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Waltham Forest – Elective Home Education (EHE) Request Checklist for Maintained, Academies and Special Schools
Pupil Registration Regulations Aug 2024 states: 
 9(1)(f) a parent of the pupil has told the proprietor in writing that the pupil will no longer attend the school after a certain day and will receive education otherwise than at school and— (i)that day has passed and (ii)there is no school attendance order naming the school in force in relation to the pupil




1. When a Parent Submits a Written Request for EHE
□ Confirm the parent’s notification is in writing.
□ Check the letter/email is dated and includes intended removal date.
□ Notify Elective Home Education Team – ehe@walthamforest.gov.uk 
□ If the pupil attends a special school, inform SEN Services immediately for SEND Panel.

2. Mainstream Schools – Pupils with an EHCP
□ Ensure meeting with parent and SEND Officer to explore alternative options or support to remain at the school.
□ SEND Officer, SENCO, parent attend.
□ Notify the EHE Team and SEND Officer immediately. The school should discuss available support with the parent before removal from roll. Following written parental notification, the pupil may be removed from roll in accordance with the Pupil Registration Regulations

3. Special Schools – Pupils with an EHCP
□ Inform SEN Services immediately.
□ SEND Panel reviews suitability.
□ Pupil remains on roll until LA SEN Panel consent.
[bookmark: _Hlk219826328]□ Parents provide Education Plan for SEN Panel consideration.
□ Pupil remains on roll until written Local Authority consent is provided
□ Keep on roll if SEN Panel does not agree to EHE for pupil.

4. Safeguarding – Pupils on CIN/CP Plans
□Notify Children's Social Care immediately where the child is subject to a Child Protection Plan, Child in Need Plan or open assessment. The EHE Team will consult with the allocated social worker and relevant manager to ensure safeguarding considerations are understood.
□ Social worker completes risk assessment and rationale form.
□ Children's Social Care safeguarding information should be considered as part of the Local Authority's assessment of the child's circumstances

5. Off-Rolling Requirements
□ Remove on confirmed date.
□ Record reason: Elective Home Education.
□ Send documents to ehe@walthamforest.gov.uk 

6. If EHE Not Suitable
□ Where concerns arise that suitable education is not being provided, school should consider keeping child on roll
If child is off-rolled the EHE Team will make enquiries in accordance with Section 437 Education Act 1996. 
□ School and Local Authority support family – professionals meeting to discuss next steps

Email the Elective Home Education referral form together with parent notification of EHE to Elective Home Education Team  on ehe@walthamforest.gov.uk 
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