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Notes for schools

Advice on preparing for and conducting Annual Reviews is clearly laid out in Section 9 of the SEN & Disability Code of Practice January 2015. 

It may be helpful to you to note the following points:

· The purpose of the Annual Review is to make sure that at least once a year the parents, the child/young person, the Local Authority, the school and all the professionals involved monitor and evaluate the continued effectiveness and relevance of the provision set out in the Education, Health & Care Plan. (EHCP)  
· The Local Authority must review an EHCP within 12 months of issuing the Plan or the previous Annual Review.
· The Annual Review may be brought forward, in consultation with parents, if there are significant areas of concern e.g. a risk of exclusion and therefore the need for the school to examine their own arrangements and targets, rapid change of need or the recommendation from a previous review.

General procedures

The LA will write to all educational settings each year to request the meeting dates for children or young people requiring Annual Reviews.

The Code of Practice Chapter 9 requires that schools: - 
· Must invite the child’s parents or young person, a representative of the school or other institution attended, a local authority EHC Review Officer (but acknowledge that it will not always be possible for that person to attend), a health service representative and a local authority social care representative. They must be given at least two weeks’ notice of the date of the meeting. Other individuals relevant to the review should also be invited, including youth offending teams and job coaches where relevant. In Oldham the EHC Review Officer will normally attend Y5 and Y10 Transition Reviews. They will attend in other years if there are significant areas of concern.  
· The Year 9 Annual Review requires the setting up of a Transitional Plan in conjunction with a Personal Advisor provided through the Positive Steps Service, and it must be reviewed at subsequent Annual Review meetings.  This Review, in particular, should follow a Person Centred Approach. The EHC Officer would not usually attend this Review.  
· The preparation done through the Positive Steps Service from the Y9 review will identify potential FE providers, who should be invited to the Y10 (if appropriate) and Y11 reviews so transition can be put in place.
· Schools should circulate all written reports to the parents and all those attending the meeting at least 2 weeks before the date of the meeting.  Parents can get particularly frustrated if presented with reports as they arrive at the meeting and this is not good practice. 

If a parent has difficulty in expressing their views or with reading, the school should offer direct help or suggest that the parent contacts the Special Educational Needs and Disability Independent Advice Support Service on 0161 667 2055.  If the first language of the parents is not English, efforts should be made to translate paperwork and provide an interpreter for the Review meeting where possible.  

The importance of the increased involvement of the pupil in the whole process is explained in Section 9 of the Code of Practice. The pupils should be encouraged to attend at least part of the meeting and this could be decided in discussion with parents. 
It is important that every parent/carer of pupils in year 5 expresses a preference for a place in a mainstream school even if they wish to consider placement of their child in a special school, except in a small number of cases.  Not all requests for a place in a special school are agreed and every parent must indicate the mainstream school of their preference.  Where pupils are being considered for post 16 provision parents and pupils should investigate local further education and sixth form colleges and seek advice from their Personal Advisor. 

When children/young people are looked after (LAC) by the local authority it is important to establish who holds parental responsibility (PR) (e.g. birth parent with social worker, or social worker) and ensure that they contribute to this process.  Where parental responsibility is shared both parties must be in agreement re planning for the next placement.  It is highly unlikely that foster carers or residential care workers will hold PR and therefore important that, whilst they may be involved in any decision making process, they liaise with and gain agreement from birth and corporate parents.

When options are being considered at transfer reviews it is advisable to also discuss transport implications with parents/carers to ensure that they understand the Local Authority’s policy and are aware that transport will not be provided if they choose a school that is not the nearest appropriate type of provision to the pupils home address.  Further information is available from the Integrated Transport Unit on 0161 770 4771/1649.
NOTES FOR COMPLETION OF THE ANNUAL REVIEW DOCUMENTATION
1. Detach this introductory section prior to submitting documentation to the LA.
2. Complete Section One and circulate it to all advice givers and the LA at least 2 weeks prior to the date of the AR meeting.

3. Complete Section Two following the AR meeting and circulate to all advice givers and the LA within 10 school days of the meeting or the end of the term, whichever is earlier.

4. Where you are given the option to delete sections that are not applicable, you should do so, to keep the documentation succinct and relevant.

5. Most of the boxes will expand and contract to match the content.  Again, to ensure that the document is as succinct as possible, please avoid unnecessary wasted space throughout.
Annual Review of Education, Health & Care Plan 
Section One
SECTION ONE TO BE COMPLETED AND CIRCULATED AT LEAST TWO WEEKS BEFORE THE DATE OF THE REVIEW MEETING
	SCHOOL
	

	PUPIL
	

	PUPIL’S DATE OF BIRTH
	

	EHCP REVIEW OFFICER
	

	DATE EHCP ISSUED
	

	TEACHER CONDUCTING THE REVIEW
	

	DATE OF REVIEW MEETING
	



	1. GENERAL INFORMATION


	Child’s surname:


	Other names:


	DoB:
Age:

	Home address:



	NCY 

Group:
	
	Is child in correct chronological age group?
	

	Is child Looked After?

By which Local Authority?


	
	If child /YP is looked after, is there a current Personal Education Plan?
Date of PEP.
	

	Parents/Carers’ name(s):

	Relationship to child:
	Tel. No:

	Address of parent (if different from above):


	Present school:

	Date of entry:

	School contact:

	Tel. No:


What are the pupil’s current special educational needs according to the EHCP? (Please mark only one primary need P, tick other educational needs as appropriate.
	Learning Difficulties (LD)
	
	Specific Learning Difficulty (SpLD)
	

	Severe Learning Difficulties (SLD)
	
	Multi-sensory Impairment (MSI)
	

	Speech, language and communication difficulties (SLCN)
	
	Profound and Multiple Learning Difficulty (PMLD)
	

	Autistic Spectrum Disorder (ASD)
	
	Hearing Impairment (HI)
	

	Social, Emotional and Mental Health (SEMH)
	
	Physical Disability (PD)
	

	Medical difficulties (MED)
	
	Visual Impairment (VI)
	

	Any additional Needs:




	Attendance

	Percentage attendance in the current academic year (please attach log):
	


	Exclusions (please attach PSP if one is in place):

	Total cumulative no. of days fixed term exclusion from school since date of admission:
	
	Details of fixed term exclusions, including length of exclusions(s) since Statement or last Annual Review (whichever most recent):
	


	Children From Other Local Authorities

	Is the child’s EHCP maintained by another LA?
	
	If so, which? 
	


	2. ALL THOSE INVOLVED WITH CHILD’S CURRENT EHCP WHO WERE INVITED TO CONTRIBUTE


(If not attending report must be attached)

	Status


	Name


	Invited
	Report circulated prior to meeting

	Child/Young Person 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Parent/Carer


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Headteacher/
SEN Co-ordinator
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Class Teacher/ Tutor


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Support Teacher/ Teaching Assistant
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	ACNS support
QEST, HI, VI, PD (please list)
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other Oldham Children’s Service representatives 

e.g., Educational Psychology, Social Care(please list)
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Health Service Reps.

e.g. Doctor, S&LT, OT, Physio, School Nurse, CAMHS

(please list)

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Careers/

Positive Steps
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other
e.g. Parental supporter/Key Worker (please list)

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	3. PUPIL PROFILE (as at date of Review)


Schools should complete the relevant sections as appropriate 
NB Delete any charts which are not applicable to the review

National Curriculum (And Other) Attainment Assessments

	Standardised Assessment and Attainment



	Subjects
	Formal results at the end of Key Stage (KS_)
	Current NC/P Levels

Teacher Assessment

	English- reading
	
	

	English- writing
	
	

	Mathematics
	
	

	Personal, social and emotional development (if relevant)
	
	


	Standardised attainment tests for reading, spelling, numeracy, comprehension

(Please include a recent assessment when child’s needs focus on literacy)

	Date
	Chronological Age
	Test given
	Result
	Age Equivalent/percentile

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


OR

	Nursery & Reception Pupils (Foundation Stage)



	Observation/Assessment
	Competency/Assessment Score

	Communication & Language

	

	Physical Development

	

	Personal, Social & Emotional Development

	

	Literacy

	

	Mathematics

	

	Understanding the World

	

	Expressive Arts & Design 
	


	4. CURRENT RESOURCING AND ARRANGEMENTS


	Special Educational Provision:  Approaches and resources including equipment provided to achieve EHCP Outcomes (please relate information specifically to the outcomes in the EHCP)

	Staffing - Explain how any individual support is used, including therapies, how often it takes place, for how long and the nature of the support.

	Type of provision currently
received by this pupil
	Number of
hours per week
	Who is providing this?

	In class support – in addition to what is ordinarily available

	
	

	Individual withdrawal 


	
	

	Pair/Small group teaching (number in group)

	
	

	Other e.g. SLT, OT, Physio., (please specify)

	
	

	Details of any other arrangements (e.g. external agencies, work experience, PRU placement, College link arrangement etc):
	
	


	5. PROGRESS ACHIEVED and MONITORING ARRANGEMENTS 


NB If the child has no identified needs in one or more areas, please delete that section
	Progress achieved since last Annual Review
	Target from last review (as per 9.167 of C.O.P)
	Progress made
	Linked to outcome

	Communication/Interaction


	
	
	

	Cognition & Learning


	
	
	

	Social, Emotional & Mental Health

	
	
	

	Physical/sensory


	
	
	


Annual Review of Education, Health & Care Plan

Section Two
SECTION TWO TO BE COMPLETED AND CIRCULATED NO LATER THAN 10 SCHOOL DAYS AFTER THE ANNUAL REVIEW MEETING OR THE END OF THE SCHOOL TERM, WHICHEVER IS EARLIER.
	SCHOOL
	

	PUPIL
	

	PUPIL’S DATE OF BIRTH
	

	EHCP REVIEW OFFICER
	

	TEACHER CONDUCTING THE REVIEW
	

	DATE OF REVIEW MEETING
	


	1. ALL THOSE INVOLVED WITH CHILD’S CURRENT I.E.P. INVITED TO CONTRIBUTE


	Status


	Name


	Invited
	Present
	Report circulated prior to meeting
	Report

attached

	Pupil 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Parent/Carer


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Headteacher/
SEN Co-ordinator
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Class Teacher/ Tutor


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Support Teacher/ Teaching Assistant
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	ACNS support
QEST, HI, VI, PD (please list)
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other Oldham Children’s Service representatives 

e.g., Educational Psychology, Social Care(please list)
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Health Service Reps.

e.g. Doctor, S&LT, OT, Physio, School Nurse, CAMHS

(please list)

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Careers/Positive Steps

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other
e.g. Parental supporter/Key Worker (please list)

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	2. PERSON CENTRED REVIEW NOTES


	LIKE AND ADMIRE

	Child/young person
	Parent/carer
	Setting/School/

College
	Other

	
	
	
	


	IMPORTANT TO AT PRESENT

	Child/young person
	Parent/carer
	Setting/School/

College
	Other

	
	
	
	


	IMPORTANT TO FUTURE

	Child/young person
	Parent/carer
	Setting/School/

College
	Other

	
	
	
	


	IMPORTANT FOR AT PRESENT

	Child/young person
	Parent/carer
	Setting/School/

College
	Other

	
	
	
	


	IMPORTANT FOR FUTURE

	Child/young person
	Parent/carer
	Setting/School/

College
	Other

	
	
	
	


	WORKING WELL

	Child/young person
	Parent/carer
	Setting/School/

College
	Other

	
	
	
	


	NOT WORKING WELL

	Child/young person
	Parent/carer
	Setting/School/

College
	Other

	
	
	
	


	3. AGREED OUTCOMES FOR THE FORTHCOMING YEAR & MONITORING ARRANGEMENTS 


NB If the child has no identified needs in one or more areas, please delete that section
	
	New targets for next year – to guide EHCP revision (as per 9.167 of C.O.P)
	Monitoring arrangements
	Linked to outcome (please highlight new outcomes to be added)

	Communication & Interaction


	
	
	

	Cognition & Learning


	
	
	

	Emotional, Social & Mental Health

	
	
	

	Physical/sensory


	
	
	


	4. PROPOSED RECOMMENDATIONS/CHANGES/FURTHER ACTIONS


	Does the EHCP accurately reflect the child’s educational needs?
	

	If No - has the Primary Need changed?
	

	Are the outcomes in the EHCP still valid?
	

	Does the provision/support need to change?
	

	Proposed changes to level of support

	

	Proposed changes to type of placement

	

	Supporting evidence must be provided where there is a request for changes to the EHCP, outcomes, provision, support or placement.



	
	Amount
	Detail



	a. Does the child /young person have a personal budget?

If no, would the child/young person like to explore the option of having a personal budget –     YES   /   NO
please delete as appropriate
	
	

	b. School-based SEN resources?

	
	

	c. Educational top-up funding?

	
	

	d. Continuing Healthcare funding?

	
	

	e. Social Care Direct Payments?

	
	

	f. Any other resources?

	
	


	Has the child made progress against the EHCP outcomes? If no, please state reason why/or comment further
	

	Could the level of individual EHCP pupil support be reduced due to progress?
	


	Further comments




	Non-Educational Provision i.e. Part G, H1 and H2 of the EHCP

	Summary of current non-educational arrangements, resources and provision provided by Health and/or Social Care (incl. therapies, medication). Please list any other provision for this pupil, not already identified above

	

	Is current non-educational provision appropriate to meet child’s needs?

	If no, please comment on what needs to be provided and by whom (i.e. Social Care or Health Authority) and who will be the lead professional




	Please detail the current arrangements re Home to School transport (if any)
	

	Do the current arrangements remain appropriate?
	

	Is a change to the current transport arrangements proposed?
	


Please detail any specific transport needs

	

	


The Authority will notify its decision(s) on these recommendations to parents in writing, copied to all concerned

	Date by which next Annual Review should be held
	


	Review report completed by:
	
	Date:

	Signed:


	(Headteacher)


Schools should send a copy of the completed Summary Report, Section 2, together with a copy of all the advice and reports provided for the Review Meeting to all those invited to attend the meeting. This should be done no later than 10 school days after the Annual Review meeting OR by the end of that school term, (whichever is the sooner).  The report should also be emailed to The Access Service at ehcinfo@oldham.gov.uk, to enable the Local Authority to consider the recommendations and review the child’s EHCP if necessary.
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