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Darlington Borough Council  
EHE Process  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Multiagency unannounced 
visit 
Arrange initial home visit 
follow green plan process. 
 
If no response received to the 
letter 3 within 20 working 
days. Add to Monitoring 
Multiagency meeting. 
EHE Advisor to diarise joint 
unannounced home visit with 
either SG officer or GRT lead 
teacher. 
 

 

EHE Advisor to Text/Call  

Response received from Parent 

agreeing to a home visit/meeting, 

follow the green plan process. 

 

 

If no response in 20 working days. 

Business support to generate letter 

2 as requested EHE Advisor.  

 

Business support to generate 

letter 1 as requested EHE 

Advisor.  

No response within 20 working 

days.  

Response from parent                                                           

 

Home Visit 

If response analyse plan- 

respond to parent within ten 

days with either.  

B2 Recorded on EHE database. 

Improvements needed with 

agreed appropriate time scale 

for further submission.     

Acceptance – Evidence of 

Suitable Education 

C1 Recorded on EHE data base.  

                     

Produce Report- copy to 

parents, copy to pupil folder, 

update database with future 

meeting/ visit date.  Update all 

data sets.  

Unannounced – letterbox drop 

Response received from Parent 

diarise meeting/ home visit, follow 

the green plan process. Or card left.  

If no response in 20 working days.  

Business support to generate letter 

3 as requested EHE Advisor.  

If response analyse plan/ education 

- respond to parent within 10 days 

with either.  

B2 Recorded on EHE database. 

 Improvements needed with agreed 

appropriate time scale for further 

submission.     

Final submission - Evidence of 

Suitable Education 

C1 Recorded on EHE data base.  

 

 

 

After two attempted joint visits 

with no response.  

Business support will generate 

Formal Warning Letter on request 

of EHE Advisor. Pupils brought to 

CNIS as causing concern.  

After 30 working days with no 

response.  

  

Education Act 1996 will be 

followed. 

EHE Advisor will submit referral 

to Attendance team and School 

Attendance Order process will 

begin.   

EHE Advisor to work closely with parents, schools, multi-agencies, and LA Inclusion & Safeguarding.  

EHE Advisor to update EHE database at least weekly. Request previous school LA withdrawal form to gather 

relevant information add new EHE pupils to database as B1. All children with EHCP goes through MAPP before 

adding to EHE.  

EHE Advisor check Liquid Logic/ One collate information add relevant details to database.  Add all new EHE to 

monitoring meeting agenda for further multiagency checks. CP or CIN pupils recorded request details from SG 

Officer.  
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Inform Legal services and Head Teacher of the nominated school of the LA decision to        

issue a SAO to parent/carer (Letter SAO 3 & SAO) 

 

School Attendance Order flow chart 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Attendance and Placement Team issues School 

Attendance Orders on behalf of the Local Authority. 

Notification that a child is not on a school 

role or not receiving a suitable education at 

home 

LA officers attempt to engage parent/carer 

to support the child’s Home Education and 

assist to secure a school place 

Letter giving Notice that education must be provided within 15 days (Letter SAO1) 

 

Letter informing parent/carer of the 

intention to serve SAO after 15 days 

(Letter SAO2) 

 

Refer to Fair Access Panel to 

nominate school and inform Head 

Teacher & School Governors 

Failure to comply with SAO will results in a prosecution in the Magistrates Court  

Under Section 443 of the Education Act 1996 

Inform Parent/carer (Letter SAO4) 
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