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Please email completed forms to: inclusion@shropshire.gov.uk
(For action or referral to appropriate officer)
INVITATION FOR A MEMBER OF THE INCLUSION TEAM TO ATTEND A 
NEW SCHOOL ORGANISED PUPIL PLANNING MEETING

This form should be completed whenever a school considers that an Inclusion Officer/Caseworker can make a useful contribution to a school organised pupil planning meeting. The form is designed to give Inclusion Officer/Caseworker a summary of current background information which will also help in determining the most appropriate person to attend. The attending Inclusion Officer/Caseworker will not Chair the meeting and it is Schools responsibility to invite parents/carers.  
IF THE PUPIL HAS AN EHCP CONTACT THE SEN TEAM IN THE FIRST INSTANCE TO ARRANGE AN INTERIM REVIEW.
	School
	

	Name of referrer
	

	Contact email address
	


	Pupils Name
	

	DOB
	
	School year group
	


	Unique Pupil Number (UPN)


	
	
	
	
	
	
	
	
	
	
	
	
	


	Home Address



	

	Email Address


	


	Name of Parent/Carer
	
	Name of Parent/Carer
	

	Contact Number


	
	Contact Number


	


	Referral Reason

Please complete all sections to give an overview of your reason for referring & to give details of the nature & duration of each of the concerns that has been present. (Continue on separate sheets if necessary).


	Reason

	

	What are you hoping to achieve from the meeting?

	

	Brief History & Background Information 

	

	Behaviour in lessons 

	

	Behaviour during social / breaks times

	

	Any known issues outside of school

	

	Any social or emotional concerns

	

	Any current or historic involvement from external agencies.

Please provide names, role, address, contact details and summary of involvement.

	


	School Strategies (Educational and Non-Educational)

This section must be completed fully.


	Name of strategy
	Date strategy was put in place
	What was the impact
	Reason for not referring or implementing


	Modified Timetable/ PLP

	
	
	

	Personalised Learning Centre/Hub

	
	
	

	Pastoral Support/Mentoring

	
	
	

	Time out cards

	
	
	

	School Nurse

	
	
	

	Early Help Process

	
	
	

	Pupil Planning Meeting with Local Authority

	
	
	

	Application for an EHCP

	
	
	

	Application for GSP

	
	
	

	Referral to Specialist Placement Panel

	
	
	

	Isolations/Detentions

	
	
	

	Exclusions

	
	
	

	On Report

	
	
	

	Access to Alternative Provision or similar

	
	
	

	Other Educational Strategies/Agencies


	Education Psychology Service

	
	
	

	Woodlands Outreach

	
	
	

	Spectra

	
	
	

	Other 
(Please provide details)

	
	
	

	Non-Education Strategies/Agencies


	CaMHS Involvement

	
	
	

	Targeted Early Help

	
	
	

	We Are With You

	
	
	

	Public Health School Nursing Service

	
	
	

	Occupational Therapy Services/ Speech and Language Services 
(Please specify which or both)

	
	
	

	West Mercia Constabulary/ YOS

	
	
	

	Climb

	
	
	

	Branch

	
	
	

	BEAM/ Kooth/ other support for SEMH 
(Please provide details)

	
	
	

	Other 
(Please provide details)

	
	
	

	Please describe current interventions

Please include duration, frequency, length, and summary of interventions.
Please attach any examples of Assess, Plan, Do Review



	


	What is working well for the student?



	What protective factors are present for the pupil? 

e.g. supportive parent(s) or positive relationships with staff

	

	What are the pupil’s hobbies/interests?

	

	What does the pupil do well within school and/ or what do they enjoy?

	

	Details of support given to promote positive re-integration following exclusion:


	


	Please attach detailed attendance record for last 2 terms to date.


	Does this show any significant attendance problem?


	☐Yes
	☐No

	Is the EWO involved?


	☐Yes
	☐No


	Is the pupil a current or previously ‘Looked After Child’?


	☐Yes
	☐No

	Please ensure that a representative from the Virtual School has been

notified/ invited to the meeting.




	Does the pupil have Special Educational Needs?



	EHCP

If Yes, Contact the SEN Team in the first instance.


	☐Yes
	☐No

	SEN Support


	☐Yes
	☐No

	Graduated Support Pathway


	☐Yes
	☐No


	Has a referral to Early Help been made?


	☐Yes
	☐No

	Has an Early Help Planning meeting taken place?

If so, please attach a copy of the family plan. 


	☐Yes
	☐No


	Potential Meeting Dates & Times:

Please provide any suggested dates & times for the meeting to take place. 
Preferably, please allow at least 3 weeks’ notice.


	


	Please ensure that a One Page Profile is completed with/by the pupil.
A copy of this can be found at the end of the application form. 

There is a selection available on the Shropshire Learning Gateway (SLG) which may be more age appropriate.




	Supporting Document Checklist



	Attendance Certificate


	
	Costed Provision Map
	

	ONE Page Profile


	
	Woodlands
	

	Early Help Family Plan Meeting Notes


	
	Spectra
	

	Evidence of APDR

	
	Any other relevant documents 

	


	Privacy Notice & Consent Declaration



	· The school is collecting information about your child and the following lawful bases apply:
· Processing is necessary for compliance with a legal obligation.
· Processing is necessary for the performance of a task carried out in the public interest or for the exercise of official authority.
· A copy of our Privacy Notice, which explains how we handle personal data, can be found on the school website or requested directly from the school.
· The school may also share information to prevent, investigate, or prosecute criminal offences, or as the law otherwise allows; however, we will not share personal information unless provided for by law. 
· The information provided will be held on file and may also be stored electronically.

Shropshire Council will not share any Personal Identifiable information collected with external organisations unless required to do so by law.  However, this information will be shared within Shropshire Council and partner agencies, specifically at Specialist Placement Panel and Fair Access Panel. This will be solely for the purpose of providing an educational place or support.


	I agree for all information available to the Education Access Service can be shared with agencies as appropriate.



	Parent/Carer Signature


	
	Date
	

	School Signature


	
	Date
	


 

Please email completed forms to: inclusion@shropshire.gov.uk
(For action or referral to appropriate officer)
INVITATION FOR A MEMBER OF THE INCLUSION TEAM TO ATTEND A SCHOOL ORGANISED PUPIL PLANNING REVIEW MEETING

This form should be completed whenever a school considers that an Inclusion Officer/Caseworker can make a useful contribution to a school organised pupil planning meeting review. The form is designed to give Inclusion Officer/Caseworker a summary of current background information which will also help in determining the most appropriate person to attend. The attending Inclusion Officer/Caseworker will not Chair the meeting and it is Schools responsibility to invite parents/carers.  

IF THE PUPIL HAS AN EHCP CONTACT THE SEN TEAM IN THE FIRST INSTANCE TO ARRANGE AN INTERIM REVIEW.
	School
	

	Name of referrer
	

	Contact email address
	


	Pupils Name
	

	DOB
	
	School year group
	


	Unique Pupil Number (UPN)


	
	
	
	
	
	
	
	
	
	
	
	
	


	Home Address



	

	Email Address


	


	Name of Parent/Carer
	
	Name of Parent/Carer
	

	Contact Number


	
	Contact Number


	


	THIS FORM SHOULD BE COMPLETED BY SCHOOLS AND SUBMITTED ALONGSIDE THE REQUEST FOR A REVIEW MEETING.



	UPDATE ON CASE
Please give an overview of the following since the

Pupil Planning Meeting / most recent review.



	What is working well for the pupil?


	

	What is not working well for the pupil?


	

	Actions completed following previous meeting:


	

	Any significant events/ incidents since previous meeting?


	

	Any other relevant changes/ information:


	


	Date of the last PPM / most recent review:
	

	Caseworker who attended the last PPM / most recent review:
	


	Potential Meeting Dates & Times:

Please provide any suggested dates & times for the meeting to take place. 

Preferably, please allow at least 3 weeks’ notice.


	


	Please ensure that an updated One Page Profile is completed with/by the pupil.
A copy of this can be found at the end of the application form. 

There is a selection available on the Shropshire Learning Gateway (SLG) which may be more age appropriate.




	Privacy Notice & Consent Declaration



	· The school is collecting information about your child and the following lawful bases apply:
· Processing is necessary for compliance with a legal obligation.
· Processing is necessary for the performance of a task carried out in the public interest or for the exercise of official authority.
· A copy of our Privacy Notice, which explains how we handle personal data, can be found on the school website or requested directly from the school.
· The school may also share information to prevent, investigate, or prosecute criminal offences, or as the law otherwise allows; however, we will not share personal information unless provided for by law. 
· The information provided will be held on file and may also be stored electronically.

Shropshire Council will not share any Personal Identifiable information collected with external organisations unless required to do so by law.  However, this information will be shared within Shropshire Council and partner agencies, specifically at Specialist Placement Panel and Fair Access Panel. This will be solely for the purpose of providing an educational place or support.


	I agree for all information available to the Education Access Service can be shared with agencies as appropriate.



	Parent/Carer Signature


	
	Date
	

	School Signature


	
	Date
	


MY PROFILE
Name: 
Age: 
WHAT DO PEOPLE APPRECIATE ABOUT ME?

WHAT IS IMPORTANT TO ME?

HOW TO SUPPORT ME?

WHAT HELPS ME?

☐Remind me that I have a choice

☐Give me time to come around.

☐Remind me of the phone call home.

☐Go through my routines.

☐Let me go to a safe place.

☐Remove the audience

☐Distract me by…

☐Talk things over.

☐Help me with my work.

☐Let me talk to an adult who I trust.

☐Get my key worker to help me out.

☐Lead me from the room.

☐Help me break down tasks into small chunks.

☐Remind me of consequences.

☐Remind me of rules.

☐Praise me when you see me do something you know I find hard to do.

☐Ask would you like some space?

☐Ask me to use my time out card.

☐Something Else…

WHAT I HOPE TO DO AFTER SCHOOL?

☐Get a job

☐Do an apprenticeship

☐Go to university

☐Go to college

☐Go travelling

☐Volunteer

☐Something Else…

Pupil Planning Meeting


 Referral Form (NEW)





Pupil Planning Meeting


 Referral Form (Review)
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