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Progressions Team

Lifelong Learning, Skills and Communities

Moorfoot Building

Floor 9, North Wing, Zone 1

Sheffield

S1 4PL

Tel: 0114 2296185 
Email: ect@sheffield.gov.uk
www.lifelonglearningandskills.org/our-facilities/14-25-progressions-team/14-16-alternative-provision

AP Referral/Withdrawal Process
1. School to complete and return the referral form to Progressions Team, ensuring that all sections (especially the parental consent section) are signed and completed fully and accurately. Referral forms are downloadable from website -  http://www.lifelonglearningandskills.org/our-facilities/14-25-progressions-team/14-16-alternative-provision
2. Progressions Team to log referral onto database and check requested provision for suitability and availability. We will then forward the referral to relevant provider(s) - this normally takes 3 working days. However, more complex cases may need to be given greater consideration, and this might take longer
3. School to arrange preliminary visit(s) to provider(s). Visits must be accompanied by school; parent/carer and other professionals are welcome to go along as well

4. School to inform Progressions Team of outcome of visit. If all parties are in agreement that the placement is appropriate, Progressions Team will allocate a start date and put student onto on-line register – again, this will take 3 working days

5. Progressions Team will send out email confirmation of start date; start/finish times etc. School should inform student and parent/carer

It is important that the procedures above are undertaken correctly. Failure to do so will result in delays and possibly in student/parent/school being turned down – eg if a visit takes place to a provider who is inappropriate or at capacity, etc.
If school wishes to terminate a placement they must complete and return a Withdrawal Form (downloadable from website). Please note – schools are contractually obliged to pay for the placement until the end of the current half-term

