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This form is for settings and schools to request additional support to enable them to understand and meet a child’s needs. 
This work will be targeted and will be in place for one half term in the first instance. 
Allocation of support is agreed at the Learning Support Hub each half term

FORM TO BE RETURNED TO learningsupporthub@york.gov.uk
	Please tick the boxes below if this is a request for statutory services 

	Deaf and Hearing Support Team (referral from audiology)
	Visual impairment 
(referral from opthamology)
	Home Tuition 
Referrals can only be accepted with a letter from a consultant which confirms the child/young person is unable to attend school due to illhealth  This letter must be submitted with the referral form  The letter should include an estimated return or review date 

	
	
	

	

	Please complete all the fields below for all requests

	CYP Details 

	Child / Young Person’s Name
	

	Date of Birth 
	
	Year Group
	
	M
	F

	Home Address
	



	Post Code
	

	Name of Setting or School 
	

	Does the child/young person have 
	MSP   Yes /No
	EHCP   Yes/No
	EHA  Yes/No
	CPP   Yes/No

	Is the child/young person
	Child in Care Y/N

	The child’s family contact details

	Parents / Carers Name(s)
	

	Home Telephone Number
	
	Mobile Number(s)
	

	Email Address
	

	Family Language
	
	Communication Needs
	e.g. text only

	Who is making this referral?

	Name
	

	Position / Role
	SENDCo/Head teacher Referrals from schools or other educational settings must be from the SENDCo or the Head teacher / Manager of setting. Referrals from other staff will not be accepted.

	Setting / School Address
	

	Telephone Number
	

	Contact Email Address
	

	
	





	What is the reason for this request?
Please provide as much information as possible.

	













	Please describe provision in place currently to meet needs 
Please provide as much information as possible. 













	Please include a  description of the desired outcomes from the request

	1.    



	2. 



	3. 



	Other professionals involved 

	









	Attendance 	

	Setting / School Name
	Academic Year 
	Attendance % 

	
	
	

	
	
	

	
	
	

	Exclusion Record  

	Setting / School Name
	Year 
	Number of days exclusion  

	
	
	

	
	
	

	
	
	

	Attainment Record 

	Early Years
	Below
	Expected
	Early Support Development Journey
	Other

	Communication & Language
	
	
	
	

	Social & Emotional 
	
	
	
	

	Physical
	
	
	
	

	School 
	Current
	KS2
	KS3
	KS4

	English
	
	
	
	

	Maths 
	
	
	
	



	CYP contribution to referral (should be completed where possible)

	










	Parent Contribution to referral (must be completed) 

	















How to submit the referral
Please return this referral form with any supporting reports, medical letter and signed parental consent to: learningsupporthub@york.gov.uk

SEN Team – Privacy Notice
We keep this privacy notice under review. It was last reviewed and updated in June 2022.
If you have any questions about this Privacy Notice, contact our Data Protection Officer.
See City of York Council's privacy and transparency policy.

Our legal basis for collecting and sharing personal data
The information you provide to us helps us to support children, young people and families and we are required to use the information in order to meet our legal responsibilities in accordance with the Children and Families Act 2014.
The information you provide enables us to fulfil our duties including:
· statutory advice to the Local Authority as part of an education, health and care needs assessment
· monitoring of provision and outcomes as part of the annual review process for children and young people who have an EHCP
· monitoring of the quality of provision for children and young people with special educational needs
· allocating specialist support to support children and young people to support them to meet their outcomes 
The information you give us ensures that we can offer an appropriate assessment of need and provide recommendations regarding special educational provision.
We will ask for your written informed consent for our work with you and your child/young person
What personal data do we collect?
We will collect your child or young person’s personal data, such as:
•	names
•	contact details
•	any special educational needs
•	why the referral has been made
•	school history
•	progress, attainment, attendance, any exclusions
•	medical information
•	NHS patient number 
•	UPN (unique pupil number)
•	information relating to relevant social care needs
•	information about family, household and/or carers of the child or young person 
It will also include the details of other professionals working with your child, including the details of the SEN coordinator in setting or their counterpart.
See further details about how we define personal data and non-personal data

How is the information collected?
Information about CYP is collected through:	
· completion of the Request for Support form either electronically or a paper copy. This form will also ask for your consent for the team to work with your child.
· meetings with you and your child/young person
· consultation with other professionals
· professional/relevant service reports or CYC databases 
· post, email and telephone conversations as appropriate
· gathering of information in a Education, Health and Care Plan, My Support Plan, My Agreed Outcomes or the setting’s equivalent paperwork
· Section 23 notifications from health partners 
· other local authorities where appropriate   
When we ask you for personal data, we will:
· ensure you know why we need it
· only ask for what is necessary for the work we are undertaking
· ensure access is only given to authorised staff on a need to know basis
We ask that you:
· give us accurate information
· inform us of any changes      
· tell us as soon as possible if you notice mistakes in the information we hold about you/your child
See further details about the steps we take when we collect your personal data.

How do we use your personal information?
We will use your information to: 
· Ensure that services and practitioners understand how they can best help you.
· Help inform which services and interventions require commissioning across the City of York to support families and communities.
· complete the detail needed in an Education, Health and Care Plan (EHCP) to describe your child’s needs, the provision, outcomes and actions from planning meetings
· Create statistics that are anonymous and cannot be linked back to you or your family for the purposes of local and national surveys.
· Support our work with your child in his/her school or setting, or in your home or another setting for those children who are unable to attend school because of ill health.
· Keep photographs and / or video recordings of your child for record keeping and assessment arrangements. Photographs will not be used for any other purpose without asking for your additional explicit and informed consent first 
· Provide the child or young people with appropriate services 
· help inform which services and interventions require commissioning across the City of York to support families and communities
· to ensure compliance and high quality standards through audits, quality monitoring etc  
· ‘Sign post’ the family to appropriate support 
· Measure whether our services are improving life for children, young people and families 
· Help us develop and improve our services 
· Administer and protect public funds.
We will use the information to create reports or statistics that are anonymous and cannot be linked back to you or your family or individuals. For example, we could use these statistics to:
· see how the council and its partners are supporting families and individuals
· help design better services
· inform funding decisions
· inform performance management
· inform development of good practice
· contribute to national surveys and government returns, for example, to the Department for Education (DfE)    
As a rule, we do not transfer your personal data to third party processors outside the European Economic Area (EEA). However, for as long as the provisions of the Local Authorities and Police and Crime Panels (Coronavirus) (Flexibility of Local Authority and Police and Crime Panel Meetings) (England and Wales) Regulations 2020/392 remain in effect we will be hosting strategic meetings to support school improvement and to work with schools to respond to the organisational and operational challenges created by coronavirus and we are currently using Zoom Video Communications Inc Pro or Business version (“Zoom”) to host meetings (version 5) for that purpose
Where meetings are recorded, recordings will be kept locally on our server and will not be retained by Zoom. Some personal data, such as user’s names, email addresses; telephone numbers where applicable, IP address, MAC address, other device ID (UDID), device type, operating system type and version, client version, type of camera, microphone or speakers, connection type, etc. will be stored securely on Zoom’s system in the US (that is, outside the EEA) in compliance with the EU – US Privacy Shield Framework. Zoom’s certification may be viewed online.  Zoom does not sell personal data to third parties; collects only the personal data required to provide Zoom services; and retains that data only for so long as is necessary for the provision of those services. Zoom’s privacy policy can be viewed online.
When we use MS Teams to provide secure online conversations, we may record and or transcribe these and you can find out more about this at Microsoft Office 365 (MS365) Teams Meeting recording and transcription privacy notice.
See further details about how we use your personal data.
Who we share personal data with
We share information about you/your child with other relevant professionals who are already involved, or who become involved, during the time that they are working with the Specialist Outreach team in the LS Hub provide co-ordinated support and to improve multi-agency working.  
Below is a list of parties with whom we regularly share information:
· Educational settings / schools as well as vocational settings
· Local Area early help teams 
· CAMHS and other professionals from Health, Social Care and Early Help teams
· York Special Educational Needs and Disabilities (SEND) Specialist Services including Educational Psychologists and services which support transition to post 16 provisions
· Early Years and Childcare Quality Improvement team
We are required by law to pass on personal child data to the Department for Education (DfE), other Government departments and our partner organisations who use it to help with policy development, service delivery, performance management, funding and to assist with the development of good practice.  

Sharing data under Data Protection legislation
We may be required or permitted, under data protection legislation, to disclose your personal data without your explicit consent, for example if we have a legal obligation to do so, such as when we feel that you or others are at risk.     
We must protect public funds and may use personal data and data-matching techniques to detect and prevent fraud, collect taxes and ensure public money is targeted and spent in the most appropriate and cost-effective way. To do this, your personal data may be shared with other bodies responsible for auditing or administering public funds, including the Department for Work and Pensions, HM Revenue and Customs, the Police and other local authorities

How do we store your personal data and how long do we keep it for? 
We will store your personal data securely and confidentially and when we no longer have a need to keep it we will delete/destroy securely.  
We only keep your personal data up to the age of 25 years for non-statutory files and 35 years from closure for statutory (EHC Plan)
At the end of the retention period, we may pass any relevant information to the City Archives where it is required or appropriate to do so.     
Further processing of personal data
If we wish to use your personal data for a new purpose, not covered by this Privacy Notice, then we'll provide you with a new notice.
The new notice will:
· explain this new use before we start the processing
· set out the relevant purposes and processing conditions
Where and whenever necessary, we'll seek your consent to the new processing, if we start to use your personal data for a purpose not mentioned in this Privacy Notice.
See further details about the further processing of personal data.
Your rights relating to personal data
When we collect your personal data we'll tell you how we are going to use it. Where we process your personal data, you have a number of rights under data protection law.
See further information about your rights relating to personal data.
Also see
· Privacy and transparency
· Website terms and disclaimer
· Accessibility statement
· Cookies policy
· Copyright statement

Request will not be accepted without parental consent

	I give my consent for my personal information as described in the privacy notice above. 

	Name 
	Signature
	Date 

	
	
	

	
	
	



|_|	Lead Practitioner has confirmed that signed consent has been given and will be stored safely and securely in accordance with Data Protection legislation and their organisations own information sharing protocol (please tick)
	Lead Practitioner Name 
	Signature
	Date 

	
	
	



[image: ]Information for Parents and Carers:

Further information about the service is on the Local Offer.  https://www.yor-ok.org.uk/families/Local%20Offer/specialist-teaching-team.htm
By signing this referral form you are giving your consent for the Learning Support Hub to:
1. Allocate workers to work with your child in his/her school or setting, in your home or another agreed local setting 

2. Discuss the delivery of interventions to meet agreed outcomes and discuss reintegration planning with professionals from CAMHS and other health and social care profesionals when required

3. Discuss with the Local Area teams, what other support may be available to facilitate meeting outcomes and / or a reintegration back to school where appropriate. 

4. Take photographs and / or audio and/or video recordings of your child for record keeping and assessment arrangements. Photographs will not be used for any other purpose without the additional consent of parents / carers (see below). 

Please indicate whether you give your consent for your child’s photograph to be taken for the following purposes.   No child or young person will be named in the use of these photographs.

	
	Consent given 

	For record keeping and assessments including assessments for settings/schools
	Yes / No

	To illustrate the use of a specialist piece of equipment
	Yes / No

	To describe the work of the Learning Support Hub
	Yes / No

	To illustrate a special project or event organised by the Team
	Yes / No




	Name of Parent / Carer
	

	Name of CYP
	

	Signature (Parents) 
	

	Signature (Child/Young person – where appropriate) 
	

	Date
	




FORM TO BE RETURNED TO learningsupporthub@york.gov.uk

Glossary of Terms

CPP – Child protection plan 
EHA – Early Help Assessment 
EHCP – Education, Health and Care Plan 
MSP – My Support Plan
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