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Initial Referral- Section A
 Admission form- Section B

SECTION A to be completed prior to placement being agreed

SECTION B to be completed when placement has been agreed

Where relevant, cells have a variety of possible responses; delete as appropriate. All cells may be expanded to add further information. The pupil name needs to repeat as a header across each page.
SECTION A
	PUPIL NAME
	

	DATE OF BIRTH
	

	School
	

	Year group
	

	Commissioner/ School key contact name
	

	Commissioner/ School key contact role
	

	Commissioner/ School key contact telephone
	

	Commissioner/ School key contact email
	

	% attendance at time of referral
	

	SEND	
	NO KNOWN SEND
SEND SUPPORT
EHCP IN APPLICATION
EHCP IN YES TO ASSESS STAGE
EHCP IN DRAFT
EHCP IN PLACE

	If the pupil has an EHCP, have the relevant sections/targets been attached to this referral?
	YES NO N/A

	Does the pupil have an Individual Learning Plan (ILP)?
	YES NO N/A

	Is the ILP attached to this referral?
	YES NO N/A

	Has the pupil undergone a risk assessment?	
	YES NO N/A

	Is a copy of the risk assessment attached to this referral?
	YES NO N/A

	Is the pupil a child in care?
	YES NO

	Is the pupil an Unaccompanied Asylum Seeker?
	YES NO

	Is the pupil a refugee?
	YES NO

	If yes, (to any of the 3 previous Qs) is the Virtual School aware of this referral?
	YES NO N/A

	Does the pupil have an Individual Healthcare Plan?
	YES NO N/A

	If the pupil has an Individual Healthcare Plan, is it attached to this referral?
	YES NO N/A

	Is the pupil open to social care?
	YES NO FSP S17 S47 OTHER

	If any other agencies are involved, please list here
	

	Does the pupil have a Behaviour Support Plan?
	YES NO N/A

	If the pupil has a Behaviour Support plan, is it attached to this referral?
	YES NO N/A

	Day(s) / timings required (NO MORE THAN 2 FULL DAYS OR 4 SESSIONS)
	

	Preferred attendance duration
	E.g., one term

	Proposed start date
	

	Proposed end date
	

	Does the pupil attend any other Alternative Provision?
	YES NO N/A

	If Yes, please specify days and times
	

	If Yes, which course(s) (provide level)
	

	Is the pupil a Young Carer?
	YES NO

	Is the pupil from a Gypsy, Roma or Traveller community?
	YES NO

	SECTION B
	

	CORE INFORMATION
	

	Gender
	MALE 
FEMALE
IDENTIFIES AS MALE
IDENTIFIES AS FEMALE
NON-BINARY

	Ethnicity[footnoteRef:1] [1:  List of ethnic groups - GOV.UK (ethnicity-facts-figures.service.gov.uk)] 


	WHITE BRITISH
IRISH
WHITE GYSPY ROMA
TRAVELLER OF IRISH HERITAGE
ANY OTHER BACKGROUND
WHITE AND BLACK CARIBBEAN
AND BLACK AFRICAN
WHITE AND ASIAN
ANY OTHER MIXED OR MULTIPLE ETHNIC BACKGROUND
INDIAN
PAKISTANI BANGLADESHI
CHINESE
ANY OTHER ASIAN BACKGROUND
BLACK AFRICAN
BLACK CARIBBEAN
ARAB
ANY OTHER ETHNIC GROUP

	Name of parent/carer
	

	Email of parent/carer
	

	Mobile telephone
	

	Home telephone
	

	Work telephone
	

	Emergency contact 1 Name/relationship
	

	Emergency contact 1 Telephone number
	

	Emergency contact 2 Name/relationship
	

	Emergency contact 2 Telephone number
	

	Course/provision offer
	

	Days and times to attend (NO MORE THAN 4 SESSIONS TOTAL/2 FULL DAYS)
	

	Agreed taster date (if applicable)
	

	Agreed start date
	

	Planned end date
	

	Time and method of arrival (please state if different on different days)
	

	Time and method of departure (please state if different on different days)
	

	If relevant, EHCP Coordinator email
	

	If relevant, youth justice worker email
	

	If relevant, Virtual School Children in care Adviser email
	

	If relevant, social worker/FSP email
	

	SAFEGUARDING
	

	Attendance
	Attendance will be reported within 30 minutes of arrival by email from- us4up@outlook.com 

	Procedures for non-attendance
	If the pupil is not present or there is no answer at the door or on the parent/carers phone, US4UP will wait outside for 10 minutes and try again. After this time, an email will be sent to education services and the commissioner. If it is felt that the pupil is at risk, we will call the Children’s Advice and Duty Service (CADS) to get advice, detailing our concerns. If necessary make a safeguarding referral. All other professionals involved with the child will be made aware. 

	School Designated Safeguarding Lead name 
	

	School Designated Safeguarding Lead email
	

	School Designated Safeguarding Lead telephone
	

	Agreed process for the recording and informing of a safeguarding concern- please add additional detail
	If the school has it’s own preferred safeguarding record form, please attach it with this referral.
Is there any safeguarding information that US4UP needs to know in advance of a placement?
Risk Assessments need to be completed below and before placement starting. 
US4UP will promptly email concerns that will be shared and with DSL’s/ Commissioners as above, education services and any other relevant professionals ie; social worker. 
The concern will be logged on a password protected device that only Ellie Richards has access to and stored securely until the placements ends.
Concerns will be followed up via email or phone with the relevant professionals within 24-48 hours.

	Will any of the provision take place outside of the family home/ out in the community?
	US4UP will carry out separate risk assessments for this.

Parents/Carers will need to sign a consent form to provide permission for activities outside of the home.

	Photo consent
	US4UP will gain photo consent prior to taking any photographs, these will not be shared on any platform and will only be used for specific purposes ie; AQA Certificates

	AIMS AND OUTCOMES
	

	KEY OBJECTIVE 1
	

	KEY OBJECTIVE 2
	

	KEY OBJECTIVE 3
	

	If these objectives are linked to EHCP outcomes and/or PEP targets, please list here
	

	If the aims are social/emotional, will any baseline tests be completed at the beginning and then during/at the end of the placement to demonstrate progress?
	US4UP will complete the Strengths and Difficulties Questionnaire (Information may come from the parent/ carer). Wishes and Feelings or Three Houses will be child led.

	How will the AP setting communicate progress? (format/regularity) To whom?
	Annual reports will be shared at review meetings, at the end of the academic year or at the request of the Commissioner/ School.
At times progress reports will be send mid-term upon request.

	If progress is not evident, what steps will be taken?
	US4UP will arrange to meet with the Commissioner/ School to discuss difficulties and to share ideas. With the aim to create a plan moving forward which will be trialled for a month to see if progress changes. If this does not happen, US4UP will share that they cannot meet need and alternative provision will need to be sought. 

	How will all parties ensure that progress is shared with other relevant professionals (EHCP Co/LAC Adviser/social worker etc.)?
	US4UP will use the contact Information gathered from the referral form to share progress reports with those involved.

	Will the pupil be working towards any qualifications? If so, provide detail, with expected levels and completion timeframes
	Being an AQA assessor, US4UP can provide certificates upon completion of outcomes.

	The Commissioner/ School can visit the pupil in the family home on the dates/ times agreed for provision. However, permission needs to be requested from the parent with a minimum of a weeks-notice.
	State agreed days/ times provision is planned.

	KS4-5 (Y10-13) young people, US4UP will contribute to planning post-16 provision

 
	US4UP will work alongside individuals, focussing on their interests and supporting them to have the necessary skills for the future. Including; Independence and Life skills, Communication and Social skills.

	Who is the careers lead at school? Are they aware of this placement?
	

	SEND/Children in Care/Health/Youth justice information
	

	Core information
What are the key needs for this young person?
	List the key needs here
List the basics of what US4UP need to know (this can be expanded in detail if required)

	EHCP/PEP/ILP/BSP targets 
	List any relevant targets from the pupil’s EHCP, PEP, Individual Learning Plan or Behaviour Support Plan
If relevant, list key targets related to mental health and/or Social, Emotional and Mental Health [SEMH] issues
How would you like this placement to support the pupil to achieve these targets?
Will US4UP be invited to reviews as appropriate? If so, please provide dates and times if known

	English as an additional language
	If the pupil speaks a language other than English as their first language, which languages are spoken at home?
Will the pupil require any additional support?
How will this be provided?

	Health
	Does this pupil have an Individual Healthcare Plan? 
Is there any other relevant health information?
Does the pupil have an inhaler/EpiPen/other health equipment?
Does the pupil take any medication during the day? If so, does this require secure storage?
If US4UP are taking the child into the community, medication  must be provided in the original box with dosage instructions (not a cut out blister pack)
Does the pupil have any access requirements?

	GP contact details
	Please provide the name of the pupil’s GP, surgery address and telephone number

	Youth justice
	If the pupil has a youth justice worker, please add their contact details here.
Have they been notified of this placement?
Have you checked in with the youth justice worker to ensure that the setting is advisable on a given day?

	BEHAVIOUR
	

	Expectations
	US4UP will set boundaries and limits. 

If the child becomes heightened, they may need to take some space, this will be respected if it is safe to do so.

If a child or young person becomes aggressive and violent towards US4UP, we may have to end the session.

US4UP will talk about what behaviours are OK. We will let the child or young person know what we will do if they become violent or dangerous.


	Policy
	US4UP will report back to the Commissioner/ School after every session which will include an update on behaviour and Safeguarding concerns.

If applicable has the school shared its behaviour system with US4UP and is it possible for us to contribute to this (e.g., issuing a ‘positive’ point). Provide detail of how this will be communicated.

US4UP are trained in Norfolk Step On to use preventative and de-escalation strategies in supporting pupils to manage their behaviour. This is due for renewal in November 2028. We will not use restrictive physical intervention as it is not safe as a lone worker. 

If the pupil is at risk of harm to themselves, a parent, US4UP or any other person, then it may be necessary to call the police.










[bookmark: _Hlk124951306]RISK ASSESSMENT
	Pupil name
	

	Commissioner/ School 
	

	US4UP
	




This risk assessment is used to develop an understanding of the pupil’s needs and how to best address them within the placement. The risk assessment will be assessed and reviewed at regular intervals, including after an incident has occurred, to see if risks have become less or more prevalent. Any changes will be communicated to parent carers and the Commissioner/ School.

Rows can be added, expanded or deleted. The suggested scores are for guidance only. Higher scores represent higher risk.

	Risk Factor
	Always
	Often
	Sometimes
	Rarely
	Never
	Notes

	Risk of absconding
	5
	4
	3
	2
	1
	

	Danger to self
	5
	4
	3
	2
	1
	

	Evidence of self-harm
	5
	4
	3
	2
	1
	

	Ability to work independently
	1
	2
	3
	4
	5
	

	Ability to work with tools if required
	1
	2
	3
	4
	5
	

	Ability to follow instructions
	1
	2
	3
	4
	5
	

	Attends regularly
	1
	2
	3
	4
	5
	

	Ability to travel safely (In a car or walking)
	1
	2
	3
	4
	5
	

	Has a good concept of E-safety
	1
	2
	3
	4
	5
	

	Risk of substance abuse (including alcohol/drugs)
	5
	4
	3
	2
	1
	

	Risk of smoking
	5
	4
	3
	2
	1
	

	Risk of aggression towards adults
	5
	4
	3
	2
	1
	

	Risk of carrying weapons
	5
	4
	3
	2
	1
	

	Displays inappropriate sexual behaviour
	5
	4
	3
	2
	1
	

	Any other relevant risks not mentioned above 
	
	
	
	
	
	














Signatures


Due to Data Protection Legislation (GDPR), Unique Support for Unique People (US4UP) are required to gain permission to store any personal data that has been provided along with any other relevant information.

Consent is mandatory, with data being secured on a password protected device that only Unique Support for Unique People have access to. Current, accurate and relevant information will be stored and will be updated accordingly.

Personal information will not be disclosed to any third party, unless it is believed the child is at risk of significant harm or abuse. This is ensure safety, as this is paramount.

When provision with US4UP comes to an end, the information will be deleted.

We, the named persons below certify that we are authorised to refer the pupil named and accept the terms of business as agreed with the Commissioner/ School.

We also agree to inform relevant parties (named below) of any changes in circumstance/support needs in writing/via email.

	Signatory
	Signature
	Date

	Parent/carer
	
	

	Referrer
	
	

	US4UP
	
	

	Other professional (name/role)
	
	



A completed copy of this form will be forwarded to:

· Parent/carer
· School 
· Commissioner 
· US4UP
· EHCP Co-ordinator 
· Other relevant professionals
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