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Completing the request form 

• All mandatory fields marked with* must be completed with the 
relevant information to progress the referral 

• Missing information may result in the request being cancelled and 
a new referral required 

• You don’t have to complete the form in one go, however you will 
need to submit your referral in order to go back and edit later

• This guidance document talks you through the required fields in 
your first sitting and how to save/submit and return to complete. 



Checklist 

The first section of the form 
provides you with all the 
information you will be required 
to submit as part of the request

Please try to ensure you have 
everything you need before you 
start 



First submission 
Within the first sitting you will be required to 
complete sections 2 and 3 in full. 

Section 2 – Setting requesting

Key contact details and information about the 
completing setting and person 

Section 3 – Child/young person details 

• Full name/preferred name

• DOB

• Sex at birth/gender identity/pronouns

• Ethnicity/Language

• Diagnosis and dates

• NHS and UPN numbers if applicable

• Parental responsibility

• Key parental/young person contact details and 
access requirements

• GP details

• Social care details.



First submission 
The only other section you are required to complete on 
the first submission is the final section of the form 
which allows the submission to be saved and provides 
editing access should you not have completed the form 
in full the first time.  

We also ask that you tell us whether this is a final 
submission or not to help us process your request as 
efficiently as possible. 

Once you hit submit you will receive this 
message:

Click on the box to save your response to 
edit. 

If you don't already have an account, it 
will ask you to create on (once created 
you will not need to do this in the future).

If you are not 
completing the 
whole form in the 
first sitting, please 
ensure you select 
the NO option 
here 



Returning to your request 
to continue submission 

Once logged in to MS forms you 
will enter a home page like this 
click on filled forms and the 
submitted forms will show 

Click on the form you require and 
you will then be able to view 
responses 

To edit your responses click on the 
above at the top of the screen 

Please remember to select submit if you need to leave the 
form and return to ensure your changes are saved 



Final submission 
Once you have completed the whole form and are 
ready to submit you will be asked to provide a final 
few details and to confirm submission. 

Following submission of this form you will receive 
an automated email with a reference number 
please include this in your email.

• Email any supporting documents to 
sen@warwickshire.gov.uk 
o Reports or diagnosis letters 
o Family conversation (New online version)  
o Signed parental declaration 
o Child views if applicable 

• PLEASE NOTE WE DO NOT REQUIRE ANY 
OTHER DOCUMENTATION such as behaviour 
logs, attendance reports, photo's, suspension 
letters, appointment letters etc.

•
PLEASE CLEARLY NAME THE DOCUMENTs 
WITH - WHAT IT IS, DATE OF REPORT, 
INITIALS OF CHILD i.e.
STS review 14-02-25 JB

• Provide an email address for the 
parent/carer/young person so we can send 
them confirmation of the referral. 

Please ensure you change 
the request to complete 
this lets us know that the 
submission is complete.



Replacement of Family Conversation
• The family conversation (SEN05) has been replaced by a MS form 

www.warwickshire.gov.uk/parentcarerehcnarequest
• How does this gets completed?

oDepending on the family/young person you may decide to do this in a 
number of way i.e. 
▪ Invite the family to a meeting and complete together 
▪ Talk it through with the family and send the link to complete themselves
▪ Signpost the family to SENDIASS or the family information service to support with 

completing the form 

• Should it be required, a word version of the form is available here 
however please only use this in extenuating circumstances.

http://www.warwickshire.gov.uk/parentcarerehcnarequest
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