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.
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Request for School Attendance Team Involvement Form
                                          
	Name of Pupil
	D.O.B
	Year
	M/F
	Attendance %
	School

	


	
	
	
	
	



	Any known siblings

	Name
	D.O.B
	M/F
	School attended if known

	

	
	
	

	

	
	
	

	 
Main Parent(s)/Carer(s) 
	 PR Y/N

	Surname  
	

	First Name
	
	

	Surname 
	

	First Name
	
	

	Address and postcode


	




	
	Has address been checked with child (if appropriate)?

	Home Phone
	

	Mobile/Email
	

	Ethnic Origin and first language

Dialect?
	



	Interpreter required?
	

	
Parent/Carer  2            Please complete if parents live separately
	PR Y/N

	Surname  
	
	First Name
	
	

	Address and Postcode
	

	Home Phone
	

	Mobile/Email
	



Please add any details of previous Penalty Notices issued:

	Penalty Notice Number
	

	Penalty Notice Number
	
	Penalty Notice Number
	

	Penalty Notice Number
	

	Penalty Notice Number
	
	Penalty Notice Number
	



If known, please provide details of any other involvement from external agencies:-

	Name of organisation
	Name of contact
	Contact number if known
	Current involvement?

	

	
	
	

	

	
	
	



Please also see page 2 overleaf:





	
DOCUMENTATION/EVIDENCE REQUIRED 
	Yes
	No

	HAS A SCHOOL ATTENDANCE MEETING (A2) BEEN HELD BY THE SCHOOL?  
If No please explain why.  

HAS AT LEAST ONE PENALTY NOTICE BEEN ISSUED BY THE SCHOOL?
If No please explain why.

PLEASE ATTACH ALL EVIDENCE OF INTERVENTIONS, meeting notes, calls made etc

PLEASE NOTE THAT THIS REFERRAL WILL NOT BE ACCEPTED WITHOUT EVIDENCE THAT ONE PENALTY NOTICES HAVE BEEN REQUESTED (SEE ABOVE).  

Please note this request cannot be accepted without a signature, a certificate of attendance, relevant notes from the SAM (A2) and/or PN Meetings.
	
	

	Are all absences unauthorised on the provided attendance certificate?
	
	

	Does the child have a statement of Special Educational Needs/EHCP?
	
	

	Are there any child protection issues?
	
	

	Is the child subject to a CP Plan?
	
	

	LAC team involvement?
	
	

	Provide CAF No (if completed)
	
	

	Name of Social Worker?
	
	


Please indicate what type of involvement you are requesting (please refer to Appendix 11 Scale of Charges):
	SAM
	Yes       /      No

	Review SAM
	Yes       /      No

	Pre-prosecution  meeting
	Yes       /      No

	Package of all or part of the above (as detailed in the scale of charges document)
	Yes       /      No


	I am signing this to confirm that:
· The details within this request, to the best of my knowledge, are accurate.
· The attendance certificate is attached/enclosed and coded correctly.
· A relevant member of staff will be willing to attend court as a witness if the parent(s)/carer(s) plead not guilty.
· All Documentation in relation to this referral to the Local Authority, will be available as evidence if the case proceeds to court.  It may form the basis upon which any legal action may be taken.

· I hereby certify that the attached attendance certificate is an accurate extract of the child’s Attendance Register. If required, this can be presented as evidence in court for purpose of any legal actions, under the provision of section 566 of the Education Act 1996.









This request must be signed by the Headteacher for legal purposes
	Signed:
	

	Print name:
	

	Position:
	

	Date:
	




Once completed please email this form to the school’s linked Attendance Officer

[image: ]Peterborough City Council abides by the principles of data protection and information is collected, processed and stored in compliance with data protection legislation. As Peterborough City Council is required to protect public monies, some data may be used for the prevention and detection of fraud and/or corruption. We will not share your details with third parties without your consent unless we are required by law to do so. You can find out more about your rights under data protection here 
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