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Application for Travel Assistance

Pupils with Special Educational Needs (up to Year 11 only)
Notes for Guidance
Sections 1 to 4 must be completed by the parent/carer(s). 
Sections 5 to 7 must be completed by the school. 

This form will be used to assess whether transport assistance may be required for those pupils with special educational needs, a disability and/or mobility problem and to ensure that a pupil can be transported safely and securely.
All sections must be completed or the form will be returned and there will be a delay in processing your application.

What assistance is available?

Assistance can be considered for those children who are resident within the City of Birmingham and for children in the care of Birmingham City Council and have special educational needs; a disability or mobility problem and for this reason cannot reasonably be expected to walk to school. 
Parents/carers of children and young people with special educational needs e.g. with a statement of special educational needs are expected to make arrangements for their child to attend school in the same way as all other parents of children without special needs. This is an important factor in developing the child or young person’s independence, social and life skills. The placement of a child with special educational needs in a special school or mainstream primary or secondary school does not mean that a child will automatically qualify for free travel assistance.
The Council has a duty to make the most efficient and effective use of the resources it has available and Travel Assist will undertake an assessment of your child’s needs and will take into account the age of your child, their special educational needs and their abilities.
Your child may be provided with:

· A free travel pass to use on public transport. West Midlands Combined Authority provide a free concessionary travel pass to eligible pupils with a disability who live in Birmingham. Further details can be obtained from Centro on Tel No 0345 303 6760, or from the their website at: www.networkwestmidlands.com 
· A Personal Transport Budget (PTB) - a sum of money provided to parents or carers of children with Special Educational Needs who are eligible for travel assistance.  PTB’s enable families to arrange their child’s home to school travel arrangements in a way that suits their circumstances best.

· Independent Travel Training (ITT) – Travel Assist is committed to ensuring that all students benefiting from transport assistance achieve the highest possible level of independence by the time they leave full-time education.  Travel Assist is currently providing independent travel training to over 100 students placed at SEN schools within the Local Authority, equipping them with a key independent living skill so that they can access job and social opportunities in the future.
· Escorted Public Transport – Travel Assist will provide the student with a free travel pass and also assign a Pupil Guide to chaperone the student(s) between home and school and visa-versa.  This level of assistance is seen as a transition towards independent travel training. 
· A special vehicle e.g. taxi, minibus, wheelchair accessible vehicle to help them get to school. Where possible parents will be encouraged to provide transport for their children themselves.

How will entitlement be decided?

For those pupils who attend the nearest qualifying school and the distance between their home address and the school is over the statutory walking distance we will first consider if we can provide your child with a free travel pass to use on public transport accompanied where necessary by their parents/carers.

The statutory walking distances are:

2 miles for children under 8 years of age

3 miles for children or young people aged 8 or over

Children who do not qualify for the above may be entitled under the following Low Income Rules.

Low Income Rules
If you get the maximum Working Tax Credit or your child is entitled to free school meals your child may get free travel assistance for use on public transport if they are: 

· aged 8 to 11 and the school they are going to is the nearest  ‘qualifying’ school and it is more than 2 miles from your home;
· aged 11 to 16 and the school they are going to is one of the three closest qualifying schools to your home address and it is more than 2 miles but not more than 6 miles from your home;
· aged 11 to 16 and the school they are going to is the nearest qualifying school preferred based on your religion or belief and it is more than 2 miles but not more than 15 miles from your home.
‘Qualifying’ schools are schools maintained by the Council (‘state schools’), a pupil referral unit, a non-maintained special school or an Academy. Admissions and travel assistance are separate matters and acceptance at a particular school does not necessarily entitle the child or young person to travel assistance.
We will also consider helping those pupils with special needs that attend specialist schools/colleges outside of the Birmingham area. Further information can be obtained from Travel Assist. 

Applications for specialised transport assistance are considered on their own merits. We will take into account whether your child lives within walking distance and is able to walk, whether they are able to use public transport or whether due to the nature of their special needs your child requires a special vehicle regardless of the distance from your home to the school.
Assistance will be reviewed as pupils become older because their needs can change.

Additional support will be considered where your child;

a. Has complex special educational needs; a disability or mobility problem as identified through the Special Educational Needs assessment or an Education Health and Care Plan e.g. they have a physical, sensory or have severe/multiple learning difficulties;

b. Is on the autistic spectrum and this prevents them walking from and / or using public transport safely even when accompanied by a responsible adult; 

c. Is of statutory school age, which is between five and up to the last day of the school year when the child reaches sixteen. Where a child has a statement of special educational needs but is below compulsory school age applications for travel assistance will be considered under this heading as matter of discretion. We will take into account the age of your child and their needs and abilities. 

You must provide clear supporting and up to date medical / professional advice e.g. from a medical consultant to support your application which will need to tell us why your child would be unable to walk and/or use public transport to attend school (accompanied by a parent as necessary).
How will we do the assessment?

· Transport assistance will only be considered between home and school and if your child is attending the nearest available school which meets their needs. If you chose to send them to a school further away from your home or you have been allocated a school of your preference that is not the nearest available school of its type and we were able to allocate a nearer school if you had given a different preference you will be expected to make your own arrangements to transport your child to school and pay all transport related costs.

· We will measure the distance between your home address and school your child is attending by the shortest available walking route.
· We will take into account the route your child would need to travel and the time it would take them to travel this route. If you live beyond the statutory walking distance and we consider your child should be able to travel on public transport accompanied by their parent or carer (as necessary) we will offer you a free travel pass for your child. Shortest available routes can be identified on the following website www.schooltravelwise.org.uk  
Please note a minimum of 15 working days’ notice is required from receipt of form to make transport arrangements.  If a pupil guide is required or it is necessary to provide specialised information concerning a pupil, extra time may be necessary for arrangements to be made.

Appeal Process

If an application for travel support is not approved by the Council, or the young person or parent / carer disagrees with the type of support offered, there is a right of appeal. Appeals should be made within 15 working days of the decision being received by the young person, parent or carer.
The appeals process has two stages:


Stage 1 – A manager within Travel Assist will consider the appeal within 5 working days of the receipt of the appeal form, confirmation will be given that the appeal is under review. Further evidence may be requested to support the appeal and consultation with caseworkers and professional bodies may be required. 


A decision and notification will be made within 10 working days from receipt of the appeals form.
If the young person, parent or carer remains dissatisfied with the outcome, they should notify the Council in writing within 15 working days of receiving the appeal decision. 


Stage 2 – If the young person, parent or carer is dissatisfied with the outcome of the appeal at Stage1 the appeal moves to Stage 2. The appeal will be reviewed by the Education Awards (Review) Sub-Committee (which is made up of Members of the Council)


A stage two review will consider all the information provided by the parents or carers including family income details.  A decision will be made within 30 working days of receiving the Stage 2 request. 

The appeal will need to set out the exact nature and grounds of the appeal. During the appeal stages, travel assistance will not be provided nor will a change to the travel support offered be made. 
The appeal should be made in writing on the appropriate form which can be obtained from:

Travel Assist, PO Box 16541, Birmingham, B2 2DD

Telephone: 0121 303 4955
Email: travelassist@birmingham.gov.uk
Website: www.birmingham.gov.uk/travelassist
Application for Travel Assistance
Pupils with Special Educational Needs

Sections 1 to 4 must be completed by the parent/carer(s). 

Sections 5 to 7 must be completed by the school. 

All fields are mandatory and must be completed
SECTION 1:  PUPIL INFORMATION 
	1.1 Personal details:

	Surname
	
	Date of birth
	

	First Name
	
	Gender
	

	Home Address


	
	Post Code
	

	Name of both Parents or Carers
	Mother:
	Father:

	Telephone Number:
	
	

	Email Address:
	
	

	Are you residing at the same address?
	Mother:

Yes / No If no, please confirm address:

	Father:

Yes / No If no, please confirm address


	Name and number of  emergency contact
	

	Is the pupil a LAC Child

	Yes
	No

	If Yes, please confirm which Local Authority is responsible:


	Name of Social Worker and Contact Number




	1.2 Which school will your child be attending? 

	Name of school
	
	Telephone number
	

	School Address


	
	School Postcode
	

	Date due to start at this school:


	Pick up / drop off address (if different to home)*


	
	Postcode 
	

	* If different from home address and if additional costs are incurred then you will have to pay for this
	Whose address is this?
	


	1.3 Why are you requesting assistance?

	Please tell us why assistance is being requested?


	You need to tell us what prevents you taking your child to school or making arrangements for others to do this?




	1.4 Do you have any other children?
	

	Full name of all other children in your family under 16 years of age
	Date of birth
	Which school do they go to (including postcode)
	School start and finish times

	
	
	
	

	
	
	
	

	
	
	
	


	1.5 Tell us about your child’s special educational and / or medical needs.  Does your child have: (please tick or circle)

	Social, Emotional and Mental Health needs 
	Yes
	No

	Cognition and Learning difficulties
	Yes
	No

	Speech, Language and Communication difficulties (including ASD)
	Yes
	No

	Physical difficulties
	Yes
	No

	Visual impairment
	Yes
	No

	Hearing impairment
	Yes
	No

	Please state any other special educational or medical needs:



	1.6 Tell us about your child’s behaviour.  Does your child: (please tick or circle)

	Have any difficulty walking or using public transport due to their behaviour? 


	Yes
	No

	Challenge Authority?


	Yes
	No

	Exhibit violent or aggressive behaviour?


	Yes
	No

	Pose any risk to other passengers (children/driver/pupil guide)?


	Yes
	No

	If you have answered yes to any of these questions please describe these behaviours, tell us about anything that prompts your child to behave in this way and anything we need to be aware of to prevent these behaviours?




	1.7 Further Information.
(please tick or circle, certain answers will require further comments): 

	Does your child have a full statement of special educational needs or an education health and care plan?


	Yes
	No

	Is this school named in your child’s statement of special educational needs or education health and care plan because of parental preference?


	Yes
	No

	Which school did your child last attend?


	Has your child received transport assistance before?

If yes, please tell us below what assistance was provided 

	Yes
	No

	Do you have a vehicle?

 
	Yes
	No

	How does your child travel out of school hours?    
(THIS MUST BE ANSWERED) 


	Would you like your child to be considered for Independent Travel Training
 
	Yes
	No

	

	Employment Details

	Are you employed:
	 Mother:

 
	Yes
	No
	Father:
	Yes
	No

	Please indicate the days that you work from Monday to Friday plus start and finish times of shifts undertaken each weekday.

	Monday:

Tuesday: 

Wednesday:

Thursday:

Friday: 
	Monday:

Tuesday: 

Wednesday:

Thursday:

Friday:

	Name & Address of Employer (including postcode):


	
	


	Study, Training or Work Placement Details

	Are you attending college,  university, a training programme or work placement:
	 Mother:

 
	Yes
	No
	Father:
	Yes
	No

	Please indicate the days that you attend college/university/training programme/work placement plus start and finish times of seminars/lectures/training/placement undertaken each day.


	Monday:

Tuesday: 

Wednesday:

Thursday:

Friday:
	Monday:

Tuesday: 

Wednesday:

Thursday:

Friday:

	Name & Address of College/University/Training Provider/Work Placement attended (including postcode):


	
	


SECTION 2: RISK ASSESSMENT

The following is required to make a risk assessment of the pupil’s needs when travelling.  

In order to ensure each child can travel by the safest and most suitable form of transport we require as much information as possible. To help with this process, Travel Assist produces a Generic Home to School Transport Risk Assessment a copy of which is available from our documents webpage at  

www.birmingham.gov.uk/travelassist or a hard copy can be obtained from Travel Assist.

For some pupils not all of their needs will be covered in this assessment and an individual risk assessment is required. In order to make this decision please can you provide the following information:

	2.1 Risk Assessment 

(please tick or circle)

	Does your child have any emotional/behavioural/medical/life threatening medical conditions that need to be taken account of before transport would commence? If yes, please circle appropriate boxes.

	Emotional
	Yes 
	No

	If yes, please provide further information.



	Behavioural
	Yes 
	No

	If yes, please provide further information.



	Does your child currently wear a behaviour harness
	Yes
	No

	Medical
	Yes
	No

	If yes, please provide further information.


	
	

	Life threatening
	Yes 
	No

	If yes, please provide further information.



	Does your child have any allergies. If yes, please provide details below

	Yes
	No

	If you have answered yes to any of the above please provide a copy of your child’s individual Health Care Plan or where appropriate Joint Epilepsy Care Plan (dated within the last 2 years). 


SECTION 3: TRANSPORT DETAILS
TRAVEL ASSIST WILL CONSIDER YOUR RESPONSES GIVEN BELOW IF YOUR CHILD IS AWARDED SPECLAISED TRANSPORT

	3.1 Seating Arrangements 

(please tick or circle)

	Does your child require a booster cushion?  

Note: this must be provided for any child under twelve years old or 1.35 metres (4’4”)

	Yes
	No

	Does your child need lifting into a seat?                                 

                                     
	Yes
	No

	If yes, please state what assistance is required?



	Does your child have an exemption on medical grounds from wearing a seat belt?   

(If yes, please attach documents confirming the exemption) 

	Yes
	No


	3.2 If your child is not a wheelchair user please move to Section 4

Wheelchair Users Only:
(please tick or circle)

	Can your child walk at all?


	Yes
	No

	Can your child transfer to a seat on a vehicle?

	Yes
	No

	If yes, does your child require assistance to do this?

	Yes
	No

	Please state what assistance is required?



	Does your child need to travel in a wheelchair on the vehicle?


	Yes
	No

	What is the make and model of the wheelchair?


	

	Is the Wheelchair:


	Folding
	Non-folding
	Electric

	What is the dimension (in centimetres) of the wheelchair when in use? 


	Length 
	Width
	Height



SECTION 4: PARENTAL/CARERS DECLARATION

	Please read the following declaration.  We will not process your application for support if you do not sign and date the declaration.

The information I have given on this form is complete and accurate.  I will inform you immediately of any change in circumstances which might affect any entitlement to support.  I understand that if I give you false information, or fail to give complete information the Council may take action against me. I will write and tell you immediately if the young person leaves or transfers to a different educational setting.  

If financial assistance is provided to me or on my behalf, and if, for whatever reason, an amount which is more than I am entitled to, I will pay back any amount in excess of my entitlement.



	Parent / Carer(s) signature:


	Date:


SECTION 5: For School / SENAR Completion only 
	Name of school contact
	
	Tel No
	

	Email address
	
	School start time
	

	Date Transport is required to start?
	
	School Finish time
	

	Is the pupil a new starter?
	Yes
	No



	If no, please state reasons for the transport request




	Which days will the pupil attend school?

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	AM
	
	
	
	
	

	PM
	
	
	
	
	


	If specialised transport is provided, is any of the following equipment required?

(Please circle or tick)

	Booster Cushion
	Child Safety Seat


	Postural Harness
	Harness for Challenging Behaviour*


	* written parental permission is required (please contact Travel Assist for further details)

	If pupil is residential please state what placement is being paid for e.g. 52 week/termly/weekly/other 

	


SECTION 6: PUPIL GUIDE REQUEST
	Is a pupil guide required? 

If a pupil is primary aged then a responsible adult/pupil guide must be provided


	Yes
	No

	If yes, and pupil is secondary aged you must tell us why a pupil guide is required?


	Does the pupil guide require any special training?


	Yes
	No

	If yes, please state what training is required?




SECTION 7: DECLARATION SCHOOL/SEN
	I certify that the details included on this form, including sections completed by parent / carer are correct to the best of my knowledge.

 

	School Representative / SEN signature:


	Print name:



	Position:


	Date:

	Please note a minimum of 15 working days is required from receipt of this form to make an assessment of this application.  If a Pupil Guide is required or it is necessary to request specialised information concerning a pupil, extra time may be necessary for arrangements to be made.

Pupils will be transported by the most efficient and cost effective transport option available in consideration of their individual needs and information obtained from their EHC Plan. 



	General Data Protection Regulation (GDPR) (EU) 2016/679
The information you have provided on this form will be used by Birmingham City Council in accordance with the General Data Protection Regulation and any successor legislation to the GDPR or the Data Protection Act 1998.  

The information will be used in accordance with the Education Transport Policy and for the purpose of processing applications for pupils travel assistance as required to fulfil the Council’s duties under legislation, statutory or contractual requirement or obligation.

This authority is under a duty to protect the public funds it administers, and to this end may use the information you have provided on this form within this authority for the prevention and detection of fraud. It may also share this information with external organisations whose business it is to assist in the service delivery of transport solutions to eligible students and with the Department of Education for statistical purposes only.  The personal data is not shared with anyone else and will never be disclosed for marketing purposes. 

The information contained on this application form will be retained until your child no longer requires travel assistance provided by the Council and then for a further 90 days from the date that travel assistance ceases and shall be processed in adherence to your legal rights, which are set out in our privacy notice which can be found at: www.birmingham.gov.uk/privacy. Your personal data will be stored and used in accordance with this Policy. Should you require a hard copy of our privacy statement then please contact our Data Protection Officer on 0121 303 4955.



Please email this form to: travelassist@birmingham.gov.uk or return it to the following address:  Travel Assist, PO Box 16541, Birmingham, B2 2DD
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