ELECTIVE HOME EDUCATION SERVICE

REVIEW OF ASSOCIATED PAPERWORK — JUNE 2013

OVERVIEW OF PROPOSED CHANGES TO LETTERS & FORMS

The table below contains copies of the EHE associated paperwork, and includes some suggested amendments

CODE DESCRIPTION AMENDED | COMMENTS
ENQ1 Enquiry Letter (standard) 8
ENQ2 Enquiry Letter — where referral to Pupil
Attendance Support Team has been completed g
INIT DATA Initial Contact Database Information Request YES Clarified definition of parent for purpose of
REQ Form g education law
ANN DATA Annual Contact Database Information Request YES Clarified definition of parent for purpose of
REQ Form @ education law
REG1 Initial Contact Letter (standard)
SEN REG1 Initial Contact Letter for child with a statement YES e Have added reference to electronic form
attending mainstream school e Have added a paragraph about contact from
8 IDSS for the annual review
e Have added reference to SEN leaflet
SP REG1 Initial Contact Letter for a child with a statement YES e Have added reference to electronic form

attending a special school

e Have added a paragraph explaining the process
for confirming removal from roll
e Have added reference to SEN leaflet
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Parent or Carer's name/s Phone: 01772 531555
Address
Email: Enquiries.EHE@lancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/author's initials
Date:

Dear Parent or Carer
ELECTIVE HOME EDUCATION (EHE) - child/ren's name/s and DOB
Thank you for your enquiry about home educating your child/ren.

Please find enclosed the Department's information leaflet on home education. The
leaflet explains the law surrounding home education, what your responsibilities are
and about the services provided by the local authority. It also provides details of the
local authority's website for additional information and contact details of other
organisations which might offer further advice and/or support should you be
interested.

If you choose to educate your child/ren at home, your first step is to inform the
Headteacher of your child/ren's present school in writing that you wish to withdraw
them from the school roll in order to undertake home education. A copy of the letter
will be sent to the local authority by the school along with notification of the removal
from roll. As soon as we receive your letter, we will amend the pupil database to
indicate the move to home education.

| hope that you find the above information useful and if you need any help and
support please don't hesitate to contact the team.

Yours sincerely

Name
Title

Enc

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT

ENQ1





mmarsden001
File Attachment
ENQ1.pdf


www.lancashire.gov.uk LancaSh‘ire

County ‘@@%.

A Y
Council ({ﬁ.,.'aa
{0
Parent or Carer's name/s Phone: 01772 531555
Address
Email: Enquiries.EHE@lancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/author's initials
Date:

Dear Parent or Carer
ELECTIVE HOME EDUCATION (EHE) — child/ren‘'s name/s and DOB
Thank you for your enquiry about home educating your child/ren.

Please find enclosed the Department's information leaflet on home education. The
leaflet explains the law surrounding home education, what your responsibilities are
and about the services provided by the local authority. It also provides details of the
local authority's website for additional information and the contact details of other
organisations which might offer further advice and/or support should you be
interested.

As you have indicated that your enquiry has arisen due to difficulties being
experienced with your child/ren's current placement at [name of school] and have
requested assistance from the local authority to seek to resolve those concerns, |
have completed the self-referral to our Pupil Attendance Support Team, as agreed
with you and you should be hearing from them shortly. They are able to offer advice
and support you in raising your concerns with the school prior to you making a final
decision regarding whether to move to home education.

If you choose to educate your child/ren at home, your first step is to inform the
Headteacher of your child/ren's present school in writing that you wish to withdraw
them from the school roll in order to undertake home education. A copy of the letter
will be sent to the local authority by the school along with notification of the removal
from roll. As soon as we receive your letter, we will amend the pupil database to
indicate the move to home education.

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT

ENQ2





| hope that you find the above information useful and if you need any help and
support please don't hesitate to contact the team.

Yours sincerely

Name
Title

Enc
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INIT DATA REQ

ELECTIVE HOME EDUCATION

Database Information

Lancashire
County (VS

Council (,s.ag

You could complete this form, or send these details in an alternative format to ensure the
information we hold about you and your child is correct.

Child’s Details:

Name:

Address:

Postcode:

Date of birth:

| Ethnicity:

Does your child have a Statement of Educational Needs?

Yes / No

*Details of all Parents/Carers

Parent 2

Title:

Name:

Relationship to Child:

Address:
(if different to above)

Postcode:

Home Tel No:

Mobile Tel No:

Email address:

Preferred method of contact
Letter / Email / Landline /
Mobile

Would you like an EHE Support Officer to arrange a visit with you to chat

about home education?

Yes/ No

Details of previous school (if applicable)

Name:

Address:

Postcode:

Date deregistered:

Have you received a copy of the School EHE Referral form?

| Yes/ No

*The expression "parent”, in relation to a child or young person, includes any person who is
not a parent of the child but who has parental responsibility for him or her, or who has care

of the child.





We would be grateful if you could keep us informed of any changes to the above information.

Your Home Education

Please give a brief outline of your child's Home Education.
This could include a sentence or so about:

1. The reason why you have chosen to educate your child at home, e.g. philosophical,
religious, bullying, attendance, dissatisfaction with school, medical or other reason.

2. Any resources and activities you have considered, e.g. people with particular
skills/interests, places, libraries, computer, books, museums, parks.

3. Your ideas about socialisation, such as activities your child might like to attend, which
takes into account their individual needs, e.g. scouts, local choir, local HE meetings,
play with local children.

Note: you are not legally obliged to provide us with any information.

Signed:

Date:

Thank you for completing this form. We hope you find your home education experience both
enjoyable and rewarding.
Please do not hesitate to get in touch if we can assist you in any way.
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ANN DATA REQ

ELECTIVE HOME EDUCATION

Database Information

Lancashire
County (VS

Council (,s.ag

We would be grateful if you could confirm the details we hold on our database are correct or

update us with any changes.

Child’s Details:

Name:

Address:

Postcode:

Date of birth:

| Ethnicity:

Does your child have a Statement of Educational Needs? Yes/No

*Details of all Parents/Carers
Parent 2

Title:
Name:
Relationship to Child:
Address:
(if different to above)
Postcode:
Home Tel No:
Mobile Tel No:
Email address:
Preferred method of contact
Letter / Email / Landline /
Mobile
Would you like a visit from your Support Worker? Yes/ No

*The expression "parent", in relation to a child or young person, includes any person who is
not a parent of the child but who has parental responsibility for him or her, or who has care

of the child.





Your Home Education

We have previously had information from you regarding your home education and do not
require any further details. However, if you would like to provide us with any more
information or to ask for advice or information please use the space below.

Signed:

Date:

Thank you for completing this form. We hope you continue to find your home education
experience both enjoyable and rewarding.

Please do not hesitate to get in touch if we can assist you in any way in the future.
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Parent or Carer's name/s Phone: 01772 531555
Address
Email: Enquiries.EHE@lancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/author's initials
Date:

Dear Parent or Carer

ELECTIVE HOME EDUCATION (EHE) - child/ren‘'s name/s and DOB

Thank you for telling us/We have recently been informed by school/ [name of referral
source] that you are home educating [child/ren’'s name/s].

We would very much appreciate receiving some basic information from you for our
database. | have enclosed a form for your convenience. An electronic version of
this form is also available to complete on our website, which can be found at
www.lancashire.gov.uk and by searching under 'Educating Your Child at Home.'
However, if you prefer, the information can be provided in whatever format suits you.
For example, by letter, e-mail, telephone, through a home visit or by meeting at a
neutral venue with a Support Worker.

If you are relatively new to home education, we fully understand that you may require
more time to consider and establish suitable arrangements. In this case, please
contact me and | can arrange a time-scale for providing the information, which suits
you.

Please find enclosed the Department's information leaflet on home education. The
leaflet explains the law surrounding home education, what your responsibilities are
and about the services provided by the local authority. It also provides details of the
local authority's website for additional information and contact details of other
organisations which might offer further advice and/or support should you be
interested.

| am the Support Worker assigned to [child/ren's name/s] and my direct contact
telephone numbers are: [list mobile and landline phone numbers]. | am available [list

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT
REG1





Support Worker's availability and whether term time only] but if any urgent matters
arise, please contact the main office via the contact details above.

| am happy to offer advice and guidance on home education and will generally
contact you annually to check that your details haven’t changed.

If you have a particular preference for how such future contact should take place
please let me know and | will ensure that your choice is respected.

If any circumstances or information changes in the interim period, please let either
myself or the office know as soon as possible, so that our database can be updated.

| hope that you and [child/ren's name/s] find home education an enjoyable and
rewarding experience. Please remember that | am always available to offer help and
support where required.

Yours sincerely

Name
Support Worker

Enc
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Parent or Carer's name/s Phone: 01772 531555
Address Fax: 01772 532214
Email: Enquiries.EHE@lancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/author's initials
Date:

Dear Parent or Carer

ELECTIVE HOME EDUCATION (EHE) - child/ren‘'s name/s and DOB

Thank you for telling us/We have recently been informed by school/ [name of referral
source] that you are home educating [child/ren’'s name/s].

We would very much appreciate receiving some basic information from you for our
database. | have enclosed a form for your convenience. An electronic version of
this form is also available to complete on our website, which can be found at
www.lancashire.gov.uk and by searching under 'Educating Your Child at Home.'
However, if you prefer, the information can be provided in whatever format suits you.
For example, by letter, e-mail, telephone, through a home visit or by meeting at a
neutral venue with a Support Worker.

If you are relatively new to home education, we fully understand that you may require
more time to consider and establish suitable arrangements. In this case, please
contact me and | can arrange a time scale for providing the information, which suits
you.

The Inclusion and Disability Support Service, IDSS, will contact you in around 12
weeks time to arrange a review as Part 4 of your child’s statement, the place of
education, will need updating.

Please find enclosed the Department's information leaflet on home education. The
leaflet explains the law surrounding home education, what your responsibilities are
and about the services provided by the local authority. It also provides details of the
local authority's website for additional information and contact details of other
organisations which might offer further advice and/or support should you be

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT
SEN REG1





interested. The leaflet about home educating your child with special educational
needs (SEN) provides some additional information you may find helpful.

| am the Support Worker assigned to [child/ren’s name/s] and my direct contact
telephone numbers are: [list mobile and landline phone numbers]. | am available [list
Support Worker's availability and whether term time only] but if any urgent matters
arise, please contact the main office via the contact details above.

| am happy to offer advice and guidance on home education and will generally
contact you annually to check that your details haven’t changed.

If you have a particular preference for how such future contact should take place
please let me know and | will ensure that your choice is respected.

If any circumstances or information changes in the interim period, please let either
myself or the office know as soon as possible, so that our database can be updated.

| hope that you and [child/ren's name/s] find home education an enjoyable and
rewarding experience. Please remember that | am always available to offer help and
support where required.

Yours sincerely

Name
Title

Enc
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Parent or Carer's name/s Phone: 01772 531555
Address Fax: 01772 532214
Email: Enquiries.EHE@lancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/author's initials
Date:

Dear Parent or Carer

ELECTIVE HOME EDUCATION (EHE) - child/ren‘'s name/s and DOB

Thank you for telling us/We have recently been informed by school/ [name of referral
source] that you are home educating [child/ren’'s name/s].

We would very much appreciate receiving some basic information from you for our
database. | have enclosed a form for your convenience. An electronic version of
this form is also available to complete on our website, which can be found at
www.lancashire.gov.uk and by searching under 'Educating Your Child at Home.'
However, if you prefer, the information can be provided in whatever format suits you.
For example, by letter, e-mail, telephone, through a home visit or by meeting at a
neutral venue with a Support Worker.

As your child is currently registered at a Special School once we have received your
response, unless in exceptional cases we feel additional information is required, we
will tell school to remove child/ren’s name/s from their roll.

If you are relatively new to home education, we fully understand that you may require
more time to consider and establish suitable arrangements. In this case, please
contact me and | can arrange a time scale for providing the information, which suits
you.

Please find enclosed the Department's information leaflet on home education. The
leaflet explains the law surrounding home education, what your responsibilities are
and about the services provided by the local authority. It also provides details of the
local authority's website for additional information and contact details of other
organisations which might offer further advice and/or support should you be

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT
SP REG1





interested. The leaflet about home educating your child with special educational
needs (SEN) provides some additional information you may find helpful.

| am the Support Worker assigned to [child/ren’s name/s] and my direct contact
telephone numbers are: [list mobile and landline phone numbers]. | am available [list
Support Worker's availability and whether term time only] but if any urgent matters
arise, please contact the main office via the contact details above.

| am happy to offer advice and guidance on home education and will generally
contact you annually to check that your details haven’t changed.

If you have a particular preference for how such future contact should take place
please let me know and | will ensure that your choice is respected.

If any circumstances or information changes in the interim period, please let either
myself or the office know as soon as possible, so that our database can be updated.

| hope that you and [child/ren's name/s] find home education an enjoyable and
rewarding experience. Please remember that | am always available to offer help and
support where required.

Yours sincerely

Name
Title

Enc





mmarsden001
File Attachment
SP REG1.pdf


REG3 Initial Contact Letter (follow up) 8
SEN REG3 Initial Contact Letter (follow up) for a child with a YES As per comments for SEN REG1
statement attending mainstream school g
SP REG3 Initial Contact Letter (follow up) for a child with a YES As per comments for SP REG1
statement attending a special school g
REG2(a) Concerns Letter (where concerns raised at point YES Have added reference to option to submit
of registration) g information using electronic form
ANN1(a) Annual Contact Letter (standard) YES Have added reference to option to submit
g information using electronic form
DATA ACKN1 Thank-you Letter where parent has supplied
information (Initial or Annual Contact stage) 8
DATA ACKN2 Thank-you Letter where parent notifies us of
update to their personal details @
SP DATA ACKN | Special School — Thank-you Letter where parent YES New proposed letter
has supplied information 8
SP REM ROLL Special School — Letter to School requesting YES New proposed letter
removal from roll @
VISIT Visit Letter YES Added option to reference an arranged visit rather
g than provisionally offering a date
ROD Record of Discussion Report (following visits)
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Parent or Carer's name/s Phone: 01772 531555
Address
Email: Enquiries.EHE@lancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/
Date:

Dear Parent/Carer

ELECTIVE HOME EDUCATION (EHE) — child/ren's name/s and DOB

In my letter dated [date] | asked if you would be able to provide us with some basic
information for our database. Currently we have not received any information so |
am writing to ask you if you could send this by [date].

We would very much appreciate receiving some basic information from you for our
database. | have enclosed a form for your convenience. An electronic version of
this form is also available to complete on our website, which can be found at
www.lancashire.gov.uk and by searching under 'Educating Your Child at Home.'
However, if you prefer, the information can be provided in whatever format suits you.
For example, by letter, e-mail, telephone, through a home visit or by meeting at a
neutral venue with a Support Worker.

If you are relatively new to home education, we fully understand that you may require
more time to consider and establish suitable arrangements. In this case, please
contact me and | can arrange a time scale for providing the information, which suits
you.

Please find enclosed the Department's information leaflet on home education. The
leaflet explains the law surrounding home education, what your responsibilities are
and about the services provided by the local authority. It also provides details of the
local authority's website for additional information and contact details of other
organisations which might offer further advice and/or support should you be
interested.

| am the Support Worker assigned to [child/ren’s name/s] and my direct contact
telephone numbers are: [list mobile and landline numbers]. | am available [days

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT
REG3





worked and whether term time only] but if any urgent matters arise, please contact
the main office via the contact details above.

| am happy to offer advice and guidance on home education and will generally
contact you annually to check that your details haven’t changed.

If you have a particular preference for how such future contact should take place,
please let me know and | will ensure that your choice is respected.

If any circumstances or information changes in the interim period, please let either
myself or the office know as soon as possible, so that our database can be updated.

| hope that you and [child/ren's name/s] find home education an enjoyable and
rewarding experience. Please remember that | am always available to offer help and
support where required.

Yours sincerely

[Name]
Support Worker

Enc
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Parent or Carer's name/s Phone: 01772 531555
Address
Email: Enquiries.EHE@lancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/
Date:

Dear Parent/Carer

ELECTIVE HOME EDUCATION (EHE) — child/ren's name/s and DOB

In my letter dated [date] | asked if you would be able to provide us with some basic
information for our database. Currently we have not received any information so |
am writing to ask you if you could send this by [date].

We would very much appreciate receiving some basic information from you for our
database. | have enclosed a form for your convenience. An electronic version of
this form is also available to complete on our website, which can be found at
www.lancashire.gov.uk and by searching under 'Educating Your Child at Home.'
However, if you prefer, the information can be provided in whatever format suits you.
For example, by letter, e-mail, telephone, through a home visit or by meeting at a
neutral venue with a Support Worker.

If you are relatively new to home education, we fully understand that you may require
more time to consider and establish suitable arrangements. In this case, please
contact me and | can arrange a time scale for providing the information, which suits
you.

The Inclusion and Disability Support Service, IDSS, will contact you in around 12
weeks time to arrange a review as Part 4 of your child’s statement, the place of
education, will need updating.

Please find enclosed the Department's information leaflet on home education. The
leaflet explains the law surrounding home education, what your responsibilities are
and about the services provided by the local authority. It also provides details of the
local authority's website for additional information and contact details of other
organisations which might offer further advice and/or support should you be

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT
SEN REG3





interested. The leaflet about home educating your child with special educational
needs (SEN) provides some additional information you may find helpful.

| am the Support Worker assigned to [child/ren’s name/s] and my direct contact
telephone numbers are: [list mobile and landline numbers]. | am available [days
worked and whether term time only] but if any urgent matters arise, please contact
the main office via the contact details above.

| am happy to offer advice and guidance on home education and will generally
contact you annually to check that your details haven’t changed.

If you have a particular preference for how such future contact should take place,
please let me know and | will ensure that your choice is respected.

If any circumstances or information changes in the interim period, please let either
myself or the office know as soon as possible, so that our database can be updated.

| hope that you and [child/ren's name/s] find home education an enjoyable and
rewarding experience. Please remember that | am always available to offer help and
support where required.

Yours sincerely

[Name]
Support Worker

Enc
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Parent or Carer's name/s Phone: 01772 531555
Address
Email: Enquiries.EHE@lancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/
Date:

Dear Parent/Carer

ELECTIVE HOME EDUCATION (EHE) — child/ren's name/s and DOB

In my letter dated [date] | asked if you would be able to provide us with some basic
information for our database. Currently we have not received any information so |
am writing to ask you if you could send this by [date].

We would very much appreciate receiving some basic information from you for our
database. | have enclosed a form for your convenience. An electronic version of
this form is also available to complete on our website, which can be found at
www.lancashire.gov.uk and by searching under 'Educating Your Child at Home.'
However, if you prefer, the information can be provided in whatever format suits you.
For example, by letter, e-mail, telephone, through a home visit or by meeting at a
neutral venue with a Support Worker.

As your child is currently registered at a Special School once we have received your
response, unless in exceptional cases we feel additional information is required, we
will tell school to remove child/ren’'s name/s from their roll.

If you are relatively new to home education, we fully understand that you may require
more time to consider and establish suitable arrangements. In this case, please
contact me and | can arrange a time scale for providing the information, which suits
you.

Please find enclosed the Department's information leaflet on home education. The
leaflet explains the law surrounding home education, what your responsibilities are
and about the services provided by the local authority. It also provides details of the
local authority's website for additional information and contact details of other
organisations which might offer further advice and/or support should you be

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT
REG3





interested. The leaflet about home educating your child with special educational
needs (SEN) provides some additional information you may find helpful.

| am the Support Worker assigned to [child/ren’s name/s] and my direct contact
telephone numbers are: [list mobile and landline numbers]. | am available [days
worked and whether term time only] but if any urgent matters arise, please contact
the main office via the contact details above.

| am happy to offer advice and guidance on home education and will generally
contact you annually to check that your details haven’t changed.

If you have a particular preference for how such future contact should take place,
please let me know and | will ensure that your choice is respected.

If any circumstances or information changes in the interim period, please let either
myself or the office know as soon as possible, so that our database can be updated.

| hope that you and [child/ren's name/s] find home education an enjoyable and
rewarding experience. Please remember that | am always available to offer help and
support where required.

Yours sincerely

[Name]
Support Worker

Enc
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Parent or Carer's name/s Phone: 01772 531555
Address
Email: Enquiries.EHE@lancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/author's initials
Date:

Dear Parent or Carer
ELECTIVE HOME EDUCATION (EHE) — child/ren‘'s name/s and DOB

We have recently been informed by [other agency/person/anonymous call/letter] that
you are home educating [child/ren's name/s].

We would very much appreciate receiving some information from you for our
database. Although [child/ren's name/s] is/are reported to be home educated,
concerns were raised by the caller that, in fact, no suitable arrangements are in
place for your child/ren's education. The concerns raised were as follows: [list
concerns]

Whilst acknowledging that this information may not be correct, | am writing to ask
you to confirm that you are in fact home educating your child/ren and to provide
information regarding the educational provision being made so that the local
authority can confirm that suitable provision is being made. | would be grateful if you
could supply this information within 21 days of the date of this letter.

| have enclosed a form for your convenience. An electronic version of this form is
also available to complete on our website, which can be found at
www.lancashire.gov.uk and by searching under 'Educating Your Child at Home.'
However, if you prefer, the information can be provided in whatever format suits you.
For example, by letter, e-mail, telephone, through a home visit or by meeting at a
neutral venue with a Support Worker.

If you are relatively new to home education, we fully understand that you may require
more time to consider and establish suitable arrangements. In this case, please
contact me and | can arrange a time-scale for providing the information, which suits
you.

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT
REG2(a)





Please find enclosed the Department's information leaflet on home education. The
leaflet explains the law surrounding home education, what your responsibilities are
and about the services provided by the local authority. It also provides details of the
local authority's website for additional information and the contact details of other
organisations that might offer further advice and/or support should you be interested.

| am the Support Worker assigned to [child/ren's name/s] and my direct contact
telephone numbers are: [list mobile and landline phone numbers]. | am available
[Support Worker's availability and whether term time only] but if any urgent matters
arise, please contact the main office via the contact details above.

| am happy to offer advice and guidance on home education and will generally make
contact with you annually to check that your details haven’t changed.

If you have a particular preference for how such future contact should take place
please let me know and | will ensure that your choice is respected.

If any circumstances or information changes in the interim period, please let either
myself or the office know as soon as possible, so that our database can be updated.

| hope that you and [child/ren's name/s] find home education an enjoyable and
rewarding experience. Please remember that | am always available to offer help and
support where required.

Yours sincerely

Support Worker

Enc
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Parent or Carer's name/s Phone: 01772 531555
Address
Email: Enquiries.EHE@Iancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/author's initials
Date:

Dear Parent or Carer

ELECTIVE HOME EDUCATION (EHE) — child/ren's name/s and DOB

As it is a year since we were last in touch, we'd like to ensure that our records are
correct and that you are continuing to home educate child/ren's name/s. A print-out
with the details that we currently hold on our database is enclosed.

We would be grateful if you could confirm that this information is correct or update us
of any change in details. You may like to provide any updates by completing our
electronic database information form; this can be found at www.lancashire.gov.uk
and by searching under 'Educating Your Child at Home." Alternatively by writing,
emailing or phoning us using the contact details above.

We hope that you and child/ren's name/s are finding home education an enjoyable
and rewarding experience. Please remember we are always available to offer help
and support where required.

| am the Support Worker assigned to [child/ren's name/s] and my direct contact
telephone numbers are: [list mobile and landline phone numbers]. | am available [list
Support Worker's availability and whether term time only] but if any urgent matters
arise, please contact the main office via the contact details above.

If you would like me to visit to chat about your child/ren’'s education, either now or at
any time in the future, please do not hesitate to get in touch.

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT

ANN1(a)





We would like to take this opportunity to remind you about our website which is
regularly updated with information which might be of interest to you.

Yours sincerely

[Name]
Support Worker

Enc.

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT
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Parent or Carer's name/s Phone: 01772 531555
Address
Email: Enquiries.EHE@lancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/author's initials
Date:

Dear Parent or Carer

ELECTIVE HOME EDUCATION (EHE) - child/ren's name/s and DOB

Thank you for supplying the information for our database as requested and for telling
us a little about the way you are providing an education for your child/ren. | am just
writing to confirm receipt and to acknowledge that it appears to the Department that
you are aware of and are fulfilling your responsibilities under Section 7 of the
Education Act 1996.

| will contact you again in 12 months time to ensure that the database information is
still correct but would be grateful if you can notify us of any changes which may
occur before then.

Please remember that we are always happy to offer help and support, so don't
hesitate to contact us whenever required.

Yours sincerely,

Name
Title

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT

DATA ACKN 1
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Parent or Carer's name/s Phone: 01772 531555
Address
Email: Enquiries.EHE@Iancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/author's initials
Date:

Dear Parent or Carer

ELECTIVE HOME EDUCATION (EHE) — child/ren's name/s and DOB

Thank you for supplying the changes to the information that we hold on your child's
home education. | am writing to confirm receipt and to acknowledge that the
database has been updated accordingly.

We appreciate you taking the time and trouble to let us know about these changes.

Yours sincerely,

Name
Title

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT
DATA ACKN2
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Parent or Carer's name/s Phone: 01772 531555
Address Fax: 01772 532214
Email: Enquiries.EHE@lancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/author's initials
Date:

Dear Parent or Carer

ELECTIVE HOME EDUCATION (EHE) - child/ren's name/s and DOB

Thank you for supplying the information for our database as requested and for telling
us a little about the way you are providing an education for your child/ren. | am just
writing to confirm receipt and to acknowledge that it appears that you are aware of
and are fulfilling your responsibilities under Section 7 of the Education Act 1996.

| have advised school to remove his/her name from their roll with immediate effect
and | have also informed the Inclusion and Disability Support Service that you are
home educating child/ren's name/s. They will be in touch with you shortly to arrange
a review for child/ren's names to reflect the change in place of education now that
he/she is home educated.

Please remember that we are always happy to offer help and support, so don't
hesitate to contact us whenever required.

Yours sincerely,

Name
Title

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT

SP DATA ACKN 1
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School Name Phone: 01772 531555
School Address Fax: 01772 532214
Email: Enquiries.EHE@lancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/author's initials
Date:

Dear Head Teacher

ELECTIVE HOME EDUCATION (EHE) — child/ren'sname/s and DOB

On [date] you notified the Elective Home Education Service (EHE) that the above
named child/ren had been withdrawn from school for EHE.

| am now able to advise you that we have received information from the family
regarding the provision being made for child/ren's name/s and you are now able to
remove him/her/them from the school's admissions register with immediate effect.

A copy of this letter has been sent to the Inclusion and Disability Support Service
(IDSS) for their records.

Yours sincerely,

Name
Title

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT

SP REM ROLL
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Parent / Carer's name/s Phone: 01772 531555
Address
Email: Enquiries.EHE@lancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/author's initials
Date:

Dear Parent or Carer

ELECTIVE HOME EDUCATION (EHE) — child/ren's name/s and DOB

| am writing in response to your request for a home visit/ meeting at venue name to
chat about your child/ren’s education and to provide any help or advice that | can.

| have provisionally booked the meeting for date and time and would be grateful if
you would contact me on [telephone numbers] to confirm if this would suit you, or to
arrange an alternative date and time. | would also like to confirm the location of the
meeting with you.

OR

Following our telephone conversation | have arranged the meeting for date and time.
If you would like to change this | would be grateful if you would contact me on
[telephone numbers]

Of course [child/ren's name(s)] are welcome to attend if you and he/she/they wish
and | would be delighted to meet him/her/them.

| look forward to hearing from you / meeting you

Yours sincerely

Name
Title

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT
VISIT (a)
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Record of Discussion

ELECTIVE HOME EDUCATION
RECORD OF DISCUSSION

Lancashire
County ‘6‘-‘:9@.
Council f.gg

Child's name

Name of EHE Support Officer/Worker :

Venue:

Persons present during the visit:

Summary of discussion:

Advice/signposting offered:

Signed:

Dated:
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VISIT ACK

Thank-you for Visit Letter

New proposed letters for concerns

CONC1 Concerns Letter (where concerns raised by a 3rd
party)
CONC2 Concerns Letter (where concerns raised by EHE
Support Worker)
Information for Parents
www.lancashire.gov.uk search under 'educating
our child at home' and on the downloads tab to
INFORMATION | Home educating your child with Special ¥ . : . )
; view an electronic version of the information
LEAFLETS Educational Needs

leaflets
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Council @@3’3

P

Parent or Carer's name/s Phone: 01772 531555
Address
Email: Enquiries.EHE@lancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/author's initials
Date:

Dear Parent or Carer

ELECTIVE HOME EDUCATION (EHE) - child/ren's name/s and DOB
Thank you for our meeting/allowing me to visit your home on date.

Please find attached a record of what we discussed. Please let me know within 10
days if there are any corrections needed before it goes on file.

| hope you found the discussion useful and please don't hesitate to get in touch if |
can be of any further assistance.

Yours sincerely

Name
Title

Enc

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT

VISIT ACKN
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Parent or Carer's name/s Phone: 01772 531555
Address
Email: Enquiries.EHE@lancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/author's initials
Date:

Dear Parent or Carer
ELECTIVE HOME EDUCATION (EHE) — child/ren's name/s and DOB

I am writing with reference to the home education that you are providing for your
child/ren. Concerns have recently been raised by [name] regarding the educational
provision that you are making. These concerns are: [list concerns].

Whilst acknowledging that this information may not be correct, | am now writing to
ask you to supply further information on the education that you are providing, so that
the local authority can confirm that suitable provision is being made. | would be
grateful if you could supply this information within 21 days of the date of this letter.

You may like to provide this information by letter or by email. Or if you would prefer
to discuss the concerns with me in person, | am happy to arrange a meeting with
you. My direct contact numbers are: [list mobile and landline numbers]. Please note
that | work [list days worked], term time only [remove this last bit if Support Worker is
Janette Bradley]. If you would like further advice on what information to provide,
please do not hesitate to contact me.

| also enclose our leaflet on home education, which outlines your parent/carer
responsibilities.

| hope to hear from you shortly.

Yours sincerely

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT
CONC1





[Name of Support Worker]
Support Worker

Enc
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Parent or Carer's name/s Phone: 01772 531555
Address
Email: Enquiries.EHE@lancashire.gov.uk
Your ref:
Our ref: CYP/QCI/EHE/author's initials
Date:

Dear Parent or Carer
ELECTIVE HOME EDUCATION (EHE) — child/ren's name/s and DOB

I am writing with reference to the home education that you are providing for your
child/ren. | have concerns/remain concerned that [list concerns]. | am therefore
writing to ask if you could supply information/further information on the education that
you are providing and would be grateful if you could supply this information within 21
days of the date of this letter.

You may like to provide this information by letter or by email. Or if you would prefer
to discuss the concerns with me in person, | am happy to arrange a meeting with
you. My direct contact numbers are: [list mobile and mobile numbers]. Please note
that | work [list days worked], term time only [remove this last bit if Support Worker is
Janette Bradley]. If you would like further advice on what information to provide,
please do not hesitate to contact me.

| also enclose our leaflet on home education, which outlines your parent/carer
responsibilities.

| hope to hear from you shortly.
Yours sincerely

Name of Support Worker]
Support Worker

Enc

Elective Home Education Service, Lancashire County Council
3rd Floor, Joint Divisional Offices, Preston, PR1 3JT

CONC2
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