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 Running the report 

  Use this guidance in conjunction with the generic SAM guidance (1. Running School Reports). 

To identify which children / young people are currently known to have a school organised 

reduced timetable/alternative provision package please run the following report: 

 
 

  After running the report, it will open in whichever format you have chosen. 

 

 

 

 

 

 Completing the form 

  Use this guidance in conjunction with the generic SAM guidance (2. Completing SAM Online 

Forms). 

After locating the correct child/young person, along the right side is a drop-down bar, choose 

option ‘Reduced Timetable / Alternative Provision: Notification/Review’ and then click ‘Add’ 
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Then Start

 

  Firstly, you will need to provide your details in case we need to contact you. 

 

Press Next, On the following screen in the Reason for submitting form box select the following: 

Notification of new AP/RTT package: if the (Child/Young Person) CYP did not appear in the 

previously run report and you wish to notify the LA that the CYP has an RTT and/or AP 

package. 

Review – Continue with AP/RTT package: use this option if a review has taken place and the 

package is continuing for the CYP. Include any changes in the form. 

Review - End of AP/RTT package: if a CYP is no longer on an AP/RTT package. 
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Then record the information about the Reduced TT / Alternative Provision Package. 

 

 

Once completed press Submit. 

 

 


