. The designated safeguarding lead should ensure secure transit, and confirmation of receipt should be obtained. For schools, this should be transferred separately from the main pupil file. Receiving schools and colleges should ensure key staff such as designated safeguarding leads and special educational needs co-ordinators (SENCO’s) or the named persons with oversight for special educational needs and disability (SEND) in a college, are aware as required. 

123. In addition to the child protection file, the designated safeguarding lead should also consider if it would be appropriate to share any information with the new school or college in advance of a child leaving. For example, information that would allow the new school or college to continue supporting children who have had a social worker and been victims of abuse, or those who are currently receiving support through the ‘Channel’ programme and can have that support in place for when the child arrives. More information on the child protection file is in Annex C.

Annex C: Where children leave the school or college (including in year transfers) the designated safeguarding lead should ensure their child protection file is transferred to the new school or college as soon as possible, and within 5 days for an in-year transfer or within the first 5 days of the start of a new term. This should be transferred separately from the main pupil file, ensuring secure transit, and confirmation of receipt should be obtained. Receiving schools and colleges should ensure key staff such as designated safeguarding leads and special educational needs co-ordinators (SENCO’s) or the named person with oversight for SEND in colleges, are aware as required.
Lack of information about their circumstances can impact on the child’s safety, welfare and educational outcomes. In addition to the child protection file, the designated safeguarding lead should also consider if it would be appropriate to share any additional information with the new school or college in advance of a child leaving to help them put in place the right support to safeguard this child and to help the child thrive in the school or college. For example, information that would allow the new school or college to continue supporting children who have had a social worker and been victims of abuse and have that support in place for when the child arrives



Appendix B: Admissions flowchart 

[bookmark: _Hlk97231655]
Appendix C: Checklist for a School Child Protection File for Transfer template

This content checklist should be;

· Completed by Designated Safeguarding Designated Lead/Head teacher
· Placed at the front of the child Protection/safeguarding file

The Child Protection file must be placed in a sealed envelope and marked “Child Protection/Safeguarding File” FAO Senior Designated Safeguarding Lead/Headteacher. 

This file will then be placed with the General File and sent by Special Delivery or hand delivered to the receiving school.

Contents of a CP file:

· Front sheet with essential details/contacts		
· Chronology
· Current logs / records of discussions, telephone calls and meetings with colleagues and other agencies or services
· Logs/records of discussions, with parents / carers / family members
· Professional consultations/conversations
· Domestic abuse information e.g. Operation Encompass notifications
· Current completed Child Protection incident / welfare report forms
· Current referral forms (sent to Children’s Social Care, other external agencies, or education-based services)
· Current minutes or notes of meetings, e.g. Child Protection Conferences, Core Group meetings, etc, copied to the file of each child in the family as appropriate
· Current formal plans for or linked to the child, e.g. child protection plans, TAFs / Single Assessment 
· Current letters sent and received
· Current other please state: ____________________________________

· All Child Protection information received from the child’s previous educational provider/setting.


*definition of current is whilst the pupil/student is on roll at your school




Appendix D: Letter from receiving school to current setting/school for information on all children 

Dear Designated Safeguarding Lead
RE: Information Request
The pupil below has joined ………………. School/Academy from your school/academy/setting:
I am writing to request information for……………………, who will be transferring to ………………. School/Academy in ……………………………….
In accordance with Safeguarding/Child Protection (CP) procedures, you are required to pass on any safeguarding/CP records that relate to this pupil.  This also applies to any files relating to any children who are ‘Looked After’.
Please can you return the attached form using the enclosed envelope to share safeguarding information or a nil return for the child. 
I would appreciate it if you can forward any safeguarding/CP records relating to this pupil directly to me, …………………… (signed for delivery only) in a sealed envelope marked 'Strictly Confidential' or let me know when the records will be ready for transfer if you are using an online service such as CPOMS, My Concern. The ‘Children Looked After’ file should be sent securely for the attention of: ……………………………………………….
In addition, I am willing to schedule a time to receive/send the safeguarding/CP file in person if that would be helpful.
I look forward to receiving this reference as soon as possible, but should you have any questions in the meantime, please do not hesitate to contact me.
Thank you in advance.

Yours sincerely

Name of DSL:
Name of school:
Email address:				Contact number


Information about child:
***Please return this form by answering the following questions including a nil return within 5 working days.		 

	Child’s Name: 	
	DOB:

	Unique Pupil Number (UPN)	
	
	

	Questions 
	Yes/No
	Any comments 

	1. Are there any current CP/safeguarding issues or has there been any involvement with Children Social Care?  
	
	

	2. Has this child/young person ever had a SW? (please share any details  even if the case is now dormant)
	
	

	3. Is this child a ‘Looked After’ Child/young person?
	
	

	4. Does the pupil receive any additional learning support and/or do they have any associated plans or reports (EHPC)?                
	
	

	5. Do you have any concerns regarding classroom behaviour or social interaction?                      
	
	

	6. Do you have any concerns about the home or parents, or do you find that the parents are not supporting the school or the child?   
	
	

	7. Do you currently use any electronic CP systems such as CPOMS, My Concern?

	
	

	8. If yes, please confirm that the files have been made available for transfer including the date of transfer.

	
	


				
Please sign and return the enclosed acknowledgement form in the envelope provided if you do not have any concerns

Signed..............................................................  	Print Name …………………………………..……...  Date…………………..……..………………………………….  	Name of School………………………………………  Contact number: ……………………………………………	Email address………………………………………..

Receipt of CP file:

FAO: Designated Safeguarding Lead ………………… (Name of receiving school)

[bookmark: _Hlk97730600]Request for Child Protection Records for: _____________________________  (Name of child)
Unique Pupil Number: ________________________	DOB: _________________________

School completing the form: ___________________________________________________

Address: __________________________________________________________________

Name of Designated Lead: ___________________________________________________

Signature: ___________________________________   Date: _______________________

Email address: _________________________	Contact number_________________________

Please tick appropriate:

           I enclose all safeguarding records relating to the above child, as outlined in safeguarding procedures and in 
accordance with child protection procedures when a young person changes school

           There are no safeguarding records on file for the above named child.           


Appendix E: 
Receipt of Transfer of Child Protection / Safeguarding Pupil Records 
	.A: This section to be completed by the originating school:

	Name of Child:

	Date of Birth:

	Unique Pupil Number: 

	Unique Learner Number:

	Full Name of current school:

	Full address of current school:

	Name / contact details of current Designated Safeguarding Lead:

	Full Name and address of the DSL at the receiving School/ College: 

	Date file exchanged: Date: Month: Year:

	Electronic Copy: Yes / No

	Hard Copy File by Recorded Delivery post: 
Yes / No Post By Hand

	Signature Designated Safeguarding Lead:

	Print name of DSL:

	Date: 

	

	B: This section to be completed by the receiving School / College. Please ensure this completed form is returned to the originating school / college without delay. The originating school should keep this receipt securely (see guidance above). 

	Full name of receiving School / College: 

	Full address of receiving School / College: 

	Name / contact details of receiving Designated Safeguarding Lead:

	Date electronic version received:

	Date hard file copy received by Recorded Delivery / By Hand by the DSL:

	Date receipt returned to Originating school:

	Signature of Designated Safeguarding Lead:

	Print name of DSL:

	Date:



sources of information: KCSIE, The Key, Harrow CP Transfer Guidance, IRMS guidance and NSPCC.


National Offer day 
1st allocation


 All offers are notified to parents and schools on national the offer days below:


2nd Round of allocations


Secondary: SBC Admissions will issue a second list to all schools on 7 April 2023


Parents have 15 days to respond to accept or decline a place


Schools and SBC to chase and ensure they hvae accpeted place and made provison for child next stage of education


Primary schools - 17th April 2023 (have 6 choices)


3rd Round of allocations


Transfer day/ 
CTF file transfer


Primary: SBC Admissions will issue a second list, where applicable  on 26 May 2023


Secondary: SBC Admissions will issue a third list to all secondary schools in w/c 8 May 2023


4 July 2023 - This transfer day can be used for feeder schools to share and discuss cases with onward destination schools and/or a taster (open) day for children to visit schools.


CP file transfer 


Child Protection and Safeguarding must be shared within 5 working days from date child/youg person has started at new destination (September 2023) securely either online and/or phyiscally for paper files and receipt obtained.


This will be a near final list with a few descrepancies where ongoing appeals etc and shifts on waiting lists etc.  


1st date of the autumn term (September 2023)  to transfer the Common Transfer File (CTF) via the School 2 School(S2S) system to onward destination. Conversations between schools can take place prior to the official transfer of CTF.


Verbally confirming any needs of children with DT, DSL, SENCO. 


Primary: SBC Admissions will issue a third list to primary schools in w/c 19 June 2023


Secondary schools - 1st March 2023 (have 3 choices)


  After the 3rd round, applications are considered, and places offered on an individual basis in the order of the date the application was received – subject to availability of places



Version 2: 17.05.2023 		Page 2

SBC -  Elective Home Education  Procedure September 2022.docx


[image: SBC - black with new strapline_2018]





SLOUGH BOROUGH COUNCIL 



ELECTIVE HOME EDUCATION (EHE) 

 PROCEDURE 





















SEPTEMBER 2022



















































Contents

1.0 Introduction 

2.0 Statutory Framework 

3.0 Safeguarding Procedures

4.0 EHE Guidelines for Parents

5.0 EHE Procedures for the Local Authority

6.0 EHE Procedures for Schools

7.0 EHE Referral Process for Schools

8.0 Making an EHE referral to the LA Attendance Service

9.0 LA Process when an EHE referral is received 

10.0 SBC - Attendance Service Contact Details

Appendix A – SBC EHE  Flowchart




1. 	Introduction 

Elective Home Education (EHE) is the term used by the Department of Education (DfE) to describe the  education provided by parents at home, rather than providing education for their children by sending them to school. This is different to home tuition provided by a Local Authority or education provided by a local authority other than a school.

This document is intended to detail:

· The legal position with regard to Elective Home Education (EHE) 

· Stipulate EHE procedures specific to SBC 

· Establish clear, transparent processes for schools and parents. 

This document should be read in conjunction with SBC’s EHE Policy.

2.0  	Statutory Framework

2.1 In England, education is compulsory, but attending school is not. Section 7 of the Education Act 1996[footnoteRef:1] states that:  [1:  https://www.legislation.gov.uk/ukpga/1996/56/section/7] 


Some parents choose to do this by educating their children at home. An "efficient" and "suitable" education is not defined in the Education Act 1996 but "efficient" has been broadly described in case law as an education that "achieves that which it sets out to achieve", and a "suitable" education as one that "primarily equips a child for life within the community of which he is a member, rather than the way of life in the country as a whole, as long as it does not foreclose the child's options in later years to adopt some other form of life if he wishes to do so". 

2.2 Article 2 of Protocol 1 of the European Convention on Human Rights[footnoteRef:2] states that: [2:  https://www.legislation.gov.uk/ukpga/1998/42/schedule/1/part/II/chapter/2 ] 


“No person shall be denied the right to education. In the exercise of any functions which it assumes in relation to education and to teaching, the State shall respect the right of parents to ensure such education and teaching in conformity with their own religious and philosophical convictions. 

2.3 Parents have a legal duty under Section 7 of the Education Act 1996 to cause their children to receive efficient full-time education suitable to their age, ability and aptitude and to any special educational needs which they may have, “either by regular attendance at school or otherwise”. (The phrase “or otherwise” can mean “at home”.)

2.4 The DfE’s published departmental guidance for Local Authorities/Schools (2019) makes it explicit that: ‘Schools should not seek to persuade parents to educate their children at home as a way of avoiding an exclusion or because the child has a poor attendance record. In the case of exclusion, they must follow the relevant legislation and have regard to the statutory guidance. If the pupil has a poor attendance record, the school and, if appropriate, local authority should seek to address the issues behind the absenteeism and use the other remedies available to them.’
Local authorities and Schools should work together to ensure that every child has access to their right to a full-time, efficient and suitable education. This applies to Electively Home Educated children as well. However local authorities also have a legal duty under Section 437 of the Education Act 1996 to act “if it appears” that a child of compulsory school age in their area is not receiving a suitable education

3. 	Safeguarding Procedures

3.1 Under Section 175 of the Children Act 2002, the local authority has a general duty to safeguard and promote the welfare of children. The local authority has powers to enable it to insist on seeing children to enquire about their welfare where there are grounds for concern. Such powers, however, do not give the local authority the ability to see and question children who are being home educated in order to establish whether they are receiving a suitable education. 

3.2 The local authority will, nevertheless, aim to discharge its safeguarding functions in relation to home educated children by attempting to engage proactively with all home educating parents and will always seek to see, speak with and ascertain the views of children who are home educated. 

3.3 Whilst the local authority recognises that children who are home educated are no more likely to be the subject of abuse or neglect than are children who attend school, the local authority nevertheless notes the particular circumstances of home educated children. 

3.4 Should any safeguarding concerns emerge in the course of engagement with home educating families, or in consequence of a lack of engagement, these concerns will be raised with relevant partners and, if deemed to have met the threshold of need and intervention, a referral will be made to the appropriate service i.e.  children’s social care. Whilst a failure to respond to the informal enquiries of the local authority will not in itself be seen as evidence of safeguarding concerns, a repeated and persistent failure to respond, together with other contextual information, may in certain circumstances cause the local authority to consider the need for further action. 

3.5 If the parents of a child who is subject to a Child Protection Plan (CPP) declare an intention to home educate, the local authority will usually oppose this, unless it can be demonstrated that home education will be in the child’s best interests and will not prejudice the effective implementation of the child’s CP plan. 

Existing safeguarding procedures and mechanisms for reporting and recording any safeguarding and child protection concerns are to be followed at all times whilst understanding the increased risks to children who are missing from education.

If at any point there is reason to believe a child is in immediate danger or at risk of harm, a MARF (multi-agency referral form) should be completed and returned via Slough Children First front door which is the  single point of contact for all safeguarding and wellbeing concerns regarding children and young people in Slough. Also where appropriate, agencies can contact the police directly in accordance to their internal Safeguarding Procedures.

4.	EHE Guidelines for Parents 

4.1 The responsibility for a child’s education rests with his/her parents.

4.2 Parents who choose to home educate must be prepared to assume full financial responsibility for doing so, including bearing the cost of any public examinations.

4.3 Parents are not required to register or seek approval from the local authority if they wish to home educate their child. If the child is of preschool age parents are not required to notify the local authority of their intention to home educate, but they are encouraged to do so. 

4.4 If a child is on roll at a school when the parents choose to home educate, the parents should write to the headteacher of the child’s school, stating an intention to home educate. Once the headteacher has received this written notification he/she must, notify the local authority before deleting the pupil off school roll. Having informed their child’s school of their intention to home educate parents are not required to notify or contact the local authority but are nevertheless encouraged to do so.

4.5 If the child concerned is on roll at a special school, the parents must obtain the agreement of the local authority’s SEND team before the child’s name is removed from the roll.

4.6 If a child is on roll at a school as a result of the local authority having previously served a School Attendance Order the parents must apply to have the order revoked before the child’s name can be removed from the school roll.

4.7 As will be explained below, the local authority is encouraged as per the current EHE- Guidance for LA’s April 2019 to make informal enquiries of home educating parents and to ask for information. Home educating parents are under no legal duty to respond to such enquiries or to provide such information, but the guidelines nevertheless suggest that “it would be sensible for them to do so”.

4.8 Similarly, the local authority may offer a home visit or a meeting with home educating parents, but again home educating parents are under no legal duty to agree to such a visit or meeting. DfE guidelines make it clear that when parents choose not to agree to a home visit or to any other form of meeting between the local authority and themselves this does not of itself constitute a ground for concern about the education provision being made. (Should home educating parents, however, persistently and repeatedly decline to respond to all reasonable enquiries made by the local authority, the authority may, in certain circumstances, consider that it is unable to satisfy itself that the child is in receipt of suitable education, and may consider the need for further action on its part. (Refer to 5.8)

4.9 Parents have the right to apply for a school place at any time should they subsequently decide that the EHE is not as successful as they wish it to be, however in accordance with SBC’s Fair Access Protocol, children removed from the school roll for the purpose of EHE that wish to return to the school system will be expected to return to the school that they left. 

4.10 Should a home educating parent wish to make a complaint or challenge the outcome of the assessment carried by the local authority, they can do so in writing to attendance@slough.gov.uk.

5.	EHE Procedures for the Local Authority

5.1 When Slough Borough Council first become aware that parents have elected for home education a background check is always undertaken. Any concerns may result in a referral to other agencies especially with regard to safeguarding. 

5.2.In most cases if a child is either open to Early Help or subject to a Child Protection (CP) or Child in Need (CiN) Plan, the Attendance service would not expect home education to be suitable. However, both the child’s and the parent’s views will be considered and advice sought from EH/Social Care before any decision is made. In such cases the child’s plan would incorporate an assessment of the risk as a result of continuing or starting a home education provision and specific actions that need to be taken i.e. increased home visits, referral to Fair Access to identify appropriate school place The EHE team will form part of any future agreement with the family should the case be ‘stepped down’.



5.3 Following the background checks, initial contact will be made with the family to establish that the provision that is being put into place is suitable and that a full-time education will be provided which is suitable to the child’s age, ability and aptitude and to any special needs which they might have. 

Although SBC has no statutory duty to monitor the quality of home education, on a routine basis, contact will be made with parents at least once a year to ask for information to keep data base up-to-date and to offer advice. 

In order to enable SBC to make an initial judgement on the suitability of the education being provided by home education parents, the Education Advisory Teacher will carry out an EHE assessment. 

5.4 SBC reasonably expects the EHE provision to include the following: 

· Recognition of the child’s needs, attitudes and aspirations

· Opportunities for the child to be stimulated by his/her learning experiences 

· Access to resources/materials required to provide suitable home education (pens, books, materials, ICT, etc.)

· Consistent involvement of parents and other significant carers

· Evidence that opportunities are planned for appropriate interaction with other children and adults. 

5.5 Various forms of evidence as to the suitability of the provision may be agreed with the parents.

Once the assessment of the home education provision has been completed a decision will be made by the Education Advisory Teacher as to whether the education which the child is received is considered to be suitable.

5.6 If the education is considered to be suitable the parent will be notified and advised of the routine annual visits which take place to review the suitability of the education being provided. (An annual monitoring visit/meeting will usually be suggested, unless the child is known, or previously known, to social care, or is considered to be a vulnerable child, then visits/meetings may be suggested more frequently). The EHE officer will undertake social care checks on all EHE children at the outset.	Comment by James Sharon: We do not review social care quarterly we check at beginning only 	Comment by Sidhu Anjli: okay

5.7 If the education is considered to be only partially suitable (at risk of being judged unsuitable), the parent will be notified. The Education Advisory Teacher will advise the parents of an appropriate timescale within which the suggested improvements should be made. The Education Advisory Teacher will ensure that the parents are given every opportunity to address any specific concerns which they have identified. 

5.8 If the education is considered to be unsuitable, the Education Advisory teacher will either:

· Recommend a return to a mainstream setting 

· Schedule a re-visit to review the education provision

· Refer case to the EHE Officer, who may initiate the serving of a School Attendance Order.

5.9 Should home educating parents repeatedly and persistently refuse to respond to its informal enquiries the local authority may, in certain situations, consider that this is evidence that no provision is in place. In such circumstances, the authority may consider whether it is necessary to serve a School Attendance Order. Such an Order would only be served after all reasonable steps had been taken to resolve the situation. DfE guidance on SAO’s can be cited via the link below. https://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance 

5.10 The EHE Officer will liaise with the LA’s SEND Team for any EHE children with an EHCP or whereby a SEND assessment has been identified during the course of our communication with the child and family. In particular the Attendance team will work closely with the SEND service to resolve issues regarding non-engagement of EHE parents/carers and when an EHE child with an EHCP  has been identified as receiving  a unsuitable education provision.

5.11 In cases where the Education Advisory Teacher is unable to contact a family, the record will be closed as an EHE case and opened as a Children Missing Education (CME) case. This role invokes the local authority’s duty to children missing education (Refer to SBC’s CME Policy).

6.	 EHE Procedures for Schools 

6.1 In Slough we ask that parents confirm their intentions to EHE their child in writing to the current school. However, this is not compulsory meaning there are two scenarios that need to be considered in order to avoid the risk of a child missing education:

· Where parents may have indicated that they intend to home educate but have not confirmed in writing or when the school suspects that a child is being home educated, the school should immediately inform the LA. Schools should not remove the child from school roll until approval has been provided by the LA following their investigations. Approval will be given once the LA has established with the parent(s) that it is indeed their intention to withdraw their child(ren) from the Education system for the purpose of EHE, and that they understand what their responsibilities are. 

· When a parent formally notifies the school that they are withdrawing their child for EHE the school is required to follow the process outlined in Section 5.1 below and then notify the Attendance Team. 

7.	EHE Referral Process for Schools
7.1 Once a parent formally notifies the school that they wish to withdraw their child from the school roll for the purpose of EHE, it is expected that the schools carry out the following prior to a referral to the LA Attendance Team;

· Ensure that the parent’s decision to EHE their child is purely a voluntary decision

· Obtain written notification from the parent of their intention to EHE their child

· Discuss the reason the parent has chosen to EHE their child

· Discuss and address any concerns that the parent has with the school / dissatisfaction with the system if this is being used as a reason for withdrawing from the school roll

· Ensure that the parent is clear on what their responsibility is when they opt for EHE. 

7.2 The following should be relayed to the parent: 

· Ensure that the parent understands that, in accordance with Section 7 of The Education Act 1996[footnoteRef:3] , they have the responsibility to ensure that their child receives “efficient, full-time education suitable to; [3:  https://www.legislation.gov.uk/ukpga/1996/56/section/7 ] 


· His age, ability and aptitude and any special educational needs he may have
either by regular attendance at school or otherwise

· Parents must be prepared to assume full financial responsibility, including bearing the cost of any public examinations

· Please note that parents are not legally obliged to confirm their intentions of their EHE however, as per Government Guidance, it would be sensible for them to do so.

7.3 Schools should NOT remove the child from the school roll until approval has been given by the Attendance Service – this will occur once they have carried out their investigations with the parents. In Slough we advise, as good practice, that schools allow a ‘cooling off’ period of 20 school days to enable the parent to be given advice, independent of school, (by the EHE Officer(s)) about their options and the implications of any decision before the school place is available for re-allocation.

8.	Making an EHE referral to the LA Attendance Service

To access the EHE Referral form refer to the website

Complete all of Section 1

Please complete (typed not handwritten) and return in Microsoft Word format via egress to pupiltracking@slough.gov.uk  using the following text within the subject box of the email. 

‘EHE referral - School Name - initial of pupil – e.g. EHE referral - Slough Secondary - JB

9. 	LA Process when an EHE Referral is received

9.1 Once the Local Authority receives and accepts a EHE referral, we will:

· Check all databases in relation to the child’s status i.e. known to social care/early help (where this is the case the relevant case worker will be notified)

· Make contact with the parent to confirm their intentions to EHE and establish their reasons for doing so

· Notify the parents of their legal responsibilities

· Once it has been ascertained that the child will be purposely home educated, the Attendance Team will

· Notify the Home Education Advisory Teacher at Littledown of the case who will arrange an initial visit with parents in approx. 6 weeks and thereafter annually to establish the child is being suitably educated at home

· Take further action in cases where it appears that a suitable education is not being provided as per The Education Act 1996. This action may include additional visits, support and/ or enforcement against the parent (School Attendance Order)

· The LA will inform the school once the investigation has been completed and the school can remove the child from roll

· The child will be added to the borough’s EHE register.




· 

10. SBC - Attendance Service Contact Details

Attendance Manager:

Anjli Sidhu	Tel: 07395 258177

	Anjli.Sidhu@slough.gov.uk

Attendance/CME Officers 	

Iram Basharat 				Tel: 01753 787681

Sharon James 				Tel: 01753 787670

Thandiwe Manjelo				Tel: 01753 787670

Samantha Da Costa			Tel: 01753 875504 

Diba Hussain					Tel: 01753 787670

Referrals for School Attendance Queries:

Attendance Service Main Line:	01753 787670

Attendance Service Email:	attendance@slough.gov.uk



For CME & EHE Queries:



Pupil Tracking Main Line:	01753 787670

Pupil Tracking Email:	pupiltracking@slough.gov.uk






Appendix A

[image: elective home education flowchart]



14



image2.png

Elective Home Education Flowchart

School to discuss parent choice of EHE
Address any concerns

Ensure parent is clear on their FULL
responsibility of EHE (financial, resources,

exams)
|

LA notified of Parent intends to EHE by school or parent —
written (preferred)
School completes CME with notification from parent

EHE details uploaded to system

LA checks all databases and systems e.g. ICS,
EHM-contact agency if required

Contact parent to confirm EHE and establish
reasons & notify of legal responsibility

LA to refer Pupil to EHE Teachers
(outsourced : Littledown;SEBDOS)

|

Teachers contact parents to assess EHE in place

within 6 weeks of referral : Fair

-Teachers RAG rated report Access-EHE
. Child

-If parents refuse visit parent report requested B

-If parent DO NOT comply -rated Inadequate back to

original
school

Requires
Adequate supp Inadequate

= Further A&G
Annual visit given:follow up

School place offered by LA, if
rejected Considered for legal

scheduled isi
visit/call action: School Attendance Order

npa 1401 Suluinial 343 Joy 9de|d Ul [030301d SSIDDY

¥1v4 Ing awnAue soejd jooyds 4oy Aidde ued jualed






image1.jpeg

SI www.slough.gov.uk I

Borough Counal Growing a place of opportunity and ambition








image3.emf
SBC Elective Home  Educaton Policy - September 2022.docx


SBC Elective Home Educaton Policy - September 2022.docx
[image: SBC - black with new strapline_2018]



SLOUGH BOROUGH COUNCIL 



ELECTIVE HOME EDUCATION 

(EHE) POLICY 



















SEPTEMBER 2022/23






















































Contents

1.0 Introduction 

2.0 Policy Context 

3.0 Legislative Framework 

4.0 Responsibilities of Parents/Carers

5.0 Responsibilities of the Local Authority

6.0 Responsibilities of Schools

7.0 Children with Special Educational Needs (SEN))

8.0 Safeguarding

9.0 Review and Publication for the Policy

10.0 Management of SBC’s EHE Policy 

11.0 SBC - Attendance Service Contact Details

12.0 Other Useful Contacts

Appendix A - SBC EHE  Flowchart






1.0 	Introduction 

Elective Home Education (EHE) is the term used by the Department of Education (DfE) to describe the  education provided by parents at home, rather than providing education for their children by sending them to school. This is different to home tuition provided by a Local Authority or education provided by a local authority other than a school.

1.1 Slough Borough Council recognises that education is a fundamental right for every child. 

1.2 Whilst the local authority encourages and supports parents to enrol their children at school, it nevertheless recognises that parents/carers have a right to educate their children at home. The Authority is committed to working in partnership with home educating parents in order to help ensure that their children are provided with efficient, full-time education suitable, to their age, ability, and aptitude and to any special educational needs which they might have. 

1.3 The authority aims to build effective and positive relationships with home educating parents and their children, which are rooted in mutual understanding, trust and respect. 

2.0 	Policy Context 

2.1 This policy is based on the legislative framework established by the Education Act 1996 and incorporates the essential principles of the Department for Education (DfE) Elective Home Education Guidelines for Local Authorities published in 2007 (revised and reissued in March 2013 and April 2019). 

2.2 This policy has also been developed in the context of the duty placed on local authorities to make arrangements to safeguard and promote the welfare of children (section 175 of the Education Act 2002) 

2.3 The local authority will ensure that in discharging its EHE responsibilities it is alert and responsive to any actual or potential safeguarding concerns which may emerge, whether these concerns emerge through either the engagement, or the non-engagement, of home educating parents. Should the authority consider that any safeguarding concerns may exist in relation to a home educated child it will always consider these concerns to be of paramount importance and will act accordingly. 

2.4 This policy aims to achieve an appropriate balance between the rights of parents and the responsibilities of the local authority.

2.5 This policy should be read in conjunction with SBC’s EHE Procedure 

3.0	Legislative Framework 

3.1 Parents have a legal duty under Section 7 of the Education Act 1996 to cause their children to receive efficient full-time education suitable to their age, ability and aptitude and to any special educational needs which they may have, “either by regular attendance at school or otherwise”. (The phrase “or otherwise” can mean “at home”.)

3.2 The term “efficient” can be defined as “achieving what it sets out to achieve.”

3.3 The term “full-time” has no current legal definition. Children normally, however, attend school for between 22 and 25 hours a week for 38 weeks a year, but this measurement of “contact time” may not be relevant to EHE where there is often almost continuous one-to-one contact and education may take place outside of normal “school hours”.

3.4 The term “suitable” can be defined as “if it primarily equips a child for life within the community of which he is a member, rather than the way of life in the country, as long as it does not foreclose the child’s option in later years to adopt some other form of life.”

3.5 Local authorities have a legal duty under Section 437 of the Education Act 1996 to act “if it appears” that a child of compulsory school age in their area is not receiving  suitable education 
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4.0 	Responsibilities of Parents  

4.1 The responsibility for a child’s education rests with his/her parents.

4.2 Parents who choose to home educate must be prepared to assume full financial responsibility for doing so, including bearing the cost of any public examinations.

4.3 Parents are not required to register or seek approval from the local authority if they wish to home educate their child. If the child is of preschool age parents are not required to notify the local authority of their intention to home educate, but they are encouraged to do so. If a child is on roll at a school when the parents choose to home educate the parents must write to the headteacher of the child’s school, stating an intention to home educate. Once the headteacher has received this written notification he/she must, notify the local authority before deleting the pupil off school roll. Having informed their child’s school of their intention to home educate parents are not required to notify or contact the local authority but are nevertheless encouraged to do so.

4.4 if the child concerned is on roll at a special school. In these circumstances, the parents must obtain the agreement of the local authority’s SEND team before the child’s name is removed from the roll.

4.5 If a child is on roll at a school as a result of the local authority having previously served a School Attendance Order the parents must apply to have the order revoked before the child’s name can be removed from the school roll.

4.6 As will be explained below, the local authority is encouraged as per the current EHE- Guidance for LA’s April 2019 to make informal enquiries of home educating parents and to ask for information. Home educating parents are under no legal duty to respond to such enquiries or to provide such information, but the guidelines nevertheless suggest that “it would be sensible for them to do so”.

4.7 Similarly, the local authority may offer a home visit or a meeting with home educating parents, but again home educating parents are under no legal duty to agree to such a visit or meeting. DfE guidelines make it clear that when parents choose not to agree to a home visit or to any other form of meeting between the local authority and themselves this does not of itself constitute a ground for concern about the education provision being made. (Should home educating parents, however, persistently and repeatedly decline to respond to all reasonable enquiries made by the local authority, the authority may, in certain circumstances, consider that it is unable to satisfy itself that the child is in receipt of suitable education, and may consider the need for further action on its part. See 5.9 below.)

5.0 	Responsibilities of the Local Authority

5.1 The local authority is responsible for ensuring that it has a clear and easily accessible EHE policy which sets out the legal position, establishes clear and fair procedures and explains the respective roles and responsibilities of the local authority and home educating parents.

5.2 The authority will endeavour to establish positive and supportive relationships with home educating parents, recognising that home educating parents adopt a rich and diverse range of approaches to home education and use a variety of philosophies and methods.

5.3 Regarding its involvement in EHE the local authority’s primary interest lies in the suitability of the provision which home educating parents make, not their reason for choosing to home educate.

5.4 If, however, it appears likely or possible that a parent may have chosen to home educate, not as a positive choice, but in response to, for example, a one-off incident at school or as a means of avoiding an issue of schooling, such as attendance or behaviour, the local authority may suggest to the parent that a meeting be held at the school where the child is/was previously on roll to confirm that the parent is choosing to home educate for positive reasons and that the decision to home educate is being made in an informed and considered way with the child’s best interests as the prime consideration. (There would be no intention of trying to dissuade the parent from choosing to home educate and the parent’s participation in such a meeting would be entirely voluntary. If the parent declined to agree to such a meeting, then the suggestion would not be pursued further).

5.5 Once it has been made aware of a child being home educated the local authority will contact the parent and suggest ways in which they might demonstrate that the education being provided is suitable. 

5.6 The local authority notes that whilst some home educating parents choose to submit a written report/workplan to demonstrate that the education which they are providing is suitable, the authority believes that such reports/workplans have limitations in terms of any judgement which the authority might be called upon to make - from an education (as well as a safeguarding) perspective. As a form of assistance and to carry out the LA duty “of ensuring all known children in the Borough receive suitable education” (Section 436A, Education Act 1996)  , the LA will contact parents initially to discuss the decision for EHE, followed by further contact through a meeting with the parent/s and child conducted by a   qualified teacher who will assess the education in place.

5.7 The local authority will endeavour to give home educating parents every opportunity, over a reasonable period, to demonstrate that they are providing a suitable education. The authority will ensure that its attempts to secure information from home educating parents are reasonable and proportionate.

5.8 The local authority does, however, as noted above (3.5), have a legal duty under Section 437 of the Education Act 1996 to act “if it appears” that a child of compulsory school age is not receiving suitable education. If it appears that a child is not in receipt of suitable education the local authority will serve a School Attendance Order. Prior to taking any such formal action the local authority will always, unless there are exceptional circumstances, attempt to address the situation informally.

5.9 Should home educating parents repeatedly and persistently refuse to respond to its informal enquiries the local authority may, in certain situations, consider that this is evidence that no provision is in place. In such circumstances, the authority may consider whether it is necessary to serve a School Attendance Order. Such an Order would only be served after all reasonable steps had been taken to resolve the situation. DfE guidance on SAO’s can be cited via the link below. https://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance

[bookmark: _Hlk122114925]5.10 Whilst the local authority has no statutory duty to monitor the quality of home education on a routine basis it will nevertheless offer to visit or meet with home educating parents (and their children) at regular, mutually agreeable intervals. The local authority sees its role in relation to home education as part of its wider responsibilities, including safeguarding, to all the children in its area

5.11 The local authority recognises that any assessment it might make as to the suitability of the education which a home educated child is receiving, based on an annual visit/meeting of perhaps an hour’s duration or on a consideration of whatever documentary information is presented by the parents, will inevitably be partial, limited and incomplete. In such circumstances, the local authority can only assess whether the education which an individual home educated child is receiving appears to be efficient, full-time and suitable to the child’s age, ability and aptitude and to any special educational needs which he/she may have.

5.12 If the local authority establishes that the child is no longer residing within Slough, the EHE officer will attempt to locate the new address.  If we are unable to ascertain a current address, our EHE officer  will then take the routine steps to contact other agencies to try and identify a home address so that we can alert colleagues in the new Local Authority (LA).  (Part 1 (Clause 4) of the Education and Inspections Act 2006 introduced a statutory duty for Local Authorities (LAs) to make arrangements to establish the identities of Children Missing Education (CME))

we will close the child/ren as being EHE and record the child/ren as ‘Children Missing Education (CME) whereabouts unknown’ will follow SBC’s Children Missing Education Policy and Procedures. SBC -CME Policy September 2022 

Further guidance can be found by following the below links:

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf

6.0 	Responsibilities of Schools

6.1 Schools should not advise or recommend that parents home educate, especially if a child is experiencing difficulties at school. 

6.2 Should a parent notify a school that he/she intends to home educate the school should notify the EHE Officer of this information and ensure that this request is confirmed in writing by the parent. 

6.3 Upon receipt of this written request the school should formally notify the Local authority using SBC’s EHE referral form. In Slough we advise, as good practice, that schools allow a ‘cooling off’ period of 20 school days to enable the parent to be given advice, independent of school, (by the EHE Officer(s)) about their options and the implications of any decision before the school place is available for re-allocation. In some circumstances the LA may wait for assessment of the EHE to be carried out e.g. where there are underlying safeguarding concerns, where necessary this may also involve advice to the school to complete a MARF to SCF (See Section 8).

7.0 	Children with Special Educational Needs (SEN)

7.1 Parents of a child with special educational needs have an equal right to home educate, if they so choose. 

7.2 As noted above (4.4), however, if a child attends a special school the agreement of the Local authority must be obtained before that child’s name is removed from the school roll. 

7.3 When a home educated child has a statement of SEN/EHC plan, the local authority remains responsible for ensuring that the child’s needs are met and for maintaining the Statement/Plan and reviewing this annually. The Special Educational Needs  & Disability Team , will be responsible for arranging statement/plan reviews. 

7.4 The local authority will, therefore, only agree to a child’s name being removed from the roll of a special school when it has satisfied itself that the parents are able to make the provision specified in the Statement/Plan. 

7.5 If the authority considers that the provision specified in the statement/plan can only be properly made by the school at which the child is enrolled (or at another similar school) it will recommend to the parents that the child returns to that school and will decline to give its agreement to the child’s removal from roll. 

7.6 In some cases a combination of provision by parents and the local authority may best meet the child’s needs. In such circumstances the local authority will discuss this with the parents and an educational programme agreed accordingly. This programme will be monitored on a regular basis. 

8.0 	Safeguarding 

8.1 Under Section 175 of the Children Act 2002, the local authority has a general duty to safeguard and promote the welfare of children. The local authority has powers to enable it to insist on seeing children to enquire about their welfare where there are grounds for concern. Such powers, however, do not give the local authority the ability to see and question children who are being home educated in order to establish whether they are receiving a suitable education. 

8.2 The local authority will, nevertheless, aim to discharge its safeguarding functions in relation to home educated children by attempting to engage proactively with all home educating parents and will always seek to see, speak with and ascertain the views of children who are home educated. 

8.3 Whilst the local authority recognises that children who are home educated are no more likely to be the subject of abuse or neglect than are children who attend school, the local authority nevertheless notes the particular circumstances of home educated children. 

8.4 Should any safeguarding concerns emerge in the course of engagement with home educating families, or in consequence of a lack of engagement, these concerns will be raised with relevant partners and, if deemed to have met the threshold of need and intervention, a referral will be made to the appropriate service i.e.  children’s social care. Whilst a failure to respond to the informal enquiries of the local authority will not in itself be seen as evidence of safeguarding concerns, a repeated and persistent failure to respond, together with other contextual information, may in certain circumstances cause the local authority to consider the need for further action. 

8.5 If the parents of a child who is subject to a Child Protection Plan (CPP) declare an intention to home educate, the local authority will usually oppose this, unless it can be demonstrated that home education will be in the child’s best interests and will not prejudice the effective implementation of the child’s CP plan. 

8.6 This policy and the multi-agency protocols stipulated within this document, does not replace any of the local safeguarding board (LSCB) multi-agency procedures and are to be used in conjunction with them.

Existing safeguarding procedures and mechanisms for reporting and recording any safeguarding and child protection concerns are to be followed at all times whilst understanding the increased risks to children who are missing from education.

If at any point there is reason to believe a child is in immediate danger or at risk of harm, a MARF (multi-agency referral form) should be completed and returned via Slough Children First front door which is the  single point of contact for all safeguarding and wellbeing concerns regarding children and young people in Slough. Also where appropriate, agencies can contact the police directly in accordance to their internal Safeguarding Procedures.

9. 	Review and Publication for the Policy

· A review of the policy will take place annually or more frequently in light of future legislative changes.

· The policy will be shared with all Slough schools and partner agencies and is available on the Slough Borough Council Website 

10. 	Management of SBC’s EHE Policy

· Strategic oversight of this Policy sits with the SBC’s  Associate Director of Education & Inclusion. 

· Operational delivery of this Policy sits with the SBC’s  Attendance Manager.

· This Policy is shared SBC’s Children’s Safeguarding Board . 




11.     SBC - Attendance Service Contact Details

Attendance Manager:

Anjli Sidhu	Tel: 07395 258177

	Anjli.Sidhu@slough.gov.uk

Attendance/CME Officers 	

Iram Basharat 				Tel: 01753 787681

Sharon James 				Tel: 01753 787670

Thandiwe Manjelo				Tel: 01753 787670

Samantha Da Costa			Tel: 01753 875504 

Diba Hussain					Tel: 01753 787670

Referrals for School Attendance Queries:

Attendance Service Main Line:	01753 787670

Attendance Service Email:	attendance@slough.gov.uk



For CME & EHE Queries:



Pupil Tracking Main Line:	01753 787670

Pupil Tracking Email:	pupiltracking@slough.gov.uk

12. 	Other Useful Contacts 

Slough School Admissions  		01753 875728

admissionshelpline@slough.gov.uk 

https://www.slough.gov.uk/school-admissions 

SEND Team 					01753 787676

						sendteam@slough.gov.uk 

	                     

Slough SENDIASS Service 			01753 787693

						Sendiass@slough.gov.uk 	

						https://www.sloughsendiass.org.uk/ 				

Family Information Service 			01753 476589

fis@slough.gov.uk 					 https://www.sloughfamilyservices.org.uk/kb5/sloughcst/directory/home.page 

Slough Children First –			01753 476562	 -  For General Enquiries

Early Help Hub 				01753 875362 – For immediate referral

Sloughchildren.referrals@sloughchildrenfir   st.co.uk  

01344 786543 –Emergency Duty Team (out of hours)

EDT@bracknell-forest.gov.uk 



https://www.sloughfamilyservices.org.uk/kb5/sloughcst/directory/service.page?id=iWu1xV5_3CE#:~:text=To%20contact%20Early%20Help%20call,MARF)%20to%20Slough%20Children%20First. 

Police 						999 – to report immediate risk

						101 – for non-emergency queries 
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1.0.	Introduction

1.1. Purpose of the CME Policy

The purpose of the CME Policy is to establish a set of principles which all schools, services and partner organisations adhere to in order to ensure that children living in Slough are safely on roll at a school, placed in alternative educational provision or adequately electively home educated at the parents request. 

This policy also intends to ensure that the council meet its statutory duties in relation to the provision and the safeguarding and the welfare of children. It does not replace any of the current child protection procedures or existing safeguarding procedures and therefore this policy should be read in conjunction with existing safeguarding and child protection policies and procedures. 

1.2. Slough Borough Council’s Strategic Direction 



Slough Borough Council is committed to delivering high quality local services and supporting Slough residents as early as possible. By growing a place of ambition and opportunity, our vision is that Slough children will grow up to be happy, healthy and successful. 

SBC recognises the fundamentals of a child missing education, not only in the way that it impacts on the individual’s potential achievement, but also in relation to their safety and welfare.  These children are regarded as a shared responsibility across the children’s workforce in Slough in the same way that safeguarding is everyone's business. Children missing education features in Slough’s Safeguarding Children’s’ Board key priorities. 



1.3. Legislative Framework 

Legislative Framework informing this policy include:

Education and Inspections Act 2006 (section 4 and 38 ) https://www.legislation.gov.uk/ukpga/2006/40/contents 

Section 436A of the Education Act 1996 https://www.legislation.gov.uk/ukpga/1996/56/section/436A#section-436A-3  

Education Act 1996 (section 7, 8, 14 and 19) https://www.legislation.gov.uk/ukpga/1996/56/2001-01-11 

Working Together to Improve School Attendance 2022  Working together to improve school attendance (publishing.service.gov.uk)

Education (Pupil Registration) (England) Regulations 2006 

The Education (Pupil Registration) (England) Regulations 2006 (legislation.gov.uk)

Education (Pupil Registration) (Amendment) (England) Regulations 2016 https://www.legislation.gov.uk/en/uksi/2016/792/contents/made 

Keeping Children Safe in Education 2022 Keeping children safe in education 2022 (publishing.service.gov.uk) 

Children Missing Education - DfE Statutory Guidance 2016 https://www.gov.uk/government/publications/children-missing-education



2.0.	Who are Children Missing Education (CME)?

2.1	 ‘CME’ by Definition 

Children Missing Education CME are children of compulsory school age (5-16) The DfE defines CME as: ‘Children of compulsory school age who 

· are not registered pupils at a school and 

· are not receiving suitable education otherwise than at a school 

· who have been out of any educational provision for a substantial period of time (usually four weeks or more).’

Children Missing Education should not be confused with: 

· children who are on roll at a school but are not in regular attendance. 

· children who are receiving Home Education (known as Elective Home Education) 

· children whose parents have applied for a school place, and the referrer has confirmation that the application is in process via SBC’s Admissions Service 

Compulsory School Age – A child reaches compulsory school age on or after their fifth birthday. If they turn 5 between 1st January and 31st March, they are of compulsory school age on 31 March; if they turn 5 between 1st April and 31st August they are of compulsory school age on 31st August; if they turn 5 between 1st September and 31st December they are compulsory school age on 31st December. A child continues to be of compulsory school age until the last Friday of June in the school year they reach sixteen.

‘Suitable education’ is defined as efficient full-time education suitable to their age, ability and aptitude and to any additional educational needs.

2.2.	Impact of Poor School Attendance or Missed Education 

Statistics show that children who suffer from a history of poor attendance, or have periods of missed education, are more likely to face future issues in relation to: 

· Homelessness 

· NEET (Not in Employment, Education or Training) 

· Anti-social/ Criminal behaviour /Child Criminal Exploitation 

· Social disengagement 

· Mental health issues 

· Substance abuse 

· Neglect and emotional abuse 

· Sexual exploitation/ involvement in the sex trade /Child Trafficking 

· Teenage parenthood

· Physical health issues 

· Forced marriage 

· Poverty

· Radicalisation 



2.3.	Children at particular risk of missing education 	



There are certain vulnerable groups who are more likely than others to become children missing education. They are as follows: 

· young people who have committed offences 

· children living in domestic abuse refuges 

· children of homeless families perhaps living in temporary accommodation 

· young runaways 

· children with long-term medical or emotional problems

· looked after children 

· children with a Gypsy/Roma/Traveller background

· young carers

· children from transient families

· teenage mothers

· children who are permanently excluded from school 

·  migrant children whether in families seeking asylum or economic migrants 

· children moving out of independent schools/academies/free schools

· [bookmark: _Toc122351861]children whose parent(s) are in the Armed Forces 



3.0.	 Children Missing ‘in’ Education 

3.1.	Working Together to Improve School Attendance (2022) 

The DfE’s recent publication places a huge emphasis on a multi-agency approach to supporting children who are on roll at a school but are not in regular attendance. Some pupils find it harder than others to attend school and therefore at all stages of improving attendance, schools and partners should work with pupils and parents to remove any barriers to attendance by building strong and trusting relationships and working together to put the right support in place. Securing good attendance cannot therefore be seen in isolation, and effective practices for improvement will involve close interaction with schools’ efforts on curriculum, behaviour, bullying, special educational needs support, pastoral and mental health and wellbeing, and effective use of resources, including pupil premium. It cannot solely be the preserve of a single member of staff, or organisation, it must be a concerted effort across all teaching and non-teaching staff in school, the trust or governing body, the local authority, and other local partners.

For the most vulnerable pupils, regular attendance is also an important protective factor and the best opportunity for needs to be identified and support provided. Research has shown associations between regular absence from school and a number of extra-familial harms. This includes crime (90% of young offenders had been persistently absent) and serious violence (83% of knife possession offenders had been persistently absent in at least 1 of the 5 years of study).

Successfully treating the root causes of absence and removing barriers to attendance, at home, in school or more broadly requires schools, the LA and partners to work collaboratively with, not against families. All partners should work together to:

[image: Flow chart showing how everyone works together to improve school attendance
]

Working together to improve school attendance 2022 (publishing.service.gov.uk)



3.2.	Keeping Children Safe in Education (2022)

In line with the above, school governing bodies, academy trusts, and other school proprietors must have regard to the statutory guidance ‘Keeping Children Safe in Education’ when making arrangements to safeguard and promote the welfare of children. Schools should put in place appropriate safeguarding responses for children who go missing from school, particularly on repeat occasions. Where reasonably practicable, for every pupil, schools should hold an emergency contact number for more than one person. Emergency contact numbers should be provided and updated by the parent with whom the pupil normally resides. This goes beyond the legal requirement but is good practice. Doing so provides schools with additional options for contacting a responsible adult when a child is missing from school and is also identified as a welfare and/or safeguarding concern. 

Where school staff have concerns about a child, they should use their professional judgement and knowledge of the individual pupil to inform their decision as to whether welfare concerns should be escalated.

If at any point there is reason to believe a child is in immediate danger or at risk of harm, a MARF (multi-agency referral form) should be completed and returned via The Front Door. Also, where appropriate, schools can contact the police directly in accordance with the School’s Safeguarding Procedures.



4.0. 	Safeguarding 

This policy and the multi-agency protocols stipulated within this document, does not replace any of the local safeguarding board (LSCB) multi-agency procedures and are to be used in conjunction with them.

Existing safeguarding procedures and mechanisms for reporting and recording any safeguarding and child protection concerns are to be followed at all times whilst understanding the increased risks to children who are missing from education.

If at any point there is reason to believe a child is in immediate danger or at risk of harm, a MARF (multi-agency referral form) should be completed and returned via Slough Children First front door which is the single point of contact for all safeguarding and wellbeing concerns regarding children and young people in Slough. Also, where appropriate, agencies can contact the police directly in accordance with their internal Safeguarding Procedures.



5.0.      A Multi-agency Approach

5.1	Responsibilities of Partner Agencies 

· The Department for Children, Schools and Families (now Department for Education) document “Working Together to Safeguard Children” published in March 2010 (updated 2018) states: Every practitioner working with a child has a responsibility to inform their CME contact if they know or suspect that a child is not receiving education. 

· The Children Act 2004 places a duty on all agencies to work together to promote the safeguarding and welfare of children and to share information so that children and young people do not ‘slip through the net’ and become missing. There is a fundamental principle that all SBC professionals and partners have some level of responsibility around the issue of children missing education in terms of ensuring that children are identified and tracked, referred appropriately, with needs assessed and coordinated interventions put in place. Therefore, as notification can be received from within the local authority, external agencies, the public, schools, children and young people and other local authorities, it is vital that all agencies understand and use the referral route appropriately and consistently. 

· The vulnerability of many children missing education requires that practitioners across all agencies and services use multi-agency approaches to identify and re-engage these children and their parents to return to appropriate education quickly and to develop action plans and make relevant referrals to ensure successful reintegration. The responsibility for reducing the risks of children missing education is carried out through a strategic and multi-agency framework where all agencies share information on the identification of children and young people missing education

To access the CME Referral Form refer to the website 

To access the PA/SA Referral Form refer to the website

5.2. 	Responsibilities of the Local Authority 

· The LA has a duty under Section 436 A of the Education Act 1996 to establish (in so far as is possible to do so), the identities of children in its area who are of compulsory school age but are not registered pupils at a school or receiving some other form of suitable education otherwise than at a school, for example at home, privately or in alternative provision.

· The obligation under Section 436A of the Education Act 1996, as outlined above, includes a duty under s437 of the Education Act to intervene if it appears that a child is not receiving a suitable education. 

Slough Borough Council is committed to supporting children missing from and in education by ensuring:

· All pupils who may be missing from Slough schools, including independent schools, academies and free schools, are located without delay

· Support is given to other Local Authorities to locate missing children who may have moved into Slough 

· Joint reasonable enquiries are made with schools and designated Local Authority (LA) staff to locate children who are missing from school as soon as possible 

· All children living in Slough are in receipt of a suitable education in accordance with their age, ability, aptitude and any special educational needs they may have

· All children living in Slough are safeguarded and their welfare promoted 

The SBC Attendance Service are responsible for managing local procedures in line with this statutory guidance. These procedures include:   

· Producing a written CME Policy & Procedural Guidance for Schools and Partner Services

· Maintaining a database of CME and EHE children in Slough

· Rigorous tracking of pupil attendance and regular data sharing with schools and relative partners i.e. SEND, Early Help, Social Care etc.

· Lead on core functions to schools including ongoing communication and advice, targeted support meetings, multi-disciplinary support for families and enforcement/legal intervention (enforcement/legal intervention includes warning periods, penalty notices, prosecution and school attendance orders)

· monitoring and improving the attendance of children with a social worker through their Virtual School

· Establishing collaborative intervention through multi-agency forums  

· Providing clear referral pathways and processes for key stakeholders (Appendix A)	Comment by Da Costa Samantha: Not sure which of the appendix this is but it isnt C as this was a form	Comment by Basharat Iram: Its Appendix A	Comment by Sidhu Anjli: Changed to Appendix A

· Undertaking appropriate investigations, tracking and monitoring of referrals made by schools and partner agencies (case management) Appendix B

· Delivery of training/briefings to schools/partner agencies to ensure compliance of LA CME/Attendance protocols 

· monitor and review effectiveness of CME processes 

· Representation at regional meetings and strategic boards

· Providing data set reporting to senior management and the Local Safeguarding Childrens Board



· Section 157 of Working Together 2013 places a duty on local authorities in relation to their education functions, the governing bodies of maintained schools and governing bodies of further education institutions (which include sixth form colleges); to exercise their functions with a view to safeguarding and promoting the welfare of children who are either pupils at a school or who are students under 18 years of age attending further education institutions.

· Section 175 of the Education Act 2002, places a duty on local authorities to exercise their functions with a view to safeguarding and promoting the welfare of children

5.3. 	Responsibilities of Schools

· Schools also have safeguarding duties under section 175 of the Education Act 2002 in respect of their pupils, and as part of this should investigate any unexplained absences. Academies and independent schools have a similar safeguarding duty for their pupils. Schools have a key role in ensuring that children do not become CME. 



· All schools are required to have an admission register and, with the exception of schools where all pupils are boarders, an attendance register. All pupils must be placed on both registers. 



· To contact Admissions and notify them of non-attendance when a child has been placed on roll but does not arrive and the school are unable to make contact with the parents to determine why they have arrived or they state their child will not be attending.

Amendments to the DfE Guidance regarding Children Missing Education (CME) were made in July 2016 https://www.gov.uk/government/publications/children-missing-education 

The main changes to legislation from September 2016 are as follows: 

The Education (Pupil Registration) (England) Regulations 2006 can be found at: http://www.legislation.gov.uk/uksi/2006/1751 From 1 September 2016, under The Education (Pupil Registration (England) (Amendment)) Regulation 8 of the Education (pupil Registration) (England) Regulations 2006, all schools, including independents, are required to: 

· notify their local authority when they are about to remove a pupil’s name from the school admission register under any of the fifteen grounds listed in the regulation cited in Appendix C. This duty does not apply when a pupil’s name is removed from the admission register at standard transition points – when the pupil has completed the final year of education normally provided by that school – unless the local authority requests that such returns are to be made. 

· record details of the pupil’s residence, the name of the person with whom they will reside, the date from which they will reside there, and the name of the destination school (where they can reasonably obtain this information) 

· inform their LA of the pupil’s destination school and home address if the pupil is moving to a new school 

· provide information to their LA when registering new pupils within five days, including the pupil’s address and previous school (where they can reasonably obtain this information).

5.4.	 Responsibilities of Parents/Carers

· Under Section 7 Education Act 1996, parent/carers of every child of compulsory school age shall ‘cause him/her to receive efficient full-time education suitable to his/her age, ability and aptitude and to any specific educational needs (s) he may have, either by regular attendance at school or otherwise’.

Where parents wish to remove their child or children to be electively home educated (EHE) they must give written notification to the school and the school must take the child’s name off the school roll and notify the Local Authority. Please refer to SBC EHE Policy - September 2022 – on  the website.



· Electively home educated children are not considered to be missing education The Slough Attendance team hold a register of children with an EHE status.  

· If the LA receives no information on the education being provided for a child i.e. a parent that is home educating their child is refusing to provide a report,  the LA can assume that the child is NOT receiving a suitable education and look to proceed with a SAO.

6.0.      SBC Procedures and Processes 

6.1      SBC’s School Attendance Procedural Guidance  

Guidance was introduced by the DfE, as of September 2016, to ensure Local Authorities and schools make procedures even more robust to prevent children becoming ‘missing’. Please refer to SBC’s Attendance Service Procedural Guidance on  the website. 

  document which explains the procedures and referral processes/pathways for: 

·     Children Missing Education Referral (CME)

·     Pupil Tracking Referral (PT)

·     Elective Home Education Referral (EHE)

·     New Starter Referral 

·     Part-time Arrangements Notification

·     Flexi-Schooling Arrangements Notification

·     Deletion from the Admissions Register  

·     Persistent Absence (PA) & Severe Absence Referral

·    Warning Periods and Penalty Notices (WP/PN)

6.2	Enquiry Systems

To assist with the tracing of a pupil attendance and CME, the Attendance team have access to the following functions:

· Studybugs 

· ICS Protocol Liquid Logic

· S2S (School to School)

· DWP LMS

· Key to Success

· MASH (on written request) 

· Housing information (on written request) 

· Council Tax information (on written request) 

· Youth Offending Service (YOS) (on written request) 

· Health/NHS Spine Database (on written request) 

· DfE Get Information about Pupils (GIAP) database 

· DfE S2S Database/ Lost Pupil Database 

7.0. Key Stakeholders and Agencies 

The SBC Attendance Service works in partnership with key stakeholders and agencies (both statutory and non-statutory), that contribute to the identification, location, information sharing and interventions for children missing education These include:

· Early Help Hub

· Social Care 

· SEND Team 

· Elective Home Education Teachers 

· Admissions/Exclusions & Fair Access 

· Detached Community and Youth Work Team

· Alternative Education Providers 

· NEET Service 

· Youth Offending Team 

· Virtual School 

· Health Nurse

· Local Authorities 

· Schools 

· Parents/Carers

· General Practitioners/Medical professionals 

· UK Border Force Agency 

· Department of Work and Pensions 

· Police 

8.0. 	Review and Publication for the Policy

· A review of the policy will take place annually or more frequently in light of future legislative changes.

· The policy will be shared with all Slough schools and partner agencies and is available on the Slough Borough Council Website 

9.0. 	Management of the CME Policy

· Strategic oversight of this Policy sits with the SBC’s Associate Director of Education & Inclusion. 

· Operational delivery of this Policy sits with the SBC’s Attendance Manager. 

· This Policy is shared with SBC’s Children’s Safeguarding Board.






10.0.     SBC - Attendance Service Contact Details





Attendance Manager:



Anjli Sidhu		Tel: 07395 258177

		Anjli.Sidhu@slough.gov.uk

Attendance/CME Officers 

Iram Basharat 			Tel: 01753 787681

Sharon James 			Tel: 01753 787670

Thandiwe Manjelo			Tel: 01753 787670

Samantha Da Costa		Tel: 01753 875504 

Diba Hussain				Tel: 01753 787670

Referrals for School Attendance Queries:

Attendance Service Main Line:   	01753 787670

Attendance Service Email:	attendance@slough.gov.uk



Referrals for CME & EHE Queries:



Pupil Tracking Main Line:	01753 787670

Pupil Tracking Email:	pupiltracking@slough.gov.uk

11.0 	Other Useful Contacts 



Slough School Admissions  		01753 875728

admissionshelpline@slough.gov.uk 

						https://www.slough.gov.uk/school-admissions 

SEND Team 					01753 787676

						sendteam@slough.gov.uk 

	                     					

Slough SENDIASS Service 			01753 787693

						Sendiass@slough.gov.uk 	

						https://www.sloughsendiass.org.uk/ 				

Family Information Service 			01753 476589

fis@slough.gov.uk 					 https://www.sloughfamilyservices.org.uk/kb5/sloughcst/directory/home.page 



Slough Children First –			01753 476562	 -  For General Enquiries

Early Help Hub 				01753 875362 – For immediate referral

Sloughchildren.referrals@sloughchildrenfirst.co.uk  

01344 786543 –Emergency Duty Team (out of hours)

EDT@bracknell-forest.gov.uk 



https://www.sloughfamilyservices.org.uk/kb5/sloughcst/directory/service.page?id=iWu1xV5_3CE#:~:text=To%20contact%20Early%20Help%20call,MARF)%20to%20Slough%20Children%20First. 

								

Police 						999 – to report immediate risk

						101 – for non-emergency queries 






APPENDIX A

CME/Pupil Tracking  Referral Pathways 

[image: Flow chart of the route for pupil tracking.]
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APPENDIX C
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Grounds for deleting a pupil of compulsory school age from the school admission register set out in the Education (Pupil Registration) (England) Regulations 2006, as amended 

1 8(1)(a) - where the pupil is registered at the school in accordance with the requirements of a school attendance order, that another school is substituted by the local authority for that named in the order or the order is revoked by the local authority on the ground that arrangements have been made for the child to receive efficient full-time education suitable to his age, ability and aptitude otherwise than at school. 

2 8(1)(b) - except where it has been agreed by the proprietor that the pupil should be registered at more than one school, in a case not falling within subparagraph (a) or regulation 9, that he has been registered as a pupil at another school. 

3 8(1)(c) - where a pupil is registered at more than one school, and in a case not falling within sub-paragraph (j) or (m) or regulation 9, that he has ceased to attend the school and the proprietor of any other school at which he is registered has given consent to the deletion. 

4 8(1)(d) - in a case not falling within sub-paragraph (a) of this paragraph, that he has ceased to attend the school and the proprietor has received written notification from the parent that the pupil is receiving education otherwise than at school. 

5 8(1)(e) - except in the case of a boarder, that he has ceased to attend the school and no longer ordinarily resides at a place which is a reasonable distance from the school at which he is registered. 

6 8(1)(f) - in the case of a pupil granted leave of absence in accordance with regulation 7(1A), that: 

(i) the pupil has failed to attend the school within the ten school days immediately following the expiry of the period for which such leave was granted; 

(ii) (ii) the proprietor does not have reasonable grounds to believe that the pupil is unable to attend the school by reason of sickness or any unavoidable cause; and 

(iii) (iii) the proprietor and the local authority have failed, after jointly making reasonable enquiries, to ascertain where the pupil is. 

7 8(1)(g) - that he is certified by the school medical officer as unlikely to be in a fit state of health to attend school before ceasing to be of compulsory school age, and neither he nor his parent has indicated to the school the intention to continue to attend the school after ceasing to be of compulsory school age. 

8 8(1)(h) - that he has been continuously absent from the school for a period of not less than twenty school days and —

(i) at no time was his absence during that period authorised by the proprietor in accordance with regulation 6(2); 

(ii) the proprietor does not have reasonable grounds to believe that the pupil is unable to attend the school by reason of sickness or any unavoidable cause; and 

(iii) the proprietor of the school and the local authority have failed, after jointly making reasonable enquiries, to ascertain where the pupil is. 

9 8(1)(i) - that he is detained in pursuance of a final order made by a court or of an order of recall made by a court or the Secretary of State, that order being for a period of not less than four months, and the proprietor does not have reasonable grounds to believe that the pupil will return to the school at the end of that period. 

10 8(1)( j ) - that the pupil has died. 

11 8(1)(k) - that the pupil will cease to be of compulsory school age before the school next meets and— 

(i) the relevant person has indicated that the pupil will cease to attend the school; 

(ii)  (ii) the pupil does not meet the academic entry requirements for admission to the school’s sixth form. 

12 8(1)(l) - in the case of a pupil at a school other than a maintained school, an Academy, a city technology college or a city college for the technology of the arts, that he has ceased to be a pupil of the school. 

13 8(1)(m) - that he has been permanently excluded from the school. 

14 8(1)(n) - where the pupil has been admitted to the school to receive nursery education, that he has not on completing such education transferred to a reception, or higher, class at the school. 

15 (1)(o) where: 

(i) the pupil is a boarder at a maintained school or an Academy; 

(ii) (ii) charges for board and lodging are payable by the parent of the pupil; 

(iii) (iii) those charges remain unpaid by the pupil’s parent at the end of the school term to which they relate.
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SBC ATTENDANCE SERVICE

PROCEDURAL GUIDANCE 

SCHOOLS REFERRAL PROCESS FOR:

· [bookmark: _Hlk123116651]    Children Missing Education Referral (CME)

·     Pupil Tracking Referral (PT)

·     Elective Home Education Referral (EHE)

·     New Starter Referral 

·     Part-time Arrangements Notification

·     Flexi-Schooling Arrangements Notification

·     Deletion from the Admissions Register  

·     Persistent Absence (PA) & Severe Absence Referral

·    Warning Periods and Penalty Notices (WP/PN)

Updated January 2023
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[bookmark: _Toc134701613]Introduction

Stipulated by the DfE School Attendance paper published in May 2022, for the 2022/23 Academic Year, this document provides procedural guidance for Slough schools in the key areas managed by the SBC Attendance Service consisting of all school attendance related procedures and referral processes/pathways for: 

· Children Missing Education (CME) 	Comment by Da Costa Samantha: These numbers do not match with the contents page numbers

· Pupil Tacking (PT)

· Elective Home Education Referral (EHE)

· New Starter Referral 

· Part-time Arrangements Notification

· Flexi-Schooling Arrangements Notification

· Persistent Absence Referral (PA) & Severe Absence

· Warning Periods and Penalty Notices (WP/PN)

Referral forms and Guidance templates for the above areas are available on the website: Slough Attendance information for Schools

This guidance should be read alongside other relevant statutory guidance:

Working together to improve school attendance 

Keeping children safe in education 

Children Missing Education Statutory Guidance

Elective home education Statutory Guidance 

Working Together to Safeguard Children

The Slough procedural guidance document will be revised in August 2023 as part of the ongoing developments within the Attendance Service in response to the DfE statutory guidance and its implementation for September 2023. 

Current areas of development within Slough Attendance Service include:

· Implementation of ‘Studybugs’ Attendance Live Data Platform 

· Attendance Online Referral Portal 

· Recruitment of ‘ERSA’ resource

· Collaborative working agreement with Early Help 

  

4



[bookmark: _Toc134701614]1.The Importance of School Attendance 

Improving attendance is everyone’s business. The barriers to accessing education are wide and complex, both within and beyond the school gates, and are often specific to individual pupils and families. 

Some pupils find it harder than others to attend school and therefore at all stages of improving attendance, schools, the LA and partners should work together to remove any barriers to attendance by building stronger communications and intervention pathways for children and their families.

[bookmark: _Toc134701615]1.1 The Law on School Attendance 

The law entitles every child of compulsory school age to an efficient, full-time education suitable to their age, aptitude and any special educational need they may have. It is the legal responsibility of every parent to make sure their child receives that education either by attendance at a school or by education otherwise than at a school. 

[bookmark: _Toc134701616]1.2 Children at risk of Missing Education 

School governing bodies, academy trusts, and other school proprietors must have regard to the statutory guidance ‘Keeping Children Safe in Education’ when making arrangements to safeguard and promote the welfare of children. Schools should put in place appropriate safeguarding responses for children who go missing from school, particularly on repeat occasions. Where reasonably practicable, for every pupil, schools should hold an emergency contact number for more than one person. Emergency contact numbers should be provided and updated by the parent with whom the pupil normally resides. This goes beyond the legal requirement but is good practice. Doing so provides schools with additional options for contacting a responsible adult when a child is missing school and is also identified as a welfare and/or safeguarding concern. 

Where school staff have concerns about a child, they should use their professional judgement and knowledge of the individual pupil to inform their decision as to whether welfare concerns should be escalated.

If at any point there is reason to believe a child is in immediate danger or at risk of harm, a MARF (multi-agency referral form) should be completed and returned via The Front Door. Also, where appropriate, schools can contact the police directly in accordance with the School’s Safeguarding Procedures.




[bookmark: _Toc134701617]  1.3 Working together to Improve School Attendance 

Successfully treating the root causes of absence and removing barriers to attendance, at home, in school or more broadly requires schools, the LA and partners to work collaboratively with, not against families. All partners should work together to:

[image: Flow chart showing how everyone works together to improve school attendance
]

Working together to improve school attendance (publishing.service.gov.uk)

[bookmark: _Toc134701618]2. Children Missing Education (CME) & Pupil Tracking (PT)

[bookmark: _Toc134701619]2.1 Who are Children Missing Education? 

Children Missing Education CME are children of compulsory school age (5-16) The DfE defines CME as: ‘Children of compulsory school age who 

· are not registered pupils at a school and 

· are not receiving suitable education otherwise than at a school 

· who have been out of any educational provision for a substantial period of time (usually four weeks or more).’

Children Missing Education should not be confused with: 

· children who are on roll at a school but are not in regular attendance. 

· children who are receiving Home Education (known as Elective Home Education) 

· children whose parents have applied for a school place, and the referrer has confirmation that the application is in process via SBC’s Admissions Service 

[bookmark: _Toc134701620]
2.2 Statutory Responsibilities of the LA 

The LA has a duty under Section 436 A of the Education Act 1996 to establish (in so far as is possible to do so), the identities of children in its area who are of compulsory school age but are not registered pupils at a school or receiving some other form of suitable education. The obligation under Section 436A of the Education Act 1996, as outlined above, includes a duty under s437 of the Education Act to intervene if it appears that a child is not receiving a suitable education. 

The SBC Attendance Service are responsible for managing local procedures in line with this statutory guidance. These pupil tracking procedures include:   

· investigate and track CME referrals made by schools, other agencies and other LAs 

· maintain a database of CME 

· ensure that up to date information regarding school places and access to alternative provision is readily available from pupil Admissions 

· ensure appropriate monitoring and tracking systems are in place 

· deliver training/briefings to schools and agencies to support the CME function, if requested

· support and encourage schools to transfer files via S2S

· information share with other service services including Early Help, Social Care, YOT etc. 

[bookmark: _Toc134701621]2.3 Statutory Responsibilities of Schools

Schools also have safeguarding duties under section 175 of the Education Act 2002 in respect of their pupils, and as part of this should investigate any unexplained absences. Academies and independent schools have a similar safeguarding duty for their pupils. Schools have a key role in ensuring that children do not become CME. 

All schools are required to have an admission register and, with the exception of schools where all pupils are boarders, an attendance register. All pupils must be placed on both registers. 

From 1 September 2016, under The Education (Pupil Registration (England) (Amendment)) Regulation 8 of the Education (pupil Registration) (England) Regulations 2006, all schools, including independents, are required to: 

· inform their LA when they are about to delete a pupil’s name from the admission register under all fifteen grounds. Schools should not remove a child from the school roll without being instructed to do so by the LA in certain cases as outlined in section 7 of this document (Deletion from the Admission Register (Off-rolling)) 

· record details of the pupil’s residence, the name of the person with whom they will reside, the date from which they will reside there, and the name of the destination school (where they can reasonably obtain this information) 

· inform their LA of the pupil’s destination school and home address if the pupil is moving to a new school 

· provide information to their LA when registering new pupils within five days, including the pupil’s address and previous school (where they can reasonably obtain this information).

[bookmark: _Toc134701622]2.4 What are Schools required to do?

Reasonable enquiries should commence as soon as you are aware of or believe a child is missing from education. Enquiries should include:

· Making enquiries within school with class teachers, friends (if appropriate) 

· Telephone calls made to any numbers held on school records

· Attempt telephone contact with all known emergency numbers 

· Email parents and contacts on the school’s most up to date contact form

· Write to the address of both parents (if they live separately and is appropriate to do so)

· Contacting family, relatives known to the school, landlords and other significant adults 

· Speak to other agencies that have been working with the family such as social care, early help, youth offending team 

· Contact any schools known to have siblings or relatives on their roll

· Conduct a home visit if you have been unsuccessful in locating the pupil’s whereabouts and if safe to do so. Speak to neighbours if at all possible 

· If you have been provided with a forwarding address in the UK, it is expected that you make enquiries with that Local Authority 

This list is not exhaustive; cases should be taken on an individual basis meaning that enquiries may differ case to case.

Points to consider prior to making a CME or Pupil Tracking referral 

Whether there are siblings at other schools, please liaise with them before making a referral. In some cases, the other schools may have located the family through enquiries. 

· Whether a family has provided an address in another Local Authority, enquiries must be made with that authority to try to confirm the whereabouts of the family before making a referral. School records should be updated accordingly. 

[bookmark: _Toc134701623]2.5 What the Local Authority will do when they receive a CME or Pupil Tracking Referral Form 

Once the Local Authority receives and approves a Children Missing Education (CME) referral, we will:

· Check LA databases 

· Attempt to contact the parent, relatives and neighbours using known contact details 

· Check DFE census returns

· Conduct checks with health, police, Children’s Social Care, and other partner agencies (reasonable enquiries)

· Conduct additional home visits if required 

· Send warning letters to the family reminding them of their legal duty as a parent to ensure their child receives a suitable education 

· Contact other Local Authorities/areas where required 

· Provide an update to schools on the referral where they requested this

· Inform the school once statutory checks have been completed and whether or not the school can remove the child from roll

· Verify the whereabouts of the child as far as reasonably possible and obtain an update of the child’s new education. 

[bookmark: _Toc134701624]2.6 LA’s Prioritisation of Referrals 

Due to large numbers of referrals, it may be necessary for the CME caseload to be prioritised due to the potential risk to the child. High risk will be identified by the following criteria: 

· Children with open social care involvement or Early Help involvement 

· Looked after children 

· Children reported as missing from home 

· Children engaged in offending behaviour 

· Children living in homes where domestic abuse exists has been identified 

· Children and families who have gone overseas with limited information or Early Help/Social care involvement

[bookmark: _Toc134701625]2.7 Making a CME referral to the LA Attendance Service

To access the CME Referral Form refer to the website 

Please Complete Section 1, 2 & 3 for all children leaving the school for whom a school destination is unknown. 

Please complete secton 4 in addition to 1, 2 & 3 for any overseas based moves with or without a forwarding living or school address.  NB: Please give consideration to the possibilities of; forced marriage, child trafficking, child sexual exploitation, that the child(ren) may not be leaving the country as reported and any other potential safeguarding risks.

Please complete (typed not handwritten) and return in Microsoft Word format via egress to pupiltracking@slough.gov.uk  using the following text within the subject box of the email. 

‘CME Referral - School Name - initials of pupil’ – e.g., CME Referral - Slough Secondary - JB 

Schools MUST only send 1 CME referral per email to avoid any breach in GDPR, Data Protection. As we may need to forward emails, CME referral on to other agencies. 

[bookmark: _Toc134701626]2.8 Making a Pupil Tracking Referral 

To access the Pupil Tracking Referral form refer to the website

Please complete all sections of this form for any pupil moving from your school to another school and the new school destination is known in either IN or OUT of Borough. 

Please do not use this form for overseas cases 

Please complete (typed not handwritten) and return in Microsoft Word format via egress to pupiltracking@slough.gov.uk  using the following text within the subject box of the email. 

‘Pupil Tracking - School Name - initials of pupil’ e.g., Pupil Tracking - Slough Secondary - JB 

10 days notice is not required to be given to the LA for school to school transfers as long as the new school start date has been confirmed. 

[bookmark: _Toc134701627]3. Elective Home Education (EHE)

[bookmark: _Toc134701628]3.1 Statutory Framework

The DfE has published departmental guidance for Local Authorities/Schools and for Parents in relation to EHE[footnoteRef:2]. The Local Authority must discharge its responsibilities which they have under Sections 436A and 437 of The Education Act 1996[footnoteRef:3]. [2:  https://www.gov.uk/government/publications/elective-home-education ]  [3:  https://www.legislation.gov.uk/ukpga/1996/56/section/436A ] 


In England, education is compulsory, but attending school is not. Section 7 of the Education Act 1996[footnoteRef:4] states that:  [4:  https://www.legislation.gov.uk/ukpga/1996/56/section/7] 


“The parent of every child of compulsory school age shall cause him to receive efficient full-time education suitable; 

· to their age, ability and aptitude, and 

· to any special educational needs there may have, either by regular attendance at school or otherwise.” 

Some parents choose to do this by educating their children at home. An "efficient" and "suitable" education is not defined in the Education Act 1996 but "efficient" has been broadly described in case law as an education that "achieves that which it sets out to achieve", and a "suitable" education as one that "primarily equips a child for life within the community of which he is a member, rather than the way of life in the country as a whole, as long as it does not foreclose the child's options in later years to adopt some other form of life if he wishes to do so". 

Article 2 of Protocol 1 of the European Convention on Human Rights[footnoteRef:5] states that: [5:  https://www.legislation.gov.uk/ukpga/1998/42/schedule/1/part/II/chapter/2 ] 


“No person shall be denied the right to education. In the exercise of any functions which it assumes in relation to education and to teaching, the State shall respect the right of parents to ensure such education and teaching in conformity with their own religious and philosophical convictions. 
Parents who have opted to Electively Home Educate their Child

Parents choosing to Electively Home Educate their child/ren should be purely a voluntary decision and not as a result of pressure from the school. 

In Slough we ask that parents confirm their intentions to EHE their child in writing to the current school. However, this is not compulsory meaning that there are two scenarios need to be considered in order to avoid the risk of a child missing education:

· Where parents may have indicated that they intend to home educate but have not confirmed in writing or when the school suspects that a child is being home educated, the school should immediately inform the LA. Schools SHOULD NOT remove the child from the roll until approval has been provided by the LA following their investigations. Approval will be given once the LA has established with the parent(s) that it is indeed their intention to withdraw their child(ren) from the Education system for the purpose of EHE, and that they understand what their responsibilities are. 

· When a parent formally notifies the school that they are withdrawing their child for EHE the school is required to follow the process outlined in Section 2.2 below and then notify the Attendance Team. 

In Slough we advise, as good practice, that schools allow a ‘cooling off’ period of 20 school days to enable the parent to be given advice, independent of school, (by the EHE Officer(s)) about their options and the implications of any decision before the school place is available for reallocation.

[bookmark: _Toc134701629]3.2 What are schools required to do?

Local authorities and Schools should work together to ensure that every child has access to their right to a full-time, efficient and suitable education. This applies to Electively Home Educated children as well. Once a parent formally notifies the school that they wish to withdraw their child from the school roll for the purpose of EHE, it is expected that the schools carry out the following prior to a referral to the LA Attendance Team;

· Ensure that the parents’ decision to EHE their child is purely a voluntary decision

· Obtain written notification from the parent of their intention to EHE their child

· Discuss the reason the parent has chosen to EHE their child

· Discuss and address any concerns that the parent has with the school / dissatisfaction with the system if this is being used as a reason for withdrawing from the school roll

· Ensure that the parent is clear on what their responsibility is when they opt for EHE. 

· The following should be relayed to the parent; 

· Ensure that the parent understands that, in accordance with Section 7 of The Education Act 1996[footnoteRef:6] , they have the responsibility to ensure that their child receives “efficient, full-time education suitable to; [6:  https://www.legislation.gov.uk/ukpga/1996/56/section/7 ] 


· His age, ability and aptitude and any special educational needs he may have
either by regular attendance at school or otherwise

· Parents must be prepared to assume full financial responsibility, including bearing the cost of any public examinations

Parents have the right to apply for a school place at any time should they subsequently decide that the EHE is not as successful as they wish it to be. Parents are expected to assume full responsibility for their child’s daily education. In such instances parents should be advised to contact the Admissions Team or complete a new Admissions Application online (SBC website)

Please note that parents are not legally obliged to confirm their intentions of the EHE however, as per Government Guidance, it would be sensible for them to do so. Do NOT remove the child from the school roll until approval has been given by the Attendance Service – this will occur once they have carried out their investigations with the parents. 

In Slough we ask that all parents, when withdrawing a child from a school roll for the purpose of EHE, confirms their intention in writing to the school. This confirmation letter should be included in the EHE referral form completed by schools. 

[bookmark: _Toc134701630]3.3 What the Local Authority will do when they receive an EHE Referral Form 

Once the Local Authority receives and accepts a EHE referral, we will:

· Check all databases in relation to the child’s status i.e. known to social care/early help (where this is the case the relevant case worker will be notified)

· Make contact with the parent to confirm their intentions to EHE and establish their reasons for doing so

· Notify the parents of their legal responsibilities

· Once it has been ascertained that the child will be purposely home educated, the Attendance Team will;

· Notify the Home Education Advisory Teacher at Littledown of the case who will arrange an initial visit with parents in approx. 6 weeks and thereafter annually to establish the child is being suitably educated at home

· Take further action in cases where it appears that a suitable education is not being provided as per The Education Act 1996. This action may include additional visits, support and/ or enforcement against the parent (School Attendance Order)

· The LA will inform the school once the investigation has been completed and the school can remove the child from roll.

· The child will be added to the borough’s EHE register

[bookmark: _Toc134701631]3.4 Making an EHE referral to the LA Attendance Service

To access the EHE Referral form refer to the website

Complete all of Section 1

Please complete (typed not handwritten) and return in Microsoft Word format via egress to pupiltracking@slough.gov.uk  using the following text within the subject box of the email. 

‘EHE referral - School Name - initial of pupil – e.g. EHE referral - Slough Secondary - JB

[bookmark: _Toc134701632]4.	Maintaining the Admissions Register 

[bookmark: _Toc134701633]4.1 Statutory Framework

In accordance with regulation 12(3), (4) and (5) of the Education (Pupil Registration) (England) Regulations 2006 as amended, a school must notify the local authority within 5 days of adding a pupil’s name to the admission register and must provide the local authority with all the information held within the admission register about the pupil. This does not apply to pupils who are added to the admission register at the start of the school’s youngest year (for example, pupils who are registered at secondary school at the start of Year 7) unless the local authority requests such information. A full list of the attendance and admissions codes can be cited within Section 8 of DfE Guidance\Working together to improve school attendance. September 2022.pdf  

[bookmark: _Toc134701634]4.2 Notifying the LA of a New Starter 

To access the New Starter Referral Form refer to the website

Please complete all sections for any new pupils starting your school in year. Multiple names can be added in Section 2  

Please complete (typed not handwritten) in Microsoft Word format and return via egress to pupiltracking@slough.gov.uk  using the following text within the subject box of the email.  

‘New Starter - School Name - initials of pupil’ – e.g. New Starter - Slough Secondary - JB

[bookmark: _Toc134701635]5.	 Part-time Timetables

[bookmark: _Toc134701636]5.1 Statutory Framework and LA Guidance

[bookmark: _Hlk103894911]Statutory Guidance on the use of part-time timetable is very clear:

The Department for Education ‘School attendance: guidance for schools’ states: ‘Can a school place a pupil on a part-time timetable? As a rule, no. All pupils of compulsory school age are entitled to a full-time education. In very exceptional circumstances there may be a need for a temporary part-time timetable to meet a pupil’s individual needs. For example, where a medical condition prevents a pupil from attending full-time education and a part-time timetable is considered as part of a re-integration 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.’ 

For further guidance on managing part-time timetable arrangements, please refer to  SBC Guidance - Part-Time-Reduced Timetable refer to the website

[bookmark: _Toc134701637]5.2 Notifying the LA of a Part-time Timetable Arrangement

[bookmark: _Hlk103939024]When a part-time/reduced timetable has been agreed for an individual pupil, the school should inform the Slough Attendance Service by completing the Part-time Timetable Notification Form and return securely via egress to attendance@slough.gov.uk 

Please note, this does not constitute a referral, rather, it is a notification. If you would like advice when a child is being placed on part time/reduced timetable or would like to discuss individual cases, please contact your allocated Attendance Officer. 

No further action is required from the school. Following the notification, the school will be contacted by the local authority if further details are required or want to confirm whether the child has returned to full time education. If the school advise the LA of any changes, you will not need to complete a new notification. We will ask for the new dates and further details, if required. 

To access the Part-time Timetable Notification Form refer to the website

[bookmark: _Toc134701638]6.	Flexi-Schooling 

[bookmark: _Toc134701639]6.1 Statutory Framework and LA Guidance

The Department for Education Guidance states: “Although children being home-educated are not normally registered at any school, parents sometimes choose to make arrangements for a child to receive part of the total provision at a school - the purpose of this will often be to provide education in specific subjects more easily than is possible at home. Such arrangements are sometimes known as ‘flexi-schooling’. Schools are under no obligation to agree to such arrangements, but some are happy to do so. When a child is flexi-schooled, the parents must still ensure that the child receives a suitable full-time education but the element received at school must be taken into account in considering whether that duty is met.” 

Flexi-schooling arrangements are not the same as elective home education nor the temporary reduced time-table arrangements a school may put in place in exceptional cases to support a child’s reintegration back into school.

For further guidance on managing flexi-school arrangements, please refer to SBC Guidance - Flexi Schooling 2022 refer to the website

[bookmark: _Toc134701640]6.2 Notifying the LA of a Flexi-Schooling Arrangement

When a flexi schooling arrangement has been agreed for an individual pupil, the school should inform the Slough Attendance Service by completing the Flexi Schooling Notification form and return securely via egress to attendance@slough.gov.uk 

Please note, this does not constitute a referral, rather, it is a notification. If you would like any further advice regarding flexi schooling or would like to discuss individual cases, please contact your allocated Attendance Officer. 

[bookmark: _Hlk103945042]No further action is required from the school. Following the notification, the school will be contacted by the local authority if further details are required or want to confirm whether the child has returned to full time education. If the school advise the LA of any changes, you will not need to complete a new notification. We will ask for the new dates and further details, if required. 

[bookmark: _Hlk112860766]To access the SBC Flexi Schooling Notification Form refer to the website

[bookmark: _Toc134701641]
7.	Deletion from the Admission Register (Off-rolling) 

[bookmark: _Toc134701642]7.1 Statutory Framework
In accordance with regulation 12(6) of the Education (Pupil Registration) (England) Regulations 2006 as amended, a school must notify the local authority when a pupil’s name is to be deleted from the admission register under any of the reasons set out in regulation 8, as soon as the pupil’s name is to be deleted. This does not apply where the pupil’s name is deleted after they have completed the school’s final year (for example, pupils who leave primary school at the end of Year 6), unless the local authority requests such information.  

Department for Education published the Children Missing Education 2016[footnoteRef:7] guidance to support these changes. Children Missing Education - Statutory Guidance.2016 
To ensure that Slough Borough Council and all Schools Work Together to Safeguard Children[footnoteRef:8] schools are asked NOT to delete any pupil from the school roll without the approval of the Attendance Service in certain cases as outlined in section 7.4. This will ensure that; [7:  https://www.gov.uk/government/publications/children-missing-education ]  [8:  https://www.gov.uk/government/publications/working-together-to-safeguard-children--2 ] 


· both Schools and the LA discharge their statutory duties

· every child can access their right to a full-time efficient and suitable education

· no child “falls through the net” between education provisions

· all children are tracked efficiently to minimise safeguarding risks

Schools must have regard to Departmental and Local Authority Guidance before removing any child from the school roll. 

[bookmark: _Toc134701643]7.2  Non School Attendance for 20 or more consecutive days

This section clearly outlines the criteria that must be met in order to legally remove a child from the school roll in these circumstances;

The Education (Pupil Registration) (England) Regulations 2006 (8- 1-h) [footnoteRef:9] state the following in respect of removing a child from the school roll when the child has been continuously absent for 20 days and;  [9:  https://www.legislation.gov.uk/uksi/2006/1751/regulation/8/made ] 


(i) at no point has the absence during that period been authorized by the proprietor (school) in accordance with regulation 6(2);

(ii) the proprietor does not have reasonable grounds to believe that the pupil is unable to attend the school by reason of sickness or any unavoidable cause; and

(iii)      both the proprietor of the school and the LA authority have failed, after reasonable enquiry, to ascertain where the pupil is;

A full list outlining the grounds for deleting a pupil from the school admissions register can be cited within section 7 of  DfE Guidance\Working together to improve school attendance. September 2022.pdf  

[bookmark: _Toc134701644]7.3 What does the 20-day rule mean for schools? 

· The criteria in 7.2 above must be fully met in all cases before a child can be removed from roll

· Both the school and the LA must carry out reasonable enquiries to locate the child and both must agree that the criteria for off rolling have been met.

· The school must be able to evidence their enquiries

· Schools do not need to wait until the 20 days have elapsed before making the CME referral to the LA, the referral should be made as soon as they have exhausted their enquiries or within 10 days at the latest  

· NB: Schools should not remove any child from their roll without the approval from the Attendance Service which will be given once statutory enquiries have been completed.

· If a child misses 20 days of school but it is established that they still reside at their Slough address a CME referral should not be completed and the child should NOT be removed from the school roll. The school should address the non attendance by submitting a Persistent Absence or Severe Absence referral to the LA Attendance Service in such cases.

[bookmark: _Toc134701645]7.4 When schools can/cannot remove a child from roll without the LA’s   approval

The following table outlines the  DfE’s 15 reasons when a child can be removed from the school roll. Also detailed are circumstances when the Attendance Service at the LA must provide approval prior to the child being removed from the school roll;

		

		DfE Reason for Deletion from roll

		Does the school require LA approval prior to removing the child

		Reason approval is required

		Conditions to be met by the school prior to the removal from roll



		1

		LA approved change 

of education

provision 

due to SAO School Attendance Order

		No

		n/a

		n/a



		2

		Pupil registered in 

another school



		No

		n/a

		School must have written confirmation of registration and start date at the new school before deleting from roll



		3

		Pupil on dual roll has

ceased to attend



		No

		n/a

		The “guest” school must be in communication with the “main” school to ensure the child returns to the main school



		4

		Pupil receiving 

Elective Home 

Education 



		Yes

When…

a. no written confirmation provided by parent


b. child has EHCP

		Parents intentions to be established by the LA / SEND approval to be given prior to school removing from roll

		n/a



		

		

		No  

Parents have provided written confirmation of intention to EHE

		

		1.School has discussed the EHE with parent in accordance with this guidance (section 2) 


2.Child does not have EHCP



		5

		Home school 

distance is 

unreasonable (left area)

		Yes

		Statutory checks to be completed prior to removal from roll

		n/a







		6

		Pupil failed to return 

following authorised

leave of absence

		Yes

		Statutory checks to be completed prior to removal from roll 

		n/a



		7

		Pupil medically unfit to 

attend school

		Yes

		Child’s circumstances to be investigated prior to removal from roll

		n/a



		8

		Pupil continuously 

absent at least 20 days and 

cannot locate child 



		Yes

		Statutory checks to be completed prior to removal from roll 

		n/a



		9

		Pupil given custodial 

sentence for 4 months

or longer  

		No

		n/a

		School has sufficient written evidence and is in communication with the child’s Youth Offending Worker  



		10

		Death of pupil

		No

		n/a

		School has sufficient written evidence



		11

		Child is not statutory

school age 

		No

		n/a

		n/a



		12

		Pupil leaving independent 

school

		No

		n/a

		n/a



		13

		Permanent exclusion

		No

		n/a

		Schools should be in contact with the Education Access Officer at the LA



		14

		Nursery child not

continuing to Primary 

School

		No

		n/a

		n/a



		15

		Pupil leaving boarding 

School fees unpaid

		No

		n/a

		n/a





[bookmark: _Toc134701646]8.	Persistent Absence (PA) & Severe Absence 

[bookmark: _Toc134701647]8.3 What are schools required to do? 

[image: persistent absences flow charts showing what schools are required to do]

Schools should decide to complete a PA/SA referral to the LA when;

· The school has carried out all possible interventions to address the poor attendance, referred to other agencies for support where appropriate and the attendance is still unsatisfactory

· Parent/child has had the opportunity to address the poor attendance at a school level prior to an LA referral

· School has the relevant supporting evidence/documentation of their interventions that is required to go with the referral

[bookmark: _Toc134701648]8.4 Making a PA/SA referral to the LA Attendance Service

To access the PA/SA Referral Form refer to the website

Please complete (typed not handwritten) and return in Microsoft Word format via egress to attendance@slough.gov.uk using the following text within the subject box of the email. 

‘PA referral - School Name - initials of pupil’ – e.g. PA referral  - Slough Secondary - JB or

‘SA referral - School Name - initials of Pupil’ -  e.g. SA referral - Slough Secondary - JB

[bookmark: _Toc134701649]8.5 What will the LA do once a PA/SA Referral is received

Upon receiving the referral, the Attendance Service will 

· Check the form is completed as required

· Review evidence of intervention submitted by the school

· Acknowledge receipt and review action taken by the school

· If satisfied with intervention to date, the LA will write to the parent outlining attendance concerns and expectations to improve attendance 

· Review attendance at the end of 4-week period 

· Decide on next steps in cases where attendance has not satisfactorily improved.  This may be a call/meeting with the parent or a recommendation to school that a) enforcement action is now initiated or b) referral to be made by the school to alternative agency i.e. Early Help/Family Support  

Please Note: The LA may need to come back to the school for further information throughout this process. 

[bookmark: _Toc134701650]9.     Penalty Notices/Warning Periods (PN/WP) 

From March 2021 additional information is required from schools in order to issue a Warning Period for unauthorised absences and Penalty Notices (fines) to parents for removing their child/ren from school for the purpose of a holiday. This was to further incorporate inclusion for all of Slough’s pupils, ensure support is provided to CYP & families where needed and to meet the required legal obligations in terms of enforcement. The additional information has been useful and will continue to form part of the referral form.  

[bookmark: _Toc134701651]9.1 Criteria

Penalty Notice requires: 10 sessions (5 days) consecutive unauthorised absence that is recorded as code G

Warning Period requires10 sessions of unauthorised absences in any 12 week period (Combination of Codes- O, G, U)

[bookmark: _Toc134701652]9.2 What are schools required to do?

From September 2020, additional information was required from schools in order for the LA Attendance Service to have a better understanding of the reasons for poor attendance and to be able to support in the best possible way. This was to further incorporate inclusion for all of Slough’s pupils, ensure support is provided to CYP & families where needed, to meet the obligations in respect of the Crown Prosecutors Code and ensure that we are all “Working Together to Safeguard Children”. 

Additional information that is required from schools includes;

· A Copy of registration certificate      

· Records of school interventions to date (phone calls, meetings, home visits)

· Details of any referrals the school has made to other agencies i.e. Early Help, Youth Support

[bookmark: _Toc134701653]9.3 Making a PN/WP referral to the LA Attendance Service

[bookmark: _Hlk103961526][bookmark: _Hlk123116951]To access the PN/WP Referral form refer to the website

Please complete all sections (typed not handwritten) and return in Microsoft Word format via egress to attendance@slough.gov.uk using the following text within the subject box of the email. 

[bookmark: _Hlk103961568]Penalty Notice - ‘PN - School Name - initials of pupil’ – e.g., PN - Slough Secondary - JB 

Warning Period - ‘WP - School Name - initials of pupil’ – e.g., WP - Slough Secondary - JB

[bookmark: _Toc134701654]9.4 What will the LA do once a WP/PN Referral is received

Warning of Fine – The LA will:

· check the form is completed as required and review all supporting information

· action the referral within 10 days

· issue the “warning of fine letter” to the parent stating the 4-week (20 school days) warning period. An email will be  sent  to  the  school  informing them of the warning period dates

· respond to parent queries in relation to the warning letter (there may be occasions that we need to refer back to school but in general terms we will keep all queries at LA level where possible)

· review the child’s attendance at the end of the warning period and close the referral  with  no  further  action  if  attendance  has improved or absences during the warning period have been authorised by the school

OR

· proceed to the issue of a fine if further unauthorised absences have occurred 

Issuing a Fine – the LA will:

· issue the fine to the parent/s. 

· refer any parental queries or disputes back to the issuing school (please note the decision to withdraw lies solely with the school headteacher during the payment period)

· monitor the enforcement process and payment of fine/s 

· if payment is made no further action will be taken at this stage (parent has discharged their liability for this offence) – schools should contact the LA if attendance becomes a concern again via a new referral

· If no payment is made the LA will, along with legal services, consider prosecuting the parents under The Education Act 1996 (see notes below on prosecution)

Number of Fines That Can Be Issued

SBC’s protocol states that parent/s will only be issued with one fine per academic year. If attendance continues to be a concern following this, alternative enforcement can be taken i.e. panels/prosecution

[bookmark: _Toc134701655]9.5. Prosecution

· If parent/s do not pay the fine prosecution will be considered.

· It is important for schools to know that although fines have not been paid, it is not always appropriate for prosecution to take place as various factors need to be  considered  at this stage which  includes  child’s  overall attendance, improvements made throughout the enforcement process, social care/other agency involvement and if such prosecution is “in the public’s interest”

· The decision regarding prosecution ultimately lies with Slough Borough

· Council’s legal services

· The school will be notified by email via Egress of cases proceeding to court for prosecution

· When a case does go to court it is important for schools to know that if a parent pleads “not guilty” in court, the case is automatically listed for “Trial”. At this stage the Headteacher (or designated person) may be called as a witness and subject to cross examination from the parents, their legal representative and the court

[bookmark: _Toc134701656]9.6 Withdrawal of Fines

There are occasions when schools request a fine to be withdrawn and the following needs to be considered.

· Within protocol there are only 4 official reasons that the LA can withdraw a fine once it has been issued which are;

· PN has been issued outside of the terms of the local code of conduct

· it ought not to have been issued or issued to the person named as the recipient

· PN contains material errors

· where after the expiry of 28 days the penalty notice is unpaid, and the LA has not started legal proceedings or wishes to take such action under section 444

 It is not possible for fines to be withdrawn outside of the above reasons

 The Headteacher must give the instruction to withdraw a fine including the reason for withdrawal  –  requests  from  School  Attendance  Officers  to withdraw a fine will NOT be accepted without the Headteachers approval.

[bookmark: _Toc134701657]10.  	School Attendance Order (SAO) 

[bookmark: _Toc134701658]10.1 Statutory Framework

Section 437 of the Education Act 1996 confers a duty on LAs to consider issuing a SAO where it appears to it that a child of compulsory school age is not receiving a suitable education, either by regular attendance at school or otherwise and it appears to the LA that it is expedient that the child should attend school. This duty does not apply in relation to children who are registered at a school who are not attending regularly.

[Note: Before serving a SAO, every effort should be made to engage the parents and help them to get their child/ren onto a school roll. This may include making sure the parents are aware of the location of schools in the area, the availability of places and explaining the admissions, or admission appeal arrangements and waiting list arrangements where necessary.]

[bookmark: _Toc66109815][bookmark: _Toc134701659]10.2 When the LA will consider instigation of an SAO 

Parents who have refused all offers of a school place and have not provided evidence indicating a suitable education is being provided.  This applies to all children of statutory school age including children with special educational needs [Note: this also includes those with EHCPs].

Parents who have removed their child from school and it appears are not providing a suitable education.  

Parents who have moved into the Slough area and have not secured a school place and who have not engaged with the LA in providing information regarding the education of their child.

Prior to advancing to the stage of issuing notices all efforts should be made to engage the parents.

If the LA receives no information on the education being provided for a child i.e., a parent that is home educating their child is refusing to provide a report, the LA can assume that the child is NOT receiving a suitable education and look to proceed with a SAO.

SBC will assess on a case-by-case basis in order to determine the necessary course of action and will liaise with schools directly regarding their involvement. DfE guidance can be cited via the link below.

https://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance 

To access Slough’s SAO Guidance and Procedures as of January 2023 refer to the website

[bookmark: _Toc134701660]11.	Pupils with Medical Conditions or Special Educational Needs & Disabilities 

[bookmark: _Toc134701661]11.1 Statutory Framework

Statutory Guidance stipulates that schools, local authorities, health professionals,

commissioners and other support services should work together to ensure that

children with medical conditions receive a full education. In some cases, this will 

require flexibility and involve, for example, programmes of study that rely on

part-time attendance at school in combination with alternative provision arranged by

the local authority. Consideration should also be given to how children will be

reintegrated back into school after periods of absence.

Supporting pupils at school with medical conditions (publishing.service.gov.uk)

[bookmark: _Toc134701662]11.2 School and LA Responsibilities

Schools should:

· make reasonable adjustments where a pupil has a disability or putting in place an individual healthcare plan where needed. 

· work with parents to develop specific support approaches for attendance for pupils with special educational needs and disabilities, including where applicable ensuring the provision outlined in the pupil’s education, health and care plan is accessed

· work with families to help support routines where school transport is regularly being missed and work with other partners to encourage the scheduling of additional support interventions or medical appointments outside of the main school day. 

· establish strategies for removing the in-school barriers these pupils face, including considering support or reasonable adjustments for uniform, transport, routines, access to support in school and lunchtime arrangements. 

· ensure joined up pastoral care is in place where needed and consider whether a time-limited phased return to school would be appropriate, for example for those affected by anxiety about school attendance. 

Pupils with long term illnesses or other health needs may need additional support to 

continue their education, such as alternative provision provided by the local

authority. The LA is responsible for arranging suitable education for

children of compulsory school age who, because of health reasons, would

otherwise not receive suitable education. 

SBC are currently working with WPH and alternative education providers to 

establish provisions for the new academic year. In the interim, please contact the

Attendance & CME Manager directly for any such cases on 

anjli.sidhu@slough.gov.uk 

[bookmark: _Hlk134700467][bookmark: _Toc134701663]12. Attendance Data - Studybugs

[bookmark: _Toc134701664]12. 1 Statutory Framework 

The local authority, statutory safeguarding partners and other local partners therefore have a crucial role in supporting pupils to overcome those barriers and ensuring all children can access the full-time education to which they are entitled. Local authorities are facilitators of wider support needed by individual families and schools to overcome barriers in the short term. They are also strategic leaders that work across a geographical area to remove barriers in the longer term.

Rigorously track local attendance data to devise a strategic approach to attendance that prioritises the pupils, pupil cohorts and schools on which to provide support to and focus its efforts on to unblock area wide barriers to attendance (page 26 of Working Together to improve school attendance)

· Uses attendance data from all schools in the area to identify the pupil cohorts, schools, and neighbourhoods/ towns on which to focus efforts. This should include benchmarking against neighbouring local authorities (both geographic and statistical) and regional and national averages to identify patterns and trends of concern. 

· Uses that analysis to set a clear vision for improving attendance across the geographical area, underpinned by tangible short and longer term aims and priorities for improving attendance for particular cohorts of pupils identified. This should also include detail on how they will be achieved and by when.

[bookmark: _Toc134701665]12.2 What are schools required to do? 

Share information and work collaboratively with other schools in the area, local authorities and other partners when absence is at risk of becoming persistent or severe (working together to improve school attendance page 19).

Schools of all types, local authorities and other local partners should work jointly and share data on individual cases where it is of benefit to the pupil (e.g. health services where there are medical conditions or the police where there are extra-familial harms). Local authorities and schools (of all types) are expected to have a regular Targeting Support Meetings at least termly. Further, to facilitate timely collaborative working across partners, all schools are also legally required to share information from their registers with the local authority. As a minimum this includes: 

· Every time a pupil’s name is to be added to, or deleted from, the school admission register outside of standard transition times (including the statutory reason for deletion). For deletions this must take place before the deletion, and for additions it must be no later than 5 working days after the addition. 

· The name and address of any pupil who fails to attend school regularly or has missed school for 10 days or more without the absence being recorded as authorised. Local authorities should agree the frequency this must be shared with all schools in their area. This should be no less frequently than once per calendar month. 

Local authorities may seek, and schools are expected to provide, more frequent or comprehensive sharing of data than the statutory minimum where it is essential to fulfilling their obligations under the Education Acts and the expectations set out in Section 4 of this guidance. To avoid any unnecessary burdens for schools this should always be automatic from school registers and not require additional manual data collection/ returns (e.g. through a data aggregator directly from management information systems). This collaboration allows local authorities to facilitate quicker, more efficient joint working and better target their area wide attendance strategy. 

Similarly, whilst the law provides access to registers of maintained schools for local authority officers who need access to fulfil their obligations under the Education Acts, all schools, regardless of whether or not they are covered by that legislation, are still expected to provide the local authority with access to support joint working between schools, trusts and local authorities.

[bookmark: _Toc134701666]12.3 LA use of data

To ensure we meet our statutory duties of using data to track, understand and strategically plan around attendance we will share relevant data with internal partners. However, this will all be context driven. 

When using data with external bodies individual schools are not identifiable and all data is numerical and provided within a wider context.

Data related to individual schools is used to work collaboratively with the named school and is part of a supportive conversation.

Individual pupil data maybe shared with internal partners within a Safeguarding context. If any concerns arise around a pupil’s attendance, not within a safeguarding context, the LA attendance officer will consult with the named about this.   



[bookmark: _Toc134701667]12.4 Data Protection

Please refer to the approved DPIA document for Studybugs, which can be requested from attendance service.  
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[bookmark: _Toc134701668]SBC - Attendance Service Contact Details

Attendance Manager:

Anjli Sidhu	Tel: 07395 258177

	Anjli.Sidhu@slough.gov.uk

Attendance/CME Officers 	

[bookmark: _Hlk123116785]Iram Basharat 				Tel: 01753 787681

Sharon James 				Tel: 01753 787670

Thandiwe Manjelo				Tel: 01753 787670

Samantha Da Costa			Tel: 01753 875504 

Diba Hussain					Tel: 01753 787670

Referrals for CME & Attendance

Attendance Service Main Line:	01753 787670

Attendance Service Email:	attendance@slough.gov.uk

Pupil Tracking Main Line:	01753 787670

Pupil Tracking Email:	pupiltracking@slough.gov.uk
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Please print off all embedded word documents and sequence in the order presented in the PowerPoint.  We highly recommend that you have a hard copy of the Transition Toolkit as well as the PowerPoint copy for your reference.

Please access this page via embedded Word document below.







Transition is a process, 

not an event.





Please access this page via embedded

Word document below.





Please access this page via embedded

Word document below.











Introduction

Please access this article in full via embedded word document below.

 





Transitioning – Nursery to School



“The continuity approach encapsulates the idea of a seamless transition. 

The emerging picture is a portrayal of children experiencing “an integration of the previous into the present” in their educational transitions. 

The emphasis is shifted from preparing children for the new environment to preparing the new environment for children”.













Please access this page via embedded

Word document below.









Please access this page via embedded

Word document below.











This table is an example time line for guidance only.  There are many facets that contribute to a good, comprehensive transition (examples of which are contained in this Toolkit).  The better prepared our children are the more likelihood there is for a successful transition.  A transition between settings should be as seamless as possible.  By the time our children move on they should feel confident and ready to tackle the new challenges ahead.



First impressions count for a lot, especially with our SEND children. Success or failure can set the tone for future perceptions and experiences of school and transitions.



Please access document via embedded word document below















Please access document via attached word doc below.















Please access document via attached PDF below.







Pupil Passport (one page profile)





Please access this page via embedded

Word document below.









Please access document via embedded word document below.















Please access document via embedded word document below.







Pupil Passport (one page profile) Example









Please access blank editable Pupil Passport (one page profile) via embedded word document below.

Guidance for Pupil Passport (Example).











Please access editable ‘This is Me’ Transition Booklet via embedded word document below.



This booklet can be used by the setting and by parents/carers.  It can be a joint  effort between the two or separate copies  can be done.

The booklet should be completed over time and revisited regularly with the child, even when complete.





Please access this page via embedded

Word document below.







Please use the social stories with all of your children that are moving on to school.  The stories should be read regularly for an extended period of time.  Spare copies (that could be laminated) should be printed off for the children to explore at their leisure.



At the end of summer term share the social stories with parent/carers (particularly any children with SEND) so that they can continue supporting their children during the summer holidays.



The transition booklets; ‘This is Me’ and ‘My New School’  should also be shared with parents (again, particularly those children with SEND).











Please access this document via embedded word document below.













Social Stories are a social learning tool that explain certain social situations and how people may deal with them.   They are often used to give children information about new experiences, scenarios and social situations, which can help to prepare them for the event. 



If you require any further information on 

Social Stories please refer to Slough Early 

Years SEND Inclusion Toolkit.

Please access this page via embedded

Word document below.













This social story can be used at nursery and can also be shared with parent/carers to use at home.   The story should be read regularly over an extended period of time

to prepare the child/ren.  It can be read in groups or 1:1, whichever works best for the child/ren in question.  





Please access the full social story  via the

 embedded PDF document below. 











This social story can be used at nursery and can also be shared with parent/carers to use at home.   The story should be read regularly over an extended period of time

to prepare the child/ren.  It can be read in groups or 1:1, whichever works best for the child/ren in question.  









Please access the full social story  via the

 embedded word document below. 











This booklet can be used by parents and

carers.  The booklet should be completed

over time and should include as much 

hands on experience for the child. 

Parents should be encouraged to take

photographs of the journey to school,

with  their child participating, practice

trying on their new school uniform etc.



Where possible, photographs of the child’s 

new teacher and support staff should also

be obtained and included in the booklet.



Parents and carers should also be advised

About how to use the booklet and

the contents, such as the countdown 

calendar etc.

Please access the full booklet  via the

 embedded word document below. 







www.bbc.co.cuk/bitesize/collections/starting-primary-school/1



Please go to website-BBC Bitesize 

for additional resources ‘Starting

 Primary School’.









All about me  Guidance for Parents and Carers

www.bbc.co.uk/startingprimaryschool

 

This booklet is designed to help children develop some of the skills and independence that will come in handy when they start school,

as well as to record their thoughts and feelings as they enter this exciting new stage. We also hope it will look great on the family fridge! These notes will give you lots of ideas on how to use each section. For more free, expert resources that you can use as your child starts school, including games, videos, articles and advice, check out our website at www.bbc.co.uk/startingprimaryschool 

 

My name is

Using the poster: Write or print out some of your family’s forenames, mix them up and support your child to identify theirs. Help them stick their   name on the space on the poster, or to try writing their own name if they choose to.  

More ideas: Encourage your child to recognise their name using a sign on their bedroom door, alphabet fridge magnets or homemade letters. Say their name together, sounding each syllable out

with a clap. Repeat the first sound – can you identify some other names or words that start with the same first sound?

 

This is me

Using the poster: Help your child to take a selfie, print it out and stick it onto the poster, or use an existing photograph. They could also draw or paint a simple self-portrait, if they are ready to. 

More ideas: Talk about the similarities and differences between your child and their friends. Look in a mirror together and explore your facial features, making faces and talking about your expressions.

What does a happy or sad face look like?

 

I am .... years old

Using the poster: Support children to write the number that represents their age.

 More ideas: Try some number games to develop your child’s awareness of numbers, like Musical Numbers. Lay out numbers on the floor and when the music stops, shout out a number for your

child to find. Or go on a number hunt at home or while you’re out, looking out for numbers on houses, in shops or at the park.





I love

Using the poster: Chat with your child about their favourite things and people and write down their words in the heart using the quotation marks.

More ideas: Record your chat on your smartphone and listen together. Explore the idea of love. How can it connect us to our friends and families when we are apart? What does it feel like?

Does it have a colour or shape?

My favourite book

Using the poster: Discuss how your child would like to represent their favourite book and support them to add it to the poster using words, pictures or even a feeling or colour. 

More ideas: Visit a library together and let your child choose a book for bedtime – don’t worry if it’s always the same one! Identify a cosy place at home where your child likes to look at books. Let your child see you reading and tell them about your favourite stories. Act out stories together using your child’s toys.

 

My favourite meal

Using the poster: Represent your child’s favourite meal with cut-and-stick food pictures or a photo of a mealtime.  More ideas: Talk about different mealtimes and support your child to say what they prefer – at school  they will be encouraged to make choices and say what they do and don’t like. Practise using a knife  and fork during meals or during play with plasticine or sand. Work together to plan or make a healthy

meal or snack, thinking about numbers, shapes, colours and textures by counting simple ingredients  together or looking at the colours and shapes on a plate of food.

 

I’m practising

Using the poster: In the box there are pictures representing washing hands, putting shoes on, putting  a hand up in class, getting dressed, blowing noses and using the toilet. Support your child to colour in the picture representing each activity, or to use small stickers to mark each one, as they have a go.

More ideas: Encourage your child to attempt the self care activities on the poster as part of their daily routine, or when you have a few spare minutes and are not in a rush. Let your child dress and undress themselves, borrow some school uniform and try it on, or set up a ‘sniffle station’ with tissues within reach. Ask them to help you wash and dry your hands by showing you how it’s done.





Please access this page via embedded

Word document below.



Websites/links are not live links and need

To be internet searched.













Please access this page via embedded

Word document below.







Cathie Woodbridge-Principal Area SENCo
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Introduction





Transitioning – Nursery to School





The transition process between two educational settings is a significant milestone for our young children.  





Transition is a time of change that affects many areas of a child’s life.  They will experience new expectations, changes in relationships and additional roles and responsibilities.  Change, however, is not necessarily a bad thing. It can be an opportunity for growth for children when it is handled skilfully and with sensitivity so that children feel successful in the process. 





Children who feel safe and secure when they are transitioning will more likely be successful when doing so.  





Children who are not effectively supported in the transition process can often feel confused and overwhelmed with a sense of bewilderment and fear in the new school environment, which can significantly impact their ability to cope with any new demands.





Whereas children who experience a positive transition are more likely to feel confident and at home in their new environment.





It is important for children to feel secure and successful during the process of change so that they can continue to experience healthy development and learning as they adjust to their new school environment. 





A successful transition will have taken place if it is evident  that:-





· The child is enjoying school.


· They are able to cope with the daily challenges and changes within their new school.


· They continue to engage and progress with learning.





A successful transition can get the child off to a good start and set the tone for future engagement and success.


Whereas children who have less positive experiences of transition and experience negativity are more likely to be adversely affected which can lead to  challenges with self-esteem, learning, behaviour and peer/adult  relationships.  





Nurturing successful transitions can also be seen as cost effective in the long term.  As children will settle into a well-adjusted school life relatively quickly and may require less additional support in the long run.





Early successful transitions, particularly first entry into school life, can also have a domino effect on future transitional experiences.  As early experiences are embedded they can set the foundation for how children cope with change and transitions in future years.  Children who have experienced successful transitions early in life will have developed useful adaptive skills and coping mechanisms to transfer to other phases of their life giving them courage and confidence to face the challenges of future transitions.





SEND





Transition from nursery to school for children with SEND can be more complex, a carefully planned, long term transition programme designed around the individual child is crucial.





Moving from one school or educational setting to another can be stressful and children and young people with special educational needs and disabilities or SEND often find transition more challenging than their peers. By following this guide, parents and teachers can help to make transition go smoothly for children and young people with SEND.


An individualised programme should be drawn up that reflects the child’s developmental needs for adapting to the new school setting. Preparation should include the families, the children and service providers to ensure the children are equipped with the necessary skills that will help them adjust to the requirements of their new school environment.





An important part of the  transition programme should be to familiarise the children as much as possible with the new school setting before the eventual move. 





Children who feel safe and secure when they are transitioning will more likely be confident and successful when doing so.  





Transition is a process not an event; the key to its success lies in the preparation and planning beforehand and the settling in, or follow up, afterwards.


Ensuring Continuity in Children’s Experiences





The continuity approach encapsulates the idea of a seamless transition. 


The emerging picture is a portrayal of children experiencing “an integration of the previous into the present” in their educational transitions. 


The emphasis is shifted from preparing children for the new environment to preparing the new environment for children.





Useful transitional activities can include:-





1. Using countdown planners to indicate when the child will finally transition into new school.


2. Arranging for visits to the new environment well in advance.


3. Preparing the child with photographs of the new environment and staff can help the child to familiarise themselves with the new setting.


4. Develop a pupil profile (one page profile) to hand over to the new setting.


5. Reading books at story time about moving on to school.


6. Develop and read social stories for the child/children concerned.


7. Incorporate school uniforms into your dressing up corner.


8. Orientating the children to the new school settings through school visits, and even having them participate in some of the classroom sessions and other school routines on a gradual basis before the scheduled enrolment.


9. Parental advice for supporting their child through the transition process.





Key points about effective transition


1. from early years to primary school


· Share relevant information during two-way transition visits.


· Give children the chance to visit their new school to join in a variety of lessons and sessions.


· Make an ‘All about my New School’ booklet with photos to look at and discuss regularly.


· Use stories to explain new situations.


· Give children opportunities to meet new staff and to work with them.


Ideas to support smooth transition - Setting





· Invite parents, all new staff and professionals to meet together to hear about the child. 


· Support parents in preparing for the meeting perhaps draw up a list of questions or concerns which can be dealt with at the meeting. 


· Ask parents to complete a profile or ‘Getting to know You’ type booklet about their child. 


· Highlight the child’s strengths and any interests which can be used to settle them. 


· Pass on any successful strategies or activities which support the child. 


· Consider creating a Transition Action Plan outlining how the child is to be helped to settle into the new environment. 


· Where possible encourage staff to make a home visit. 


· Arrange new staff to visit or spend time with the child in their current room or setting. 


· If moving to school consider the child’s start date. Would they benefit from being one of the first or last to start? 


· Take the child on short settling or familiarisation visits to the new room or setting. 


· Be aware and take into account the child’s friendship groups. 


· Identify any resources, equipment or training needs for the new room or setting staff. 


· Make parents aware of any possible changes of professionals or different systems used by a setting or school. 


· Give parents a named person who they can contact if they have any questions or concerns. 


· Talk to the child about the new room or setting, if moving to school read books about starting school and making friends 


· Take photos of new staff, uniforms, rooms, buildings to look at over weekends or holidays can help young children feel reassured  (emphasise what will be the same or similar).


· Practice walking the new route to setting or school on a regular basis. 





Ideas to support smooth transition – parents





· Read story books about starting a new school.  You could make your own books using your child’s favourite characters.


· Use a visual countdown calendar to indicate to your child when the final transition will take place.


· Buy their new school uniform early and practise wearing it.  You may need to wash it a couple of times first to make it feel comfortable and worn in.


· Practise the school journey so that your child can familiarise themselves with the route.


· As the time nears, particularly if it is summer holidays, begin to get your child into the morning school routine (including bedtimes).


· Take photographs of all your new steps with your child; in their new uniform, on the practise runs; reading books etc.


· Make a starting school book and stick all the photographs into the book.  Involve your child as much as possible in the process.  Allow your child to have free access to the book.





Importantly, highlight all the things that will be the same or similar;  you will get up, have breakfast, get dressed, go to school with Mummy/Daddy etc., in the car/on the bus/walk etc.,


You will have break/play time, lunch time, home time – Mummy/Daddy will collect you etc.


Include this timeline in your child’s ‘Starting School’ book.





Children in early years educational transitions deserve to be fully supported in this significant life phase so that the transition process is experienced  as a productive, fruitful and nurturing phase of their lives – one in which they can  grow and shine in their new educational environment, and their potential realised and celebrated  in the process. Change is inevitable as children make progression in their educational journey; however, the experience of change needs to be safe and affirming to children, and all involved.


[bookmark: _GoBack]


Key Points


“Transition should be seen as a process, not an event, and should be planned for and discussed with children and parents”


(The Practice Guidance for EYFS page 10 Para 1.30)


· Transition is made a priority


· Child is familiar with people, places and routines


· They can make frequent visits to the new setting


· Parents/carers are involved, consulted and supported


· Information is shared with parents/carers


· Information is shared with new setting


· Communicate – parents<current setting>school
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Early Years Commitment for Transitions

‘Every child deserves the best possible start in life and the support that enables them to fulfil their
potential’ EYFS 2021

Our commitment:

that change of any kind can be
challenging for all involved

* We are all committed to ensuring
children and families experience
these changes positively, safely
and with the confidence and
knowledge to tackle it again and
again.

+ SBC and all our partners recognise .

We promise:

Transitions for each child will be a

partnership process

* Clear routes of communication will
be established for all involved

* There will be continuity of
experience for the child

* Adults will monitor the child's

settling in and their progress.

We promise to:

* reflect the mz 3)
children can communicate

+ ensure the right support is there at
the right time for the child

« make sure each child feels secure
and confident in their needs,
wants, likes and dislikes are
understood.

This commitment has seven statements that all partners will use to work together to ensure a smooth transition for each child

Maintain clear

arrangements for | | links between
asmooth partner agencies,
transition for early years
children with settings and
SEND wherever schools to support
they are learning all children’s
transitions.

Maintain good

Parents and Early Years Early Years teams Early Years Early years
carers of young providers and use local Teams use educators are
children with schools anticipate | | information and information from aware of provision
SEND are the full range of data to improve parents and at universal,
involved and needs of children | | the quality of all carers to improve targeted and
supported coming into their transition for the quality of specialist levels.
throughout the setting and are young children transitions for They work with
different ready to meet with SEND. young children appropriate
transitions their them. with SEND. agencies to
child might make. ensure the right
level of support is
in place for all
children

) Focus

I Comments Vv
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Supported Transition Timeline for Toolkit strategies

Work in partnership with parents to support their child as they prepare to move on
to school. Share the booklets, social stories etc., within the toolkit with
parent/carers, advise them on how to complete and use them. Different support

will be needed at different times of the year (see timeline below.] Remember:

Transition is a process, not an event!

 Arrange meetings with parents to discuss
school transitons.

. = Encourage parents to visit schools and offer

Spring Term — Support with completing school admissions.

January to Ap: = Review policies o ensure permissions are in
place to share transition information.

= Remind parents to apply for school places
before the mid-January deadiine.

< ety children with SEND and ik up with
outside agencies that are involved with the famil.

 Make contact with new school and send 3 ane.
pageprofie. Invitathem to visit for an
obsarvation ofthe chic

Summer Term —
June: Arrange a visit to child's new school.

Begin Toolkt suateges:-

= Reading Socialstories o children;
“Moving on from Nursery’
My New School Uniform’
= Begin transition booklet Thisis Me"
Request teacher/support staff photographs from
feeder schoolfor transition booklt (particularly for
SEND children)
End of term: Share Parent Transition Tips and the
Social stories and transition booklet with
‘parent/carers, and advise how they should be used
(give parent/carer guidance notes).
Complete updated one page profil to share with
school.

= Parent/carers to complete transition bookiet
“Thisis Me” with their child.

= Parent/carers to regularly read socal stories
with their child.

« Parent/carers to start back to school
countdown calendar.

« Parent/carers to practise new journey to
chool and child wearing new school uniform.

Summer holiday

Pagelof 1 27swords L2 -+ T
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The routines and processes in place that support all transitions must be flexible to ensure the needs of individual children and their families are met.  Where possible, children will need time to become familiar with their new surroundings at their own pace and with support from their key person.


Transition planning is a continuous and evolving process and can be adapted to meet the needs of the individual child.  Many activities such as joint meetings between settings, childminders and school staff can be on-going throughout the year. The dates in the boxes are suggestions that may need to be adjusted.
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School transition planning



Autumn term



Spring term



Summer term



Long summer holiday 



pacey.org.uk



Arrange meetings with parents to discuss 
school transitions 



Encourage parents to visit schools and offer 
support completing school admissions 



Review policies to ensure permissions are 
in place to share transition records 



Address any outstanding issues identified 
in the 2-year-old progress check 



Early Years Provider (EYP) Schools / Teachers



Provide feedback to EYPs on 
transition records received  



Invite EYPs to harvest festival, carol 
concerts and other seasonal school 
productions and events 



Consider visiting early years settings 



Remind parents to apply for school places before the 
mid-January deadline  



Update parents on their child's progress during regular 
catch-up review meetings 



Identify children with SEND and link up with any outside 
agencies involved with family 



Update contact details of the early years providers in 
the local area to ease communication and partnership 
working



Contact schools with details of children who will be
attending in September 



Schedule time to update your setting's school transitions 
document  



Set a deadline for all records to be sent to new schools 
by end of June 



Invite library team to introduce summer reading 
challenge to parents and children 



Invite local early years providers to sports days, 
fundraising events and end of term concerts and shows 



Provide photos and information on reception class to 
early years providers to share with children 



Arrange home visits and invite providers to bring 
children in for a visit 



Identify clubs/sessions that children can attend to 
maintain routines and independence.



Provide information for parents to help prepare for the 
first few days back at school



Ways to support the unique child as they prepare for school



Work with parents to support their child as they prepare for the move to "big school". 
Encourage them to attend the parent workshops, meetings, and other events organised 
by early years providers and school. 



Share positive stories about transitions and changes with children. Encourage resilience 
and self-confidence. 



Encourage open and ongoing feedback between parents and carers about the child 



Different support will be needed at different times of the year. See our tips below.



developed in partnership with Waltham Forest
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6.





Have you made contact with schools to arrange setting and school visits?






































































































































5.


At the point of submission, have you completed the interim summative assessment in preparation for the end of term summative assessment?



































































































































 Yes         No


 Yes         No


Have you obtained a copy of the transition pack from school?









































































































































1.


2.


19th April 2023 to 31st May 2023





 Yes         No


 Yes         No


4.








Ensuring all parties are aware of SEN interventions – Education, Health & Care Plan, Early Support Plan and EHC review meeting dates.


With parental permission make contact with the school and inform them that the child has additional plans and that they might like to arrange a transition meeting during the summer term.  Provide the names of other professionals involved with the child so they can invite them to the meeting along with parent/carers and the key person from your setting.  The purpose of the meeting is to plan an effective transition for the child into the nursery/reception class.
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3.


 Yes         No


 Yes         No


Have you arranged a transition meeting with the parents/carers?



































































































































Collate current information about the child e.g. parent/carer details, photo, learning journey, all about me, inclusion info  (additional needs).






































































































































Parents receive notifications of school places


Date


Settings gather information and complete the transition form






































































































































17th April 2023


Activity


Complete as applicable to your setting


Transition Timeline/Checklist








 Yes         No


2.


Date arranged for the new school to visit?






































































































































 Yes         No


Date arranged for the new school to visit your setting?



































































































































1.





14th – 21st June 2023





Submit transition document to recipient school ensuring you have parental permission to share the information (this is included in the privacy notice on the Parent Declaration Forms).









































































































































7.


 Yes         No


For children with SEND, indicate to the school that you are happy for them to come and observe the child in your environment and have a discussion with the key person and parent/carer.
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			NAME:  


			Pupil Passport


			Previous Setting: 


SaLT: 


OT:                                  





			Date of birth: --/--/----


			    photograph





			


			





			Nursery


			


			Teacher/Key Worker: 


			Last updated: 





			


			


			Things that I like:



At home:



Eating:


Sleeping: 


Toileting/hygiene:





			What do people need to know I find difficult:



How do I show this?


· 





			Logo


			


			


			








			How do I enjoy learning:






			How do I communicate?














			Sensory experiences that I enjoy:                                           Notes (staff to add):
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			NAME:


			Curriculum support faculty



Student passport


			Insert school logo





			Date of birth: 


			Insert photograph





			


			





			Class:


			


			Faculty liaison: [name]


			Last updated: [date]





			Nursery


			


			I would like you to know that:



· 


This means that:






			I find it difficult to:



· 


· 





			


			


			


			








			It would support me if you could:


· 





			I will support myself by:











			


Additional support





			Data and attainment information





			


			


			





			


			


			








Provide details of the diagnosed need(s), and what that means to the learner (as discussed). 









Make sure that this information is clear and useful to staff.









Add specific areas that are difficult, with a focus on in-class learning but also practical challenges that staff need to keep in mind.









Highlight teaching and learning strategies and practical support, as agreed in prior discussions.









Set out what the learner will do for themselves as part of the process. This may provide opportunities to link to other systems of reporting.









Provide details of the support you provide, such as SALT 2x30 sessions per week, in-class TA support or LEGO therapy once a week. 




Ensure this information is specific and quantified. 
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This Is Me – Guidance Notes   


The aim of the ‘This Is Me’ profile is for the child to be involved in creating a ‘snapshot’ of themselves that provides key information in a easy-to-read format.



This is useful for practitioners who are new to the child or have infrequent contact e.g. supply teacher, lunchtime supervisor, voluntary staff and students. 



You can include whatever the child wants to say and the child can record using drawings, photos, writing or adult can scribe.


Ideas for what to include:



At home



Information about people who are important such as family and friends.



Pets the child might have



Places the child might go



At Nursery 



Favourite subject areas



Friends at school



Special events



I really like



Include areas of strength



Special interests



Hobbies 


I do not like/ get upset/ worried


Areas the child needs support with including academic, social, sensory, physical needs etc


Worries the child may have due to changes of teacher, changes to the timetable etc



Fears and phobias the child may have



Strategies the child can use to feel calm



      Reading a favourite story



      Go to quiet place for ‘chill out time.’



      You can help me by



      Signalling change before an activity changes by telling the child or showing a picture of the 


      next activity.



      Say my name before speaking to me, so that I know the instruction is for me



Other Things about me



E.g. If a child has difficulty eating and drinking consider what their specific requirements are;


· I like my drink at the end of a meal



· I cannot eat eggs they make me sick



· My favourite foods are













My name is …………………………………………………….




and I live at




…………………………………………………………………………..














This a special story all about me for my new teacher









Here is a picture of me.









At home my favourite things are




…………………………………………………………………………………………………………………………….. 









�



















At nursery my favourite things are…




………………………………………………………………………………………………………………………………









............................................................









…………………………………….









I really like









I might get upset or worry when




………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………




…………………………………………………………




…………………………………………………………









………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………




…………………………………………………………………………………………………………………………









I do not like 









…………………………………….   and   ……………………………………














My special friends are









If I get upset to feel calm I




……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………




………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………You can help me by




…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….









Other things about me




………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….














…………………………………….   and   ……………………………………














My special friends are
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Parent/Carers Transition Tips 


(To be shared with parent/carers at the end of summer term)





· Read story books about starting a new school.  You could make your own books using your child’s favourite characters.


· Begin (or continue) filling out the transition booklet ‘This is Me’ and ‘My New School’.


· Use a visual countdown calendar to indicate to your child when the final transition will take place.


· Buy their new school uniform early and practise wearing it.  You may need to wash it a couple of times first to make it feel comfortable and worn in.


· Practise the school journey so that your child can familiarise themselves with the route.


· As the time nears, particularly if it is summer holidays, begin to get your child into the morning school routine (including bedtimes).


· Take photographs of all your new steps with your child; in their new uniform, on the practise runs; reading books.


· Make a starting school book and stick all the photographs into the book.  Involve your child as much as possible in the process.  Allow your child to have free access to the book.





Importantly, highlight all the things that will be the same or similar;  you will get up, have breakfast, get dressed, go to school with Mummy/Daddy/carer etc., in the car/on the bus/walk etc.


You will have break/play time, lunch time, home time – Mummy/Daddy/carer etc., will collect you etc.


It is much more comforting and reassuring to let your child know that some things will be the same or similar to their current routines and experiences.  Having a familiar foundation to build upon can be key to managing any anxieties or fears about the unfamiliar new experiences coming up.





Summary Tips:- 





Social Stories: Pick a time when your child is calm and receptive.  Read the stories regularly throughout the summer holidays.  Have a spare copy of each story that is accessible to your child at all times so that they can explore the story when they want to.  


N.B. If your child is anxious about moving on to school, it may not be a good idea to read them as a bedtime stories!





‘This is Me’ and ‘My New School’ booklets: Support and involve your child as much as is possible when adding information to the booklets.  If they can take any of the photographs to go in the booklets let them do so.  Photos of themselves in their new school uniform, visiting their new school, pictures of the journey to school, photographs of their teacher and support staff are all good ideas.





School uniform: Buy your child’s new school uniform as far in advance as you are able (and when you are positive they have a confirmed placement).  Support your child with trying on their new school uniform and begin teaching them the skills of dressing and undressing while doing so.  If practised regularly enough, you could, over time, slowly reduce the amount of help that you give them while doing so (as they become more competent).


Some children, particularly those with sensory processing differences, may not like the feel of the new, different materials and style.  This can be alleviated by washing the uniform a couple of times before they are expected to start wearing it.





Routine: As the start time at their new schools moves nearer, begin to get your child into their new school routine (morning get up time and bed times especially).





Countdown calendar: Start a countdown calendar a month before your child is due to start their new school (then use the ‘Back to School Countdown’ (see below).  Have the calendar displayed where they have easy access to it and it is visible.  Support your child with crossing off each day.
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There are different coloured uniforms for different schools…

















[image: Icon group elementary school boy and girl in blue school uniform with textbook. Back to school concept Vector illustration icon group elementary school boy and girl in blue school uniform with textbook in hand isolated white background . Back to school concept. Cartoon style kids school clothes stock illustrations]


[image: Cute School Boy in Uniform Illustration Cute school boy with curly brown hair in navy school uniform holding onto backpack straps isolated on white background different coloured school uniforms stock illustrations][image: children uniform children uniform. back to school. boys and girls of hand sign. cute character. happy smile. cartoon vector illustration, isolated on white background school clothes stock illustrations]


[image: Boy wearing school uniform, cute cartoon kid character. Vector illustration Boy wearing school uniform, cute cartoon kid character. Vector illustration kids school clothes stock illustrations][image: schoolgirl with her pink uniforms and bags vector illustration of schoolgirl with her pink uniforms and bags kids in school uniform going to school stock illustrations]


[image: Peacehaven Heights Primary School & Nursery - Uniform]








My Mum, Dad, Carer will know which uniform I will need…
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Most of the children at my new school will wear school uniform…
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School uniform looks smart!
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Insert picture of child
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Insert picture of school





























This is my new school











[image: Product image][image: https://encrypted-tbn0.gstatic.com/shopping?q=tbn:ANd9GcTLwM7Lh8uEqON59ny_KeRHFmd8wAnKWsD6vvY5Ex-yWVVBneEzPSDvTdzC7puQ8Eq3KOZ_AnR-sQ&usqp=CAE][image: Quadra Enhanced-Vis Book Bag - 4 Litres][image: Product image][image: Kids Blue Crew Neck School Sweatshirt (3-13yrs)]
Edit photographs to represent your child’s school uniform


Insert photo of child in school uniform


When I go to school I will wear school uniform…








I will probably go to school with…


























Insert picture of parent/carer who will be taking your child to school
































This is how I will get to school…
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My journey to school…
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I will come home in the afternoon at about:


I will go to school in the morning at about: 





Usually I will go to school on these days…
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This is the date that I will probably start my new school…
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Guidance for Parents and Carers


[bookmark: _GoBack]www.bbc.co.uk/startingprimaryschool





This booklet is designed to help children develop some of the skills and independence that will come in handy when they start school,


as well as to record their thoughts and feelings as they enter this exciting new stage. We also hope it will look great on the family fridge! These notes will give you lots of ideas on how to use each section. For more free, expert resources that you can use as your child starts school, including games, videos, articles and advice, check out our website at bbc.co.uk/startingprimaryschool 





My name is


Using the poster: Write or print out some of your family’s forenames, mix them up and support your child to identify theirs. Help them stick their   name on the space on the poster, or to try writing their own name if they choose to.  


More ideas: Encourage your child to recognise their name using a sign on their bedroom door, alphabet fridge magnets or homemade letters. Say their name together, sounding each syllable out with a clap. Repeat the first sound – can you identify some other names or words that start with the same first sound?





This is me


Using the poster: Help your child to take a selfie, print it out and stick it onto the poster, or use an existing photograph. They could also draw or paint a simple self-portrait, if they are ready to. 


More ideas: Talk about the similarities and differences between your child and their friends. Look in a mirror together and explore your facial features, making faces and talking about your expressions.


What does a happy or sad face look like?





I am.... years old


Using the poster: Support children to write the number that represents their age.


 More ideas: Try some number games to develop your child’s awareness of numbers, like Musical Numbers. Lay out numbers on the floor and when the music stops, shout out a number for your child to find. Or go on a number hunt at home or while you’re out, looking out for numbers on houses, in shops or at the park.











I love


Using the poster: Chat with your child about their favourite things and people and write down their words in the heart using the quotation marks.


More ideas: Record your chat on your smartphone and listen together. Explore the idea of love. How can it connect us to our friends and families when we are apart? What does it feel like?


Does it have a colour or shape?


My favourite book


Using the poster: Discuss how your child would like to represent their favourite book and support them to add it to the poster using words, pictures or even a feeling or colour. 


More ideas: Visit a library together and let your child choose a book for bedtime – don’t worry if it’s always the same one! Identify a cosy place at home where your child likes to look at books. Let your child see you reading and tell them about your favourite stories. Act out stories together using your child’s toys.





My favourite meal


Using the poster: Represent your child’s favourite meal with cut-and-stick food pictures or a photo of a mealtime.  More ideas: Talk about different mealtimes and support your child to say what they prefer – at school  they will be encouraged to make choices and say what they do and don’t like. Practise using a knife and fork during meals or during play with plasticine or sand. Work together to plan or make a healthy


meal or snack, thinking about numbers, shapes, colours and textures by counting simple ingredients  together or looking at the colours and shapes on a plate of food.





I’m practising


Using the poster: In the box there are pictures representing washing hands, putting shoes on, putting a hand up in class, getting dressed, blowing noses and using the toilet. Support your child to colour in the picture representing each activity, or to use small stickers to mark each one, as they have a go.


More ideas: Encourage your child to attempt the self care activities on the poster as part of their daily routine, or when you have a few spare minutes and are not in a rush. Let your child dress and undress themselves, borrow some school uniform and try it on, or set up a ‘sniffle station’ with tissues within reach. Ask them to help you wash and dry your hands by showing you how it’s done.
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Useful Links

< BBC Bitesize: All About Me — Starting primary school downloadable
resources: https://www.bbc.co.uk/bitesize/articles/zdttt39

% This Book is About Me (William Smyth) — editable PowerPoint Passport
https://www.google.co.uk/url?sa=t&rct=j&q=&esrc=s&source=web&cd=8&

ved=2ahUKEwjoxaOX4sivAhUChIwKHQwCCF8QFJAEegQIAXAD&urlzhtt
Ds¥%3A%2F%3Fwww.communicationpassports.org.uk¥zFfiles¥aFcm%z
Ffiles%2FBasic_As¥%2520Dec15(1).pptRusg=AOVaw3 6f120T6ECN6-

YKUjgoEd

% My New School (Yvonne Shreffler) — editable PowerPoint Passport
https://www.google.co.ukfurl?sa=t&rct=j&q=&esrc=s&source=we
b&cd=&cad=rja&uact=8&ved=2ahUKEwjyzvep58jvAhXFmFwKH
RNoDLsQFjAAegQIBRAD&url=https¥63A%2F%2Fslideplayer.co
m%2Fslide%2F4837200%2F&usg=AOvVaw3RS61MhHAucO2UE3

gArC

“*Pacey resources and advice for Early Years Transition to
school.https://www.pacey.org.uk/partners/school-

ready/preparation/

“*Twinkl, purchasable resources to support transition as well as extensive
resources for SEND support.
https://www.twinkl.co.uk/resources/home-early-

ears/teacher-organisation-eyfs-early-years/early-years-

transition
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f you require further support or advice regarding trans
about any information contained in thi

ns or clarification

Transition Toolkit please contact:-

Cathie Woodbridge-Principle Area SENCo  (Catherine.Woodbridge@slough.gov.uk.
or

Sarah Covell-Senior SEND Support Officer (sarah.covell@slough.gov.uk)

Early Years and Prevention

The Early Years Service consists of the following functions: Family
Information Services (FIS), Quality, Care and Learning, Children’s
Centres and Early Help.

Each of these teams, working collaboratively, offering a range of
services to the early years sector in Slough. % TheLink

For further information visit: wuiw thelink siough.gov.uk

TheLink Website wpemeinsouon o

“TheLink website for education professionals in Slough. We hope that TheLink wil become a powerful
tool to strengthen the education system in Slough by supporting the communication of education
priorities and faciitating collaboration across schools and settings.

“TheLink website is funded by the Education Directorate in Slough Borough Council andis managed by
the Business Support Team. It is aimed at current and future education professionals in Slough,
particularly teachers and Early Years practitioners.

We have a strong and vibrant education system in Slough characterised by good educational outcomes
for children and a growing spirit of collegiality and partnership working across schools and between
Schools and the LA

“TheLink willfurther strengthen the education system in Slough by improving the communication about
provision, services, and local prioities. TheLink is 3 publically available ste, but staff and governors in
Slough schools and Early Years settings are invited to become registered users to gain the fullbenefits
of the websit.
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TheLink website is funded by the Education Directorate in Slough Borough Council and is managed by
the Business Support Team. It is aimed at current and future education professionals in Slough,
particularly teachers and Early Years practitioners.

We have a strong and vibrant education system in Slough characterised by good educational outcomes
for children and a growing spirit of collegiality and partnership working across schools and between
schools and the LA.

TheLink will further strengthen the education system in Slough by improving the communication about
- provision, services, and local priorities. TheLink is a publically available site, but staff and governors in

Slough schools and Early Years settings are invited to become registered users to gain the full benefits
a of the website.
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Transition to 
secondary school


Talk Relationships







Think about the different aspects of starting secondary school.
There will be… 


Baseline assessment







Think about the different aspects of starting secondary school.
There will be… 


…a range of feelings someone might have


Baseline assessment
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… challenges they might face 
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Think about the different aspects of starting secondary school.
There will be… 


…a range of feelings someone might have


… challenges they might face 
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Think about the different aspects of starting secondary school.
There will be… 


…a range of feelings someone might have


… challenges they might face 


… opportunities that might come up 


… questions they might have


Baseline assessment







Think about the different aspects of starting secondary school.
There will be… 


…a range of feelings someone might have


… challenges they might face 


… opportunities that might come up 


… questions they might have


Now, working on your 
own, complete the grid: 
Starting secondary school.


Baseline assessment







Learning objective:
To learn about the opportunities of starting secondary school and how to 
manage feelings about it.


Learning outcomes:
• Explain some of the opportunities and challenges that secondary 


school can offer.
• Identify some feelings people might have about starting secondary 


school.
• Describe or demonstrate some positive ways to manage feelings 


people might have about starting secondary school.
• Identify where and how to get reliable information about starting 


secondary school.


Transition to secondary school







Which sources of help are likely to be most reliable and helpful?


Finding information and help







Which sources of help are likely to be most reliable and helpful?


Finding information and help


Are there any sources missing from this list?


Older siblings/cousins


Neighbours and friends who go to secondary 
school


Teachers


School website


School open evenings and transition days


Parents


Websites for children such as Childline







Where, or from whom, could these people find information and help?


Finding information and help


“How do I know what uniform to wear?”


“The building will be different, how will 
I find my way around?”


“How do I know what clubs or activities 
are at my new school?”


“How do I know what transport I can 
use to get to my new school?”







Completing homework on time is an expectation at secondary school. Teachers 
will talk to someone who hasn’t completed it and follow the school’s policy if it is 
happening regularly. 


Secondary school websites have lots of information on them such as a calendar, 
uniform details, and information about subjects. 


Everyone starting secondary school will be in the same position and won’t know 
everyone else yet. There will be opportunities to meet others in different lessons 
or during break times or clubs, and many people will want to make new friends.


Most secondary schools hold open days so new starters can have a chance to 
explore the building and get a feel for what it will be like in the first year.  


If a young person has any special requirements or needs, their primary school 
and parents will inform the secondary school they will be joining. 


There are lots of new clubs at secondary schools, for example there is more 
sports equipment for sports clubs and special clubs for art and science  too.


Match the facts - answers


Hassan


Finn


Ella


Ryan


Asha







Completing homework on time is an expectation at secondary school. Teachers 
will talk to someone who hasn’t completed it and follow the school’s policy if it is 
happening regularly. 


Secondary school websites have lots of information on them such as a calendar, 
uniform details, and information about subjects. 


Everyone starting secondary school will be in the same position and won’t know 
everyone else yet. There will be opportunities to meet others in different lessons 
or during break times or clubs, and many people will want to make new friends.


Most secondary schools hold open days so new starters can have a chance to 
explore the building and get a feel for what it will be like in the first year.  


If a young person has any special requirements or needs, their primary school 
and parents will inform the secondary school they will be joining. 


There are lots of new clubs at secondary schools, for example there is more 
sports equipment for sports clubs and special clubs for art and science  too.


Good for 
everyone 
to know!


Match the facts - answers


Hassan


Finn


Ella


Ryan


Asha







Uniform rules at secondary school are different for each school. Everyone is 
expected to follow the uniform policy and wear or use the correct items. 


When starting the first year of secondary school, pupils are given a timetable 
and sometimes a map, showing which classrooms they will need to go to. 


The school day at secondary school usually starts earlier than primary school as 
registration takes place before the first lesson. Exact timings can be found on a 
school’s website.


If a new person gets lost and can’t find their way, school staff and young people 
who are more familiar with the site will direct them. 


Some secondary schools use detentions when young people don’t follow the 
rules. However, teachers also know that anyone starting secondary school is new 
to learning all the rules and most will give warnings before giving a detention.


There are lots of new subjects to learn at secondary school and as young people 
go through school, they get to choose which to study more/less of.


Match the facts – answers continued…
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Uniform rules at secondary school are different for each school. Everyone is 
expected to follow the uniform policy and wear or use the correct items. 


When starting the first year of secondary school, pupils are given a timetable 
and sometimes a map, showing which classrooms they will need to go to. 


The school day at secondary school usually starts earlier than primary school as 
registration takes place before the first lesson. Exact timings can be found on a 
school’s website.


If a new person gets lost and can’t find their way, school staff and young people 
who are more familiar with the site will direct them. 


Some secondary schools use detentions when young people don’t follow the 
rules. However, teachers also know that anyone starting secondary school is new 
to learning all the rules and most will give warnings before giving a detention.


There are lots of new subjects to learn at secondary school and as young people 
go through school, they get to choose which to study more/less of.


Good for 
everyone 
to know!


Match the facts – answers continued…


Jasmine


Asha


Hassan


Hassan


Asha







Work with your partner to 
choose one character and offer 
advice and reassurance to 
them. 


Consider:


Dear Sam


What information will be helpful to 
include?


How can you reassure the writer?


Think of everything you learnt in this lesson so far. 







Reflection and endpoint assessment


Think about what you have learnt this lesson.


Using a different coloured pen or pencil, revisit the ‘Starting 
secondary school’ grid and add to, or amend each box.


For example, you might want to amend some of the ‘feelings’ or 
you might be able to answer some of your questions now.







Reflection and endpoint assessment


Think about what you have learnt this lesson.


Using a different coloured pen or pencil, revisit the ‘Starting 
secondary school’ grid and add to, or amend each box.


For example, you might want to amend some of the ‘feelings’ or 
you might be able to answer some of your questions now.


Class discussion


What is one thing you are 
excited about or looking forward to 
about starting secondary school?







Signposting support


If you need support or advice, or have 
concerns, seek help:


At home
• Parents or carers
• Grandparents


In school
• Class Teacher
• Support Assistants
• Playtime Midday supervisors







If you need support or advice, or have 
concerns, seek help:


Childline


Childline is a free 24/7 service for children 
and young people.


childline.org.uk


0800 1111







Think about the information you have learnt in this lesson about moving to secondary 
school. Now create a quiz for others in your class to complete.


You can use the examples below to help you.


Extension activity


a) Talk to their friends b) Check the school’s website c) Go to the local library to 
look for information


How can someone find out which subjects they’ll learn about in secondary school?


a) Only on some days
b) It’s important to follow the 
schools uniform rules and 
wear what is listed


c) Most of it, but young people 
can wear any trainers they 
want to


Does everyone have to wear the school uniform?







Questions?


© NSPCC 2022. Registered charity England and Wales 216401. Scotland SC037717 and Jersey 384. 
Photography by Tom Hull and Ross Bolger. The children pictured are models and the adults are volunteers. 


Photography contains real life NSPCC practitioner Reena Uddin. J20211217.
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Talk Relationships primary lesson 


  ©NSPCC 2022 National Society for the Prevention of Cruelty to Children. Registered charity England and  
Wales 216401. Scotland SC037717 and Jersey 384.  J20211217 


 


Resource 1: Starting secondary school  
 


 


 


What opportunities might there be at secondary school? What challenges might there be at secondary school? 


  


What feelings might someone have about starting 
secondary school? 


What questions might someone have about starting 
secondary school? 


  







Talk Relationships primary lesson 


  ©NSPCC 2022 National Society for the Prevention of Cruelty to Children. Registered charity England 
and Wales 216401. Scotland SC037717 and Jersey 384. J20211217 


      


Resource 2: Fact cards 
 
There is more homework at secondary 
school from lots of different teachers and 
subjects and they will all expect it to be 
completed on time. There is more of a need 
to be organised and manage deadlines. 
Teachers will talk to someone who hasn’t 
completed it and follow the school’s policy if 
it is happening regularly.  
 


 
Everyone starting secondary school will be in 
the same position and won’t know everyone 
else yet. There will be opportunities to meet 
others in different lessons or during break 
times or at clubs, and many people will want to 
make new friends. 
 


 
Secondary school websites have lots of 
information on them such as a calendar, 
uniform details, and information about 
subjects.  
 


 
When starting the first year of secondary 
school everyone is given a timetable and 
sometimes a map, showing which classrooms 
they will need to go to.  


 
Uniform rules at secondary school are 
different for each school. Everyone is 
expected to follow the uniform policy and 
wear or use the correct items.  


 
The school day at secondary school usually 
starts earlier than primary school as 
registration takes place before the first lesson. 
Exact timings can be found on a school’s 
website. 
 


 
Most secondary schools hold open days so 
new starters can have a chance to explore 
the building and get a feel for what it will be 
like in the first year. 
 


 
If a new person gets lost and can’t find their 
way, school staff and young people who are 
more familiar with the site will direct them.  


 
If a young person has any special 
requirements or needs, their primary school 
and parents will inform the secondary 
school they will be joining.  
 
 


 
Some secondary schools use detentions when 
young people don’t follow the rules. However, 
teachers also know that anyone starting 
secondary school is new to learning all the 
rules and most will give warnings before giving 
a detention. 
 


 
There are lots of new clubs at secondary 
schools, for example there is more sports 
equipment for sports clubs and special 
clubs for art and science too. 
 


 
There are lots of new subjects to learn at 
secondary school and as young people go 
through school, they get to choose which to 
study more/less of. 


 







Talk Relationships primary lesson 


  ©NSPCC 2022 National Society for the Prevention of Cruelty to Children. Registered charity England 
and Wales 216401. Scotland SC037717 and Jersey 384. J20211217 


      


Resource 3: Dear Sam 


  


Hi Sam 
 
I’m really worried about starting year 7. Everyone else has got an older brother or sister 
who can tell them what they need to know, but I don’t know anyone who is at secondary 
school yet. What if I get put in a class without anyone I know? I find it hard to make new 
friends and I’m not looking forward to anything at all about starting secondary school 
anymore. Is there even anything good about it?  
 
From Ella 
 


Dear Sam 
 
People keep telling me different things about secondary school, and I don’t know who’s 
right. My friend’s older brother says you get in big trouble if you don’t do your homework, 
but my teacher says that doesn’t always happen. Our neighbour who goes to the 
secondary school I’m joining says we have to get there by 8.30 but my mum says it’s 
8.45. How do I find out the right answers? 
 
From Hassan 


Dear Sam 
 
I can’t wait to start secondary school! I need to ask you though: is it true that you have to 
wear a blazer every day and you aren’t allowed to wear shorts even if it’s really hot? I’ve 
tried to speak to my teacher who isn’t sure, where can I find out more about the uniform?  
 
From Jasmine 







Talk Relationships primary lesson 


  ©NSPCC 2022 National Society for the Prevention of Cruelty to Children. Registered charity England 
and Wales 216401. Scotland SC037717 and Jersey 384. J20211217 
S  SC03    38  202 2  


 


 


Hi Sam 
 
I only moved to my area very recently, so I don’t know anything about my new secondary 
school. I don’t have any good friends at my new primary school yet, so I feel shy about 
asking people about it. How can I find out more about the school that I am going to in Year 
7?  
 
From Finn 


Dear Sam 
 
Can you answer these questions for me, please? When I go to secondary school, how will 
I know where my classrooms are? I know that you have to move around for each lesson, 
but what if I don’t know the way? The school is really big and I don't know what will 
happen if I can’t get to one of the classrooms because I’m lost.  
 
From Asha 
 


Hello Sam 
 
I’m looking forward to starting year 7 and getting the chance to learn new subjects, 
especially drama! The thing is, I’ve heard there’s a lot of homework because of all the 
different subjects and I have dyslexia which means I sometimes need extra time to finish 
my work. I don’t really know what to do or even if I should tell someone at my new 
secondary school. Please can you help me – what should I do? 
 
From Ryan  
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Talk Relationships 


 Transition to secondary school 


Page 1 of 6 


In partnership with: nspcc.org.uk/learning  schools@nspcc.org.uk 


0116 234 7246 @NSPCCLearning 


© NSPCC 2022. Registered charity England and Wales 216401.  
Scotland SC037717. Jersey 384. J20211217 


Talk Relationships: Transition 
to secondary school 


Designed for final year of primary school 


Lesson overview 


This lesson, designed for the final year of primary school, explores the conflicting 
feelings that young people may have about starting secondary school and teaches 
them ways to express these feelings and manage this transition positively. 


It accompanies the three Talk Relationships lessons that are designed for the 
beginning of secondary school. 


Learning objective 


To learn about the opportunities of starting secondary school and how to manage 
feelings about it. 


Learning outcomes 


Young people will be able to: 


• Explain some of the opportunities and challenges that secondary school can
offer, and how people can make the most of these


• Identify some of the different feelings people might have about starting
secondary school


• Describe or demonstrate some positive ways to manage feelings people might
have about starting secondary school, including asking for help


• Identify where and how to get reliable information about starting secondary
school.
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 In partnership with: 


 
 


 
nspcc.org.uk/learning   schools@nspcc.org.uk 


 
 


 
0116 234 7246  @NSPCCLearning 


© NSPCC 2022. Registered charity England and Wales 216401.  
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Resources 


• Box or envelope for anonymous questions 


• Resource 1: Starting secondary school (1 per person) 


• Resource 2: Match the fact (1 per pair) 


• Resource 3: Dear Sam (1 per pair)  


Lesson summary 


Activity Description Timing 


Baseline assessment Individuals record ideas and questions about 
starting secondary school on a grid. 


10 mins 


Introduction Introduce the learning objective and outcomes 
and reinforce ground rules. 


5 mins 


Finding information 
and help 


As a class, create a list of sources of support and 
help to recommend to characters who have 
questions about secondary school.  


10 mins 


Match the facts Pairs identify facts which characters would find 
useful for their concerns and worries.  


10 mins 


Dear Sam Young people offer advice to those starting 
secondary school who have worries and 
concerns about it. 


15 mins 


Reflection and 
endpoint assessment 


Individuals revisit the grid from the baseline to 
add new ideas and questions and edit their 
existing ones.  


5 mins 


Signpost support Remind the class who to talk to and where to 
find information about starting secondary school. 


5 mins 


 


Climate for learning 


Ensure you have read the accompanying teacher guidance notes before teaching this 
lesson. These include guidance on establishing ground rules, the limits of 
confidentiality, communication, and handling questions effectively. 
 
Keywords 


transition, change, secondary school, expectations. 
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Baseline assessment 


 Baseline assessment – 10 mins 


Agree, or remind the class about ground rules and draw attention to the question box, 
explaining that they can put questions in the box during or after the lesson. They can 
do this anonymously if they wish or add their name if they would like you to follow up 
with them.  


Ask the class to think about the different aspects of starting secondary school. Explain 
that there might be a range of feelings someone experiences, challenges they might 
face, opportunities that may come up and questions they might have. Ask young 
people to work independently to complete the grid on Resource 1: Starting secondary 
school. 


Then encourage the class to feedback their ideas, record these on the board and leave 
them up to refer to later. Ensure you make a note of any common challenges or 
questions the class identify and answer these throughout the lesson. Ask the class to 
set their work aside to be returned to at the end of the lesson. 


 Introduction – 5 mins 


Share the lesson objective and outcomes. Explain that a life change such as moving 
on to secondary school can cause mixed feelings such as excitement and feelings of 
opportunity, but also worry and uncertainty. In this lesson they will discuss these 
kinds of feelings and the reasons behind them. 


Core activities 


 Finding information and help – 10 mins 


Refer to the challenges and questions recorded from the baseline assessment; groups 
discuss where someone could find information about what secondary school is like.  


Take feedback and create a class list of information sources, which may include: older 
siblings/cousins, neighbours and friends who go to secondary school, teachers, school 
website, school open evenings and transition days, parents, websites for children such 
as Childline.  


Ask which sources are likely to be the most reliable and helpful. Take a vote for which 
sources the class would be most likely to use and highlight this on your class list by 
circling the top three.  


Show the questions from other young people in their last year of primary school on 
slide 11 and ask the class to suggest who/where each person could go to for help and 
advice and why that would be the best source of information and help for them.  
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 Match the facts – 10 mins 


Hand out Resource 2: Facts cards and Resource 3: Dear Sam to pairs. Ask them to 
read through the emails and decide which fact cards the character in each email would 
find most useful.  
 
Once they have finished, ask pairs to share which facts and emails they decided to 
match up. As a class go through the answers on slides 12 to 15. 
 
Explain that there is lots of information available about what secondary school is like. 
It can be helpful to find out some facts before starting, to feel more prepared for the 
change. 


 


Support: Individuals can either match three emails of your choice with facts 
rather than all six, or they could talk through the emails and facts and match 
them with adult support. 


Challenge: Ask individuals to consider facts which they think are commonly 
known and those that surprised them. Ask them to share this with a partner and 
compare their answers. 


 


 Dear Sam - 15 mins 


Explain to young people that they will now work in pairs to reply to one of the emails 
from Resource 3: Dear Sam. They should choose one character and offer advice and 
reassurance, using everything they have learnt in the lesson so far.  Prompt them by 
asking: 


• What information will be helpful to include? 
• How can you reassure the writer?  


 


Support: Ask individuals to bullet point their key bits of advice: one thing the 
person needs to know and one place they could find out more.  


Challenge: Ask pairs who have finished to join up and compare their replies and 
identify what they liked about the advice offered and how it would be helpful. Is 
there anything else they think could be added?  
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Plenary/assessment for end of learning 


 Reflection and endpoint assessment – 5 mins 


Ask young people to think about what they have learnt during the lesson and using a 
different coloured pen or pencil, to add to, or amend each box on the grid from 
Resource 1: Starting secondary school. For example, they might want to amend some 
of the ‘feelings’, or they might be able to answer some of the questions they had at 
the start of the lesson. 


Ask the class to all identify one thing they are excited about or looking forward to 
about starting secondary school. 


If anyone still has unanswered questions about starting secondary school, they could 
share these with the class at this stage or put them in the question box to be 
addressed in a subsequent lesson. 


 Signposting support – 5 mins 


Remind the class of all the sources of support that they have explored in the lesson, 
including their parents or family members, older friends, teachers, school websites, 
open evenings, or transition days and that they can refer to these for further 
information as they prepare to go to secondary school. 


Remind the class that support can also be accessed through www.childline.org.uk 


Extension activity 


Ask young people to consider the information about moving to secondary school 
explored during this lesson. Explain they will be creating a multiple-choice quiz for the 
others in their class to complete. Give them the following examples to work from, 
adding their own questions and multiple answers to create their own quiz. 


How can someone find out which subjects they’ll learn about in secondary school 
before they start? 


a) Talk to their friends 


b) Check the school’s website 


c) Go to the local library to look for information  


Does everyone have to wear the school uniform? 


a) Only on some days 


b) It’s important to follow the school’s uniform rules and wear what is listed   



http://www.childline.org.uk/
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c) Most of it but young people can wear any trainers they want to 


Young people can swap their completed quiz with others and try answering each 
other’s. 
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