
PE1381/H 
 
PUBLIC PETITIONS COMMITTEE CONSIDERATION OF PE1381: QUESTIONS ARISING FROM 
COMMITTEE MEETINGS 
 
Local Authorities (Highland, Glasgow, Fife, Shetland)— 
 What information / guidance or advice is made available to parents / schools with regard to the continued 

provision of education for children who are absent from school through long term ill-health? 

Response from Glasgow City Council 
 
Education Services in Glasgow maintains a service, Interrupted Learners Service (ILS), whose role it is to support 
children who are absent from school through long term ill health. 
 
Guidance (attached) is available for schools and is available on the Council’s intranet. Schools use the guidance to 
make a referral to ILS. The referrals tend to be made by Deputy Heads, Pastoral Care and Support for Learning staff. 
The referrals need to be authorised by the headteacher. All referrals are discussed with the parent/carer before being 
forwarded to ILS. In some cases, staff will share the guidance with the parent/carer and explain the process to them. 
Psychological Services will also make referrals through their connections with parents/carers. 
 
The referral form has a cover which describes the responsibilities of each party in the provision of tuition: the school, 
the ILS, the parent/carer and the child or young person. (see below.) A key role of the tutor is that of maintaining the 
contact between the pupil and parent/carer and the school and emphasising the importance of, and supporting a 
return to school.  
 
The ILS sources a tutor. This could be a teacher from the child or young person’s school, a sessional tutor who has 
offered their services to ILS or a full time member of the ILS team. For pupils who have long term health problems, 
most are supported by teachers from their school. The child or young person is offered two hours of tuition initially. 
This may be increased to four hours if the absence extends, the condition allows and if the tuition is taken up and 
productive. It can be increased if exams or transitions are imminent. Tuition will remain in place to support a phased 
return to school. 
 
Although most tuition for those with health conditions will take place at home, consideration of the venue is also made 
so that some tuition can occur in school during the day or after hours. Some tuition sessions can take place in local 
libraries if the health and condition allows. 
 
There are some pupils with chronic conditions which vary and so cause intermittent attendance eg asthma, Crohen’s, 
eczema. Arrangements are in place that tuition can be put in place by a teacher in the school when attendance is 
impacting on educational progress. 
 
When a tutor has been allocated, a letter is sent to the parent with details of this and some advice on preparing for the 
tuition. 
 
 
 



Interrupted Learners Service (ILS) 
  
The respective responsibilities of parties involved in Home Tuition are as follows: 
 

 

 
School Responsibilities 

 
 Retains responsibility for child or young 

person’s education 
 Arranges reviews 
 Provides an educational plan / ASP / CSP 

where appropriate 
 Provides resources to support plan 
 Assesses completed materials 
 Presents for examinations / exam 

arrangements / folio completion 
 Provides career advice 
 Retains responsibility for MC57 procedures 

 

 
 ILS Responsibilities 
 
 Support for Learning Role 
 Facilitates communication between 

pupil and school 
 Contributes to ongoing assessment 
 Drives the support plan in terms of 

resources & targets 
 Arranges for completed work to be 

assessed (by subject teachers) 
 Encourages parental involvement 
 Liaises with other agencies 
 Provides reports 
 Contributes to reviews / PLP 
 Prepares child or young person for 

the proposed placement / return to 
school 

 
 

 
Parent’s / Guardian’s Responsibilities 
 
 Hosts tutorials or attendance at venue 
 Arranges for a responsible adult to be in 

attendance 
 Ensures preparedness of the child or young 

person 
 Supports homework programme 
 Cancels tutorials with as much notice as 

possible 
 

 
Child or Young Person’s Responsibilities 
 
 Is prepared for tutorials 
 Cooperates with tutor 
 Completes homework programme to as 

high a standard as possible 

 
Two hours is the usual initial allocation of tuition. This may be increased if circumstances merit.  
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This guidance note provides a description of the process for arranging home tuition for children and 

young people who are unable to attend school for an extended period.

Rationale for Home Tuition
Home tuition aims to minimise the effects of interruption to education by supporting the re-engagement 

of the child or young person with education as soon as possible.  This could be a return to school or 

enrolment at an alternative establishment.

Home tuition is a limited and restricted educational support and therefore is not itself an alternative 

provision but a temporary intervention to support a return to education. The referring establishment 

retains responsibility for the education of the child or young person.

(The roles and responsibilities section lists respective responsibilities of the parties involved in tuition.)

Tutor reports will be forwarded regularly to the establishment. 

Home Tuition fits within the staged intervention framework at stage 3 or 4.

NB  (i)  Home tuition for children and young people who are excluded should continue 

to be arranged as described in the guidance of Management Circular 8.

  (ii)  Referrals for children and young people who are Looked After Away from Home 

should be discussed with the LAC Co-ordinator beforehand since they may be 

known to this team. The LAC Education Team is the more appropriate source of 

support for these pupils. (ILS and LAC liaise closely.)
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Who refers?

Back NextMenu

All referrals are made by the school in which the child or young person is enrolled. Each has to be 

authorised by the Head Teacher.

Referrals are not made by Psychological Services or Social Work Services.

Completed forms are sent directly to the Interrupted Learners Service.

Possible reasons for referral could be:  

•	 Medium	or	long	term	illness

•	 recuperation	from	an	operation	or	accident

•	 chronic	illness	leading	to	intermittent	attendance

 (There is a small cohort of chronically ill children and young people whose condition seriously affects 

attendance.  Tuition can be put in place promptly and flexibly when the school deems such an intervention 

is required. This tuition is usually carried out by a teacher from the school.)

•	 teenage	pregnancy	

•	 to	 supplement	 a	 part-time	 timetable	 as	 agreed	 by	 Area	 Education	 Manager	 (or	 their	

representative).

•	 to	assist	re-engagement	with	school	by	school	phobics/refusers.

 (This would be after the school has attempted to re-engage the pupil by in school supports.)

•	 to	support	the	transition	of	those	children	and	young	people	who	are	out	of	school	awaiting	an	

alternative provision including permanently excluded pupils and chronic school refusers.

Completed referral forms are sent directly to the Co-ordinator, Interrupted Learners Service by fax, 

post or electronically.

On the basis of information provided, the Co-ordinator will advise that tuition can be put in place and 

will arrange for this.

If the Co-ordinator considers home tuition is not appropriate or requires advice, he will send the referral 

on to the relevant Area Education Manager for consideration. (ILS proforma 2)

Every month the Co-ordinator sends each Area Education Manager a list of children and young people 

who are in receipt of tuition. 

What can be referred?

Decision process
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Venues for tuition

Home tuition can be arranged in a range of venues: home, local library, community centre, Psychological 

Service base, Social Work Office or in school.

There is a requirement that there is a responsible adult available so that the tutor is never alone in the 

venue with the child or young person.

Tuition in school after the school day by a teacher known to the child or young person can assist in the 

re engagement process and it aids communication about the curricular programme and progress. 

A full time tutor who has been supporting the child or young person for a time in another venue may 

attempt to move the tuition to the school to support re-integration. However, such tuition within the 

school will be a limited intervention.

Home tutors, no matter their specialism, should be considered as having a Support for Learning role 

in that they support a curricular programme provided by the school (usually literacy and numeracy).  

While an attempt is made to match subject and sector specialism needs with tutors, it is the sourcing 

and allocation of a tutor that is prioritised.

The allocation of a tutor is dependent of the availability of teachers and the circumstances of the 

individual case.

A. Tutors from the referring school

For most cases the preferred option of tutor is a teacher who works in the school.  The advantages are 

that the communication between school and tutor is eased, programmes can be adapted easily, tutorials 

can be put in place promptly and the child or young person has a tutor known to him or her.

There are some children and young people who are following specialist subject programmes who would 

benefit particularly from a tutor sourced in school. e.g.

•	 	Fifth	and	sixth	year	pupils	who	are	following	Higher	or	Advanced	Higher	courses	will	 require	

subject specialist support for the programme of tuition.

•	 Children	from	specialist	schools	or	with	bi-lingual	needs	should	be	tutored	by	teachers	with	relevant	

skills and experience.

The	referral	form	asks	if	there	is/are	(an)	identified	tutor(s)	from	the	school.

NB  Although a tutor is sourced in school, it is ILS that administers the allocation and deals with claim 

forms and arranges payment etc. 

Tutors

Three sources of tutors
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B.  Sessional Tutors

If a tutor from school is not available a tutor is sourced from a sessional, voluntary tutor list or from ILS 

full-time tutors if capacity allows. It is important to note that there are some areas of the City where it 

is easier to source sessional tutors than others.

Sessional tutors are teachers working for Glasgow City Council or on the supply teachers list who have 

volunteered their services to the Interrupted Learners Service. (This means that disclosure has been 

made and payment is facilitated.)

C.  Full-time Tutors

There is a small team of full-time tutors who tend to be directed to more complex cases of disengaged 

pupils where a flexible or more intensive approach is required.  There are some family or individual 

case circumstances which preclude after hours tuition. In such circumstances a teacher who is available 

during the day is deployed.

Both in school and sessional tutors are paid at supported study rate for tutorials provided and a small 

travel allowance is made.

Both groups are voluntary and may withdraw from tuition at any time. 

Tutors	negotiate	mutually	acceptable	arrangements	for	the	tutorials	with	the	parents/carers.

The Interrupted Learners Service provides tutors with a “Tutor Pack” of advice, claim and report forms. 

Completed claim forms are sent by the tutor directly to the Co-ordinator of the Interrupted Learners 

Service. Schools are not involved in the payment process.

Two hours of tuition is the usual allocation, but application can be made to increase this at the time of 

referral or at a later time by request to the Area Education Manager (or their representative).

A request for an increase requires to be justified in terms of an extended absence, closeness to exam 

timetable etc. The child or young person has to have been fully co-operating with and benefiting from 

any tuition already in place.

Payment

Time allocation
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Engagement with home tuition

Experience demonstrates that the vast majority of parents, carers and children and young people 

appreciate the tuition sessions. Tutors also report that teaching one to one is very rewarding.

However, there is a small minority of children and young people and families who are not co-operative 

with the service. In such circumstances, after reasonable attempts at engagement by the tutor, the Co-

ordinator,	ILS,	will	send	a	letter	to	parents/guardians,	copied	to	referrers	and	interested	agencies	to	

encourage engagement with the service. If this does not lead to engagement, a letter withdrawing the 

tuition is issued with a proviso of resumption if circumstances change. These letters allow all involved 

agencies to know that home tuition is not in place and that another intervention is required. The Area 

Education Manager is also informed of non co-operation with tuition.

Attached are the referral form and a summary describing the respective responsibilities of those involved 

in the tuition.

Please select by clicking the title of the form you require below.

Referral for Home Tuition

Roles and Responsibilities

ILS Proforma 1 Form

ILS Proforma 2 Form
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Interrupted Learners Service

Roles and Responsibilities

Glasgow City Council: Education Services

Establishment Responsibilities

•	 Retains	responsibility	for	child	or	young	
person’s education

•	 Arranges	reviews

•	 Provides	an	educational	plan	/	ASP	/	CSP	
where appropriate

•	 Provides	resources	to	support	plan

•	 Assesses	completed	materials

•	 Presents	 for	 examinations	 / 	 exam	
arrangements	/	folio	completion

•	 Provides	career	advice

•	 Retains	responsibility	for	MC57	procedures	
and ensures ILS staff are given appropriate 
information	 if	 there	 are	 child	 welfare/
safety concerns

 ILS Responsibilities

•	 Support	for	Learning	Role

•	 Facilitates	 communication	 between	 pupil	
and school

•	 Contributes	to	ongoing	assessment

•	 Drives	 the	 support	 plan	 in	 terms	 of	
resources & targets

•	 Arranges	for	completed	work	to	be	assessed	
(by subject teachers)

•	 Encourages	parental	involvement

•	 Liaises	with	other	agencies

•	 Provides	reports

•	 Contributes	to	reviews	/	planning

•	 Prepares	 child	 or	 young	 person	 for	 the	
proposed	placement	/	return	to	school

•	 Liaises	as	appropriate	with	establishments	
in	relation	to	MC57	procedures

Parent’s/Guardian’s 
Responsibilities

•	 Hosts	tutorials	or	attendance	at	venue

•	 Arranges	for	a	responsible	adult	 to	be	 in	
attendance

•	 Ensures	preparedness	of	the	child	or	young	
person

•	 Supports	homework	programme

•	 Cancels	 tutorials	 with	 as	 much	 notice	 as	
possible

Child or Young Person’s 
Responsibilities

•	 Is	prepared	for	tutorials

•	 Cooperates	with	tutor

•	 Completes	 homework	 programme	 to	 as	
high a standard as possible
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ILS Proforma 1

This referral form should only be completed by the child or young person’s school.

Name of Child/
Young Person:

Date of Birth: Stage:

Parent/Guardian: Address:

Contact Phone:

Referral for
HOME TUITION

NB If the child or young person is  Looked After (away from home) the referral should be
discussed with the Co-ordinator of the Looked After Education Team before completion.

Name of
Establishment:

Education 
Area:

Mobile:

Long-term illness

Grounds for Referral

Accident

Chronic Refusal/Phobia

Pregnancy

Behaviour

Awaiting alternative placement

Other

Submitted reports/documents (as appropriate)

PRF

ASP/CSP

JAT/ISG

JAT/IST Minutes

SW Report/Case Plan

Psychological Service

Intergrated Assessment Framework

Other

Other

Other

Anticipated Duration

YES
This referral has been discussed and agreed with the parent(s) or guardian(s)?

NO
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ILS Proforma 1

Agency

Other agency involvement

Contact Phone

Has school identified a possible tutor?

YES NO

If YES, please give tutor’s name

Given that the tutor will be a lone worker, would you advise an alternative venue to pupil’s home?
YES

NO

If YES, please give suggested venue(s)

Description of suggested curricular programme

•	 Input	information	to	school	records

•	 Host	review	meetings	as	appropriate

•	 Support	the	development	of	the	curricular	programme

•	 Arrange	subject	assessment	if	required

School contact who will:
Name

Referral authorised by Head Teacher Date

page 2

Designation

Phone

Forward completed forms and related reports to : John McGee
Co-ordinator
Interrupted Learners Service
c/o	Kelvinhaugh	Primary	School
20 Sandyford Street
Glasgow G3 8QJ

Phone:			0141	334	4895
Fax:							 0141	334	4895
Email jmcgee@ils.ea.glasgow.sch.uk
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ILS Proforma 2

For ILS/AEM use ONLY

Name of Child/
Young Person:

Date of Birth: 

Address:

Referral for
HOME TUITION

Tuition in place?
YES

NO

Tuition advised by:

(Co-ordinator, ILS)

Date: 

Tuition (2 hours) may be put in place at this point by ILS pending agreement by Area Education Manager. 

Otherwise the form will be referred on to Area Education Managers for his or her consideration.

Tuition awaiting Area Education Manager decision
YES

NO

Summary of Issues

To Area Education Manager

Referral: Accepted

Rejected

Tuition authorised by
(Area Education Manager)

Date

YESCopy to Head Teacher

Area Education Manager Decision (Comments)
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