APPLICATION FOR FORMAL DISPUTE RESOLUTION: EDUCATION (ADDITIONAL SUPPORT FOR LEARNING) (SCOTLAND) ACT 2004 as amended 2009
Introduction

Before completing the application form, please read the notes for completion on page 10 and the online parents’ leaflet.  The leaflet provides information on the matters you can refer to formal Dispute Resolution.

If you, as applicant, require any help with completing the form or would like more information about formal Dispute Resolution, please contact the Education Manager (Additional Support Needs, Psychology and Inclusion) by email at jennifer.king@dundeecity.gov.uk or by post at Floor 2, Dundee House, 50 North Lindsay Street, Dundee DD1 1NL.
When completing your application, it will greatly help if you do the following:

Please fill in the form clearly in black ink.

Please use only one side of each page and do not staple the pages.

Please provide a contents list or summary of all of the documents attached to the form.

Within 5 working days, the Support for Learning Division of the Scottish Government will contact the education authority and share your request.

The education authority must then notify you within 10 working days, whether we can accept your application and have enough information to proceed with dispute resolution; or we cannot deal with your reference and we will explain why; or we need more information before we can made a decision.

If we seek further information and you are able to supply it, we will send you confirmation of acceptance within 10 working days of receiving the appropriate additional information.

You should send your completed application form to the following address:
Referral for Dispute Resolution

The Support for Learning Division

Scottish Education Department

Area 2C South, Victoria Quay

Leith, Edinburgh, EH6 6QQ

Do not forget to enclose all other documents you wish to be considered by the external independent adjudicators who will be appointed to deal with your case if your referral is accepted.

Please complete the following sections and sign the declaration at the end.  The form and accompanying document should be sent to the address above.

	Section 1:  CONTACT DETAILS

	1. Child/Young Person this application is for

	Surname

	First Name/s

	Gender (please circle)

Male



Female

	Date of Birth

	Home Address

	Post Code

	School

	School Address

	Post Code


2.
Your Details

A.
Please tick the box below which is correct for you

	
	I am the legal parent of the child on whose behalf this application is made (under 16 years of age)

	
	I am the young person make the referral (aged 16 or over)



	
	I am the parent where the young person (aged 16 or over) on whose behalf this application is made lacks capacity


	B.
Information about you

	Your preferred title (please state preferred other title here)

Ms
Miss 
Mrs
Mr

	Other (please state preferred other title here)

	Surname

	First Name/s

	Date of birth (only if you are the young person named in 1. above)

	Home address (if different from above)

	Post Code

	Telephone Number

	Address for Correspondence (if different from above)

	Post Code

	Fax number

	E-mail address


Other adults with parental responsibilities in respect of a child

Please give details of name, address and relationship to the child:

	Surname/s
	Other adult 1 (if any)
	Other adult 2 (if any)

	First Name/s
	
	

	Address/es
	
	

	Post Code/s
	
	

	Telephone number/s
	
	

	E-mail address/es
	
	


Previous references for formal Dispute Resolution

If you have previously made a reference for Dispute Resolution please give the date and case number if know.

	Date of previous reference

	Case Number, if known


	Supporter for Advocate

Give details of your supporter or advocate (if you have one)



	Preferred title (please state preferred other title here)

Ms
Miss 
Mrs
Mr

	Other (please state preferred other title here)

	Surname

	First Name

	Address

	Post Code

	Telephone number

	E-mail address

	Occupation


Please note: we will send copies of all correspondence to your supporter or advocate, as well as to you.
Section 2:
ASSISTANCE WHICH CAN BE PROVIDED

If we can help by translating our letters to you into another language or into Braille, or if you have any other special needs, we will do our best to provide what you require (there will be no charge to you).  Please tell us here what you need or contact us at the address shown above.
	


Section 3:
DETAILS RELATING TO THE APPLICATION

Please state the matter(s) you are referring for Dispute Resolution.

Only specified matters can be referred to dispute resolution.  Specified matters concern a decision by the education authority relating to their duties under the Additional Support for Learning Act 2004 as amended 2009.  They also concern the failure of the education authority to fulfil their duties.

Please tick the box(es) which describe the reasons why you are making a referral.

A. A decision of the education authority

The education authority has made the decision……

	
	that the child has, or does not have, additional support needs

	
	that the young person has, or has not have, additional support needs



	
	that a child or young person has additional support needs which, in my view do not accurately reflect the additional support needs of the child or young person

	
	to refuse a request to establish whether the child or young person has additional support needs

	
	to refuse a request that the authority arrange for the child or young person to undergo a process of assessment

	
	about the person(s) who carried out or is/are to carry out the process of assessment and the approaches to assessment used, or to be used


B. An alleged failure by the education authority

The education authority has failed……

	
	To provide, or make arrangements for the provision of, the addition support, whether relating to education or not, required by the child or young person

	
	To make a request for support from an appropriate service or agency, such as health boards or social work department


Section 4:
THE CIRCUMSTANCES WHICH HAVE LED TO THE APPLICATION FOR DISPUTE RESOLUTION

Please explain briefly the circumstances which have led to the application.  You do not need to fill this space.

	


Section 5:
REASONS FOR DISPUTING THE DECISION(S) OR ACTIONS OF THE EDUCATION AUTHORITY

Give your reasons for disputing the decision(s) or actions of the education authority.  You do not need to fill this space.

	


Section 6:
WAYS OF RESOLVING THE DISPUTE

Please give your views on how the matter(s) could be resolved.  You do not need to fill this space.

	


Section 7:
VIEWS OF CHILD

Please ask the child, where appropriate, to provide his or her views directly or dictated.  You do not need to fill this space.

	


Section 8:
PROVIDING INFORMATION AND/OR ADVICE

Please attach copies of any information or advice that you want the education authority and independent adjudicator to consider in making their decisions and recommendations respectively.  Examples may include – letters relating to the education authority decision(s), educational plans for your child, reports on progress, reports from specialist professionals such as doctors or psychologists.

	Section 9:
DECLARATION
This is my reference for Dispute Resolution

I can confirm that ____________________________________ (insert young person’s name) lacks capacity and I am making a reference on their behalf.  (please delete if not appropriate)




	Signature


	

	Print Name


	

	Date


	


Final Checklist

	
	Have you completed every section?

	
	Have you included all the information you wanted to include?



	
	Have you attached a copy of any advice or information relevant to this application which you want us and the independent adjudicator to consider?


Education Authority contact:

Education Manager (Additional Support Needs, Psychology and Inclusion) 
Floor 2, Dundee House, 

50 North Lindsay Street, 

DUNDEE

DD1 1NL

FOR INDEPENDENT ADJUDUCATION ONLY:

	Date Received


	

	Case Officer


	

	Case Number
	

	Notes


	


NOTES TO HELP YOU FILL IN THE FORM
Section 1: Contact Details

This section provides details of who is applying for dispute resolution, the name of the child/young person who is the subject of the application, details of your supporter or advocate (if appropriate) and if you have applied for dispute resolution before.  You can get someone else to make the application for you but you must sign the application form.

Section 2: Can we help when contacting you?

If English is not the language generally used by the applicant, he or she can make a reference in his or her own language and we will arrange to get the documents translated free of charge.  This may add to the time it takes to handle the case but we will do our best to deal quickly with the request.  If the applicant has any other special requirements, please let us know.

Section 3: Details relating to the application

You should tick the appropriate box relating to either a decision of, or failure by, the education authority.  An assessment request means the request for education, psychological or medical assessment or examination.

Sections 4 and 7:

Please use these sections to state your case as briefly as possible and provide the necessary information and evidence for us and independent adjudicator to consider.  Each section should be no more that one A4 page.

Section 4: Summarise the circumstances leading to this application for dispute resolution

You can use this section to give details relating to the disagreement with the education authority’s decision and your views of its failure to fulfil duties such as having failed to provide to meet the additional support needs of a child who has dyslexia.

Section 5: Summarise the reasons for disputing the decision(s) or actions of the education authority

This section gives you an opportunity to explain why you think we are in the wrong.  You may want to provide details such as – what support is in place, what the school says about the child’s progress, why you think extra help is needed, what evidence you have to support your views?

Section 6: Ways of resolving the dispute

Here you should explain how you think the issue could be resolved.  What changes do you want and why?  What sort of help is required (for example, use of a computer that includes talk to text software and special arrangements in exams to help improve the learning of your child)?

Section 7: Views of the child

Where the child is able to, he or she should be given the opportunity to state his or her views in relation to the dispute.  S/he may want to write the views out or ask you to write them down for her/him.

Section 8: Provide evidence and background papers for the education authority and independent adjudicator to consider in make their decisions

You should include copies of any papers you feel are relevant to the case: eg, decisions/letters from the education authority, bites if annual review meetings, school progress reports, Individualised Educational Programme.

Section 9: Declaration

You should sign the declaration at the end.  If appropriate, you should sign the declaration where a young person lacks capacity and you are making the application on his or her behalf.
