
Send Referral Form and 
Pen Profile for 

Review and respond within 5 
working days

Further discussions 
with school/LA if 

required
Decision not to 

offer AP

Arrange initial visit and 
discussions with YP, school/LA, 
parent/guardians and any other 
professionals required – within 

10 working days of referral 
Decision not to 

offer AP

Provide all Due Diligence 
documentation and complete 

Safeguarding & Quality 
Assurance checks. Signed 

Service Level Agreement (SLA) 
in place.

Agree initial Individual 
Learning Plan, 

including transitional 
visits/trial period/start 
date-within 5 working 
days of initial visit or 
longer is required.

Initial Enquiry for AP 

Positive 
engagement – 
remain at AP

Regular reviews 
including 

progress reports

Unsuccessful 
engagement – 

return to school/LA

Unsuccessful 
engagement – return to 

school/LA

Successful completion 
of AP –re-integrated 

back into school/LA or 
progressed to next 

steps


