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Guidance on completing an Annual Review process for an Education, Health and Care Plan.
It is the local authority’s statutory duty to complete an annual review for every child/ young person with an Education, health and Care Plan.  

They must be reviewed, as a minimum, every 12 months.  In some circumstances reviews might have to be carried out earlier (for example for younger children or due to significant change in needs) 
Reviews should:

· Focus on and monitor progress towards outcomes and longer term aspirations 

· Consider if outcomes and supporting steps remain appropriate 

· Gather information about strength and needs across education, health and care (as relevant) 

· Assess effectiveness of provision 
· Consider 

· The continuing appropriateness of the EHC plan in the light of the child/young person’s progress or changed circumstances 
Note: During the year the educational setting will monitor progress towards outcomes specified in the EHCP. Smaller steps helping to achieve the outcomes will be regularly monitored.  The frequency of these reviews will be agreed for individual children/young people and will depend on their individual circumstances.
Review process
1.  Before the meeting:

In the vast majority of cases, the child’s young person’s educational setting is responsible for 

· Organising and coordinating the meeting 

· Inviting attendees  

· Sending out reports and any other written contributions; these should include child/young person views, parental contributions, educational setting report and any other reports from professionals involved in supporting the child/young person. 

Child /young person – must give their views about their dream and aspirations.   The views should be presented either by the child/young person during the meeting or if they do not wish to attend the meeting by a presentation that they have prepared before the meeting (Appendix C) 
Parents/ carers – Parents/ carers should be encouraged to complete Appendix B or write their own contribution which will express their views. 
Educational staff and other professionals involved with the child/ young person – should complete analysis, evaluation and investigation into the success of the provision put in place.  If needed, additional assessments or observations may have to be carried out.  
Attendees to be invited to the annual review meeting:

· The child/young person 

· The child’s parents/ carers (if the child is looked after by the local authority the child’s social worker and the residential care worker or foster parents should be invited, as appropriate) 

· A relevant teacher, who may be the child’s class teacher or form/year tutor, the SENCO, or some other person responsible for the provision of education for the child

· A representative from the placing LA (in Ealing SEND coordinator) 

· Any other person who the child/young person, the parent, educational setting or the LA consider appropriate. 
2.  The Annual review meeting
Person Centred Planning practice recommends that the voice of the child should be considered first in the meeting. Other aspects of the meeting can then be discussed with the context of the child’s wises. 

All present at the meeting, especially child/young person and the parents/ carers should be given opportunities to express their views about all aspects of the review.  

3.  After the review meeting 

Annual review report should be completed by the educational setting as soon as possible and send to the SEN Assessment Service. 
· Al relevant documents should be attached 

· Report should be fully completed, signed and dated

· For all young people in year 9 and above the annual review report must contain information about planning for adulthood. 

The same process applies to children or young people who do not attend an educational setting.  The responsibilities of the setting become the responsibility of the local authority and the SEND coordinator will take on the role of initiating and chairing such reviews. 

Summary of the annual review timeline 

	Activity
	Timeline 

	Reports circulated before the AR meeting 
	2 weeks before the meeting date 

	Invitations sent out 
	2 weeks before the meeting date 

	Annual review meeting 
	Arranged within the 10th month of the date of issue of the EHC plan or previous review) 

	Annual review submitted to the Local authority 
	1 week after the meeting date 

	Parents informed about the local authority decision
	4 weeks after the date of the review meeting (and within 12 months of the date of issue of the EHC plan or previous review) 

	If amendment agreed, amendment notice issued 
	4 weeks after the date of the review meeting (and within 12 months of the date of issue of the EHC plan or previous review)

Parents have 15 days to consider 

	Final amendments agreed, final amended EHCP issued 
	8 weeks from the amendment notice 


Types of reviews 

	Type of EHCP review 
	Comments/timescales 

	Early years EHCP reviews – age 0-5 
	Reviews should take place every 3-6 months, as appropriate.

	Transfer between phases of education:

Early years – primary school 

Infant school – junior school

Primary school – middle school 

Primary school – secondary school 

Middle school – secondary school 
	Final EHCP/ amended final EHCP must be issued by 15th February in the calendar year of the transfer between schools

	Transfer from secondary school to post 16 institution, apprenticeship
	Final EHCP/Amended EHCP must be issued by 31st March in the calendar year of the transfer.

In some cases, young people may not meet the entry requirements for their chosen course or change their minds about what they want to do after the 31st March.  Where this is the case the local authority should review the EHC P with the young person a soon as possible, to ensure that alternative options are agreed. 

Note: for placements staring in September 2015 the transition process must be completed by 31s may 2015.
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Child/ young person details 

	 First name:

Surname:

Date of birth:

Address 




Postcode:

Tel:

Mobile:

Email: 


	Parent/ carer (1)
First name:               Surname:
Address (if different from child/young person)

Postcode:               Tel:

Relationship to child/ young person:

Parental responsibility:

Yes
No

Parents first language:

Is an interpreter required for meetings? Yes
No
Parent/ carer (2)

First name:                    Surname:

Address (if different from child/young person)

Postcode: Tel:

Relationship to child/ young person:

Parental responsibility:

Yes
No

Parents first language:

Is an interpreter required for meetings? Yes
No

Other adults with responsibility for the child/ young person

First name:                                 Surname:

Address (if different from child/young person)

Postcode:    Tel:

Relationship to child/ young person:


Contributors to annual review: e.g. child/young person, parent /carer, headteacher/SENCO, teacher, TA, social worker, health professional 

	Name 
	Role 
	Invited to review meeting?
	Provided

written advice?

(if yes pls attach) 
	Attended review meeting? 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	

	Summary of annual review discussion 

- PLEASE SUMMARISE PUPIL’S AND PARENT’S VIEWS FIRST



	


	SUMMARY of key action points AND RECOMMENDATIONS from Annual Review meeting 

If there are any recommendations to amend, the annotated EHCP should be attached 

Note – any recommendations to amend the Plan must be evidence based and supported by relevant assessments and/or professional reports.



	



	Travel arrangements
Please describe current travel arrangement and the child/young person is ready for travel training or any other recommendations around travel

	


This report should be signed by the headteacher/principle of the pupil’s school, unit, nursery or college and must be returned within 1 week of the ANNUAL REVIEW meeting date.

This form must be sent with:

· A copy of all the written advice received (e.g. child/young person, parent/carer other agency reports) 
· A copy of any to the  relevant school information 

· A copy of transition plan/option analysis for young people in year 9 and above 
This form must also be circulated to the child’s parents /carers and/or young person and anyone who contributed to the meeting in writing or in person.

Name_______________________________________ Date___________________                              

Signed__________________________________                                         

Position_____________________________________________________  

Please return the completed AR form to: SENAS@ealing.gov.uk 

As an alternative you can send the AR form via post to: 

Ealing Service for Children with Additional Needs
SEND Assessment Service

1st Floor

Carmelita House

21-22 The Mall

London W5 2PJ

Ealing Local Authority
Appendix A - REPORT for ANNUAL REVIEW OF EHC Plan
Educational setting report

	Main Area(s) of SEN – please number in order of importance

	Cognition and learning
	Communication and Interaction
	Sensory and/or physical needs
	Social, emotional and mental health 
	Other

	MLD
	SLD
	PMLD
	SpLD
	SLCN


	ASD
	VI
	HI
	MSI
	PD
	
	


Attainment data (please use appropriate table)

EYFS
	
	Nursery 1
	Nursery 2
	Reception

	Personal, Social Emotional Development
	
	
	

	Communication, language and literacy
	
	
	

	Mathematical Development
	
	
	

	Knowledge and understanding of the world
	
	
	

	Physical development
	
	
	

	Creative development
	
	
	

	Total
	
	
	


Primary

	
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Year 6

	S and L
	
	
	
	
	
	

	Reading
	
	
	
	
	
	

	Writing
	
	
	
	
	
	

	Maths
	
	
	
	
	
	


Secondary

	
	Year 7
	Year 8
	Year 9
	Year 10
	Year 11
	Year 12

	S and L
	
	
	
	
	
	

	Reading
	
	
	
	
	
	

	Writing
	
	
	
	
	
	

	Maths
	
	
	
	
	
	


	ANALYSIS OF ACADEMIC PROGRESS - please comment on progress over key stage and over last 12 months with reference to DFE national expectations of progress and the DFE Progression Guidance.

	


	ANALYSIS OF OTHER PROGRESS (including social, emotional, physical as relevant) 



	


	SUMMARY OF ADDITIONAL PROVISION PUT IN PLACE THIS YEAR – 20_____/____



	School resources used £______________

EHC Plan top up funding of  £____________ 



	What was the expected outcome

Please use a SMART target
	Programme of additional provision
	Who delivered this?

EG: SENCO; HLTA; TA 
	How often?
	How long was it for? 
	Group size?


	Effectiveness 

Please give reasons for success or lack of success
	Total cost

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Ealing Local Authority

Appendix B - REPORT for ANNUAL REVIEW OF EHC Plan

Parent/Carer Comments
Child’s Name              ………………………………………………………..

Each year there is an Annual Review of your child’s special educational needs to review how his /her progress and how their needs are being met. Your views are important. You can use this form to record your views, or you can send your own report to the school. Please attend the meeting 

	What’s working well for you when supporting ****?

What’s not working well for you when supporting ****?

What are your aspirations for the future for ****?

What else would you like to say 


   Signed           ……………………………….   Name             ………………………………                                                  Date               …………………………….

Thank you for your time. Please return this to the head teacher / SENCO of your child’s school two weeks before the Annual Review meeting.
Ealing Local Authority

Appendix C - REPORT for ANNUAL REVIEW OF EHC Plan

Pupil Comments
 Dear ____________________

You are invited to attend the annual review of your progress on __________________ 

This meeting is a chance for you to say what you feel about your school and learning. An adult or a friend can help you if you like and/ or come with you to the meeting. Read the questions on this paper and decide what you think then write it down.

    A.    Last Year
What things did you like most doing?

What did you do best?

What helped you to learn or get on better?

What things didn’t you like doing?

What did you find difficult?

B.   Next year at school including secondary transfer for year 5 & 6 pupils

What things do you want to do better?
What things do you need help with?

 Are you worried about anything?

 Would you like to talk to anyone else?

 Do you want to continue having the same sort of help, or would you like something to change, eg more/ less support or a new school?

Signed                                                             Helped By                                                                       Date
Child/Young Person Name:


D.O.B:


Year Group:


Name of the educational setting:





Date of the last review 


Date of this year review:





Key Stage transfer review						YES/NO 


Transition review 							YES/NO 


Summary of recommendations – delete as appropriate


Maintain EHC Plan 							YES/NO


Amend EHC Plan 				 			YES/NO 


Amend placement (Section I) 					YES/NO


Cease EHC Plan 								YES/NO


Year 9+  - transition to adulthood options discussed  	YES/NO








Summary of recommendations – delete as appropriate





Maintain EHC Plan 					YES/NO


Amend EHC Plan 				 	YES/NO 


Amend placement (Section I) 			YES/NO


Cease EHC Plan 						YES/NO


Year 9+  -  transition to adulthood options discussed  	YES/NO
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