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People Directorate


Referral to Education Welfare Service
(Irregular Attendance Case Referral)
PLEASE COMPLETE AND PHOTOCOPY FOR YOUR OWN RECORDS
Before you make a referral to the EWS please ensure that you have discussed the case with your link EWO and your school based senior leadership team as a purchase order number may be required before we can proceed.  
	Referring school


	

	Child’s name


	
	Date of birth
	

	Male/Female


	
	Current year group
	

	Address


	
	Telephone number
	

	Is the child in receipt of SEN support or is there a current EHCP in place:  

If yes, please give details
	
	First language spoken
	

	
	
	Is the child in care? (CiC)
	

	Name(s) of responsible adults including relationship to the child.
	Name:                                                   Relationship:

	
	Name:                                                   Relationship:

	Main contact telephone numbers
	Mobile:

Home:

Work:

	Are there any other children in the house?  

If yes, please give names and dob’s.  Please also state if they have poor attendance and any relevant information.  

	Name:                                                Dob:
School attending:
Name:                                                Dob:

School attending:


	Do you know of any risks associated with visiting the family at home?
	YES
	NO


DETAILS OF ANY OTHER AGENCIES INVOLVED WITH PUPIL
(This needs to include First Response/Early Help, Social Care (CP plan in place or CIN?), Health, Education (SEN) and any other agencies)
	Agency


	Contact name
	Address and phone number
	Length of time involved

	
	
	
	

	
	
	
	

	
	
	
	


EVIDENCE OF SCHOOL ACTIONS
In order for the Education Welfare Service to consider a referral you must have exhausted your “in house” procedures for dealing with low school attendance.  The attendance certificate must contain unauthorised absences excluding unauthorised leave of absence as a Penalty Notice could be used in such situations.  You must also have considered a Penalty Notice for the unauthorised absences prior to a referral to the EWS.  You must be able to demonstrate and evidence that you have met with the family on at least three separate occasions.  If the parent/s has not engaged then please provide evidence, including dates you have attempted to meet with them.  You must have implemented an attendance action plan and addressed any concerns that may be present – this could include a referral to First Response or another agency etc.    If the absences are due to high levels of illness, then you must have informed the parent/s in writing that you require supporting medical evidence for those absences relating to illness.  It is important that the parent/s are aware that a possible referral has been made to the EWS.
	1. Does the parent/s have any literacy issues, any learning difficulties or English as a foreign language that you are aware of? (If so, please explain how correspondence with the parent/s has been in a format which they have been able to understand.) 

	


	2. Please give details of the contact the school has had with the parent/s regarding the low school attendance.  Please note you must have met, or at least attempted to meet, with the parent/s to discuss the attendance concerns and taken further action if necessary, in an attempt to resolve the issues before submitting a referral to the EWS.  This may include referrals to other agencies. If you have been unable to meet with the parent/s, please provide evidence, including dates of how you have tried to meet with them. You must be able to evidence at least 3 attempts eg, letters, telephone conversations, visits to the home, and implemented an attendance action plan that you have sent to the parent/s outlining expectations.  

	


	3. Please give details of the support you have offered and is available in school to improve the child/ren’s attendance.  This needs to include any services you are able to offer, school transport, first day calling and breakfast club etc.  Please also include actions/support you have offered within the last 2 terms.  

	


	4. Can you give details of the concerns preventing the child from attending school on a regular basis.  This needs to include information from meetings you have had including dates.  Are there issues at home?  Any health needs or ongoing medical issues? Any mental health concerns? Any drug or alcohol issues with the parent/s?  Parent/s failing to engage?  Not informing the school reasons for absence.  Please give details of actions you have put in place to address the concerns.  

	


	5. Please provide any additional information or letters you think we should be aware of.  Please include any Health and Safety issues present in the family and if there are any concerns about an officer visiting the house alone.

	


Please ensure you have completed all sections of the referral form adding as much information as possible.  Please also ensure you attach all relevant supplementary evidence as requested, otherwise it may be rejected and returned to the school.  The referral form must be signed by the Headteacher or the Designated Senior Leader responsible for school attendance.

Registration certificates 
(current and previous year)
The letter you sent advising you require supporting

medical evidence for those absences relating to

illness
All letters to parent/s regarding attendance






The letter advising of possible referral to EWS






Records of meetings held with parent/s
(This needs to include an attendance action plan)


Any records of home visits made by school


Any referral forms to other agencies



Signed:

………………….………………          
Designation:
 ……………………..…………..
(If not the Headteacher then they must be aware of the referral to the EWS.  The Headteacher also needs to be aware that a charge may be incurred if not part of a current contract) 

Date:

…….……………………..……..
IMPORTANT:
CONFIDENTIALITY SHOULD BE OBSERVED AND COMPLETED FORMS PLACED ON THE PUPIL’S FILE.  THIS FORM MAY BE SHOWN TO THE PARENT/GUARDIAN AND COULD BE USED AS EVIDENCE IF COURT ACTION IS TAKEN.
PLEASE ALSO BE AWARE THAT THIS REFERRAL MAY RESULT IN ENFORCEMENT ACTION BEING TAKEN AGAINST THE PARENT/S IN CERTAIN CIRCUMSTANCES IF THERE IS EVIDENCE TO DO SO.
