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Early Years 
Transition Information 








1. Transitions for children with Special Educational Needs and/or disability: from home into an early years setting; changing between providers; or moving from a setting into school.
It is important that when children start in a setting or move from one setting to another (at any stage of their childhood) they have a comprehensive transition which includes the passing on of all relevant information about them personally, socially, emotionally and academically to the new provision as this helps the receiving practitioner to better anticipate and therefore be able to meet their needs and gives rise to better outcomes, ensuring the best possible chance of a smooth transition and a successful placement.

Transition for all children

Transitions should be seen as a process not an event and should be planned for and discussed with children and parents. Settings should communicate information which will secure continuity of experience for the child between settings.

Early Years foundation Stage Practice Guidance, 2008

If transition is a process, the key to its success lies in the preparation and planning beforehand and the settling in, or follow up, afterwards.

The voice of the child

Transition is a time of change and can be a source of both excitement and anxiety for children and for their parents/carers. Throughout the transition process, young children need to feel secure and confident that their needs, wants, likes and dislikes will be understood.

Early years providers [.....] should know precisely where children and young people with SEN are in their learning and development. They should ensure decisions are informed by the insights of parents and those of children [.....] themselves.

DfE and DH (2015) SEN and disability code of practice: 0-25 years, para 1.25

Young children are dependent on the adults around them to share this important information. Practitioners and parents should be encouraged to share their observations of children’s choices, and the preferences reflected in these, at every stage. Respecting the different ways in which children communicate, toys, pictures, photographs of people and settings, creative role play using puppets and dolls in different scenarios, can all be used to promote communication and enable children to express their views.

Transition into a setting/new environment

Planning and preparation for transition may involve a range of different elements, though these are not necessarily separate activities. They are likely to include:

· establishing relationships
· sharing information
· visits
· creating continuities
· preparation in the setting
· training and support
· settling in and follow up

Transition and settling into your environment/setting
Transition should also be considered and valued in respect of settling in and including new children into your setting. It is crucial to gather and obtain as much information with regards to the child’s individual requirements prior to the child starting at the setting, in order to make any adjustments or adaptations that will support the inclusion of the child.

On entry you may find it useful to ask the following questions to parents/carers:

· Does your child have Special Educational Needs and or a Disability?
· Does your child have any specialist professionals involved e.g., SALT, Physio, OT, Paediatrician, Community Nursing team? Names and contact details
· Does your child have Social Care, or Early Help involvement?
· Is there a Story So Far, CIN plan or CP plan in place?
· Who is your HV? And when did the HV last make contact?
· Do you have any concerns regarding your child’s learning or development?
· Has your child attended any other childcare setting? Which? Are there any ILDP’s in place?

All parents/carers should be informed of the role of the SENCO, Early Identification, Inclusion and supporting individual children within your setting.

If concerns regarding the child’s learning and development are shared or identified, then the Early Identification and Graduated Approach should be followed.

Supporting families of children with SEND

It is important to recognise that transitions can be more difficult for children with special educational needs and/or disabilities. Therefore, when you are considering moving a child into a different room in your nursery or their transition to school, careful planning should be considered and managed to ensure the child’s individual needs are supported.

Most families will have their reception place confirmed around April; therefore, it is vitally important to begin to make plans for their transition as soon as possible after this date.

A person centred transition meeting is an ideal opportunity to enable you to share information about the child’s likes, dislikes, what works well and what support is needed. The meeting should involve the child’s key person, the nursery SENCO (if possible) the child’s parents, staff from the new school and any other professionals involved. This will ensure that all the relevant information is shared, and the transition period is planned carefully with all parties involved clear of the process and what they can do as individuals to support the child.

It is also important that with parental consent, you share your records of SEN support, ILDP’s and development assessments to illustrate what progress the child has made and identify the ongoing support they will need. During the meeting you can decide at what point the information will be transferred to the new setting.



















[bookmark: _Toc69394791]2. Early Years guidelines for supporting transitions  

· Ensure the child’s full details are recorded accurately
· Use appendix 1 meeting agenda page 13 to support chairing the transition meeting 
· 	Ensure all attendees have completed and signed page 8
· When considering actions on page 9 priority must be given to what will best support the transition phase and the settling-in process
· Ensure the identified actions page 9 are SMART (specific, measurable, achievable, realistic and time bound)  
· Ensure each action agreed on page 9 has the initials of the person responsible for carrying it forward inserted in the action number column.
· For consistency include actions for parents / carers / guardians across home and setting where possible
· When completing the action plan (page 9) the early year’s representative must pay attention to the pre-settling-in arrangements for the child
· At the 6–8-week settling-in review pg.14 complete the review then a Short-Term Plan (STP) is to be initiated to support areas of need 
· At the end of a transition phase ensure that the whole document is forwarded to the receiving/setting/room if the child is remaining within the same setting and a copy saved in the child’s electronic file 
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	Which Transition phase 
is the focus (circle or delete)
	
In -Transition - home to setting  


	
Between Phases - room to room

	Setting name 
	
	Name of the SENCO
	

	Child’s Name
	
	Date of Birth
	
	Name of Parent / Carer / Guardian
	

	Contact number/s
	
	Email
	

	Home language / spoken 
	
	Name of any siblings
	

	Name of current setting (if relevant)
	
	What term / year is the child expected leave
to leave your setting?
	

	Name of receiving setting
	
	
	

	Does the child have an EHCP  
	Yes 
	No
	If yes, date request was submitted 
to SEN Team
	
	Has an EHCP been issued?
	

	Is the child an eligible 2YO? 
	
	If yes, can you confirm you 
have seen proof 
	
	

	Does the child have any disability specialist equipment?

	
	If yes, please list items that will be transitioning with the child 
	



	Attendees present to agree transition SEN support plan

	Name
	Role
	Email
	Contact number
	Signature
	Action number

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Date of meeting
	
	Review date
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	Action 

	Strategy
	By Whom (initial)
	By When (date)
	Outcome

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	



	Supporting Documentation (Please tick which documents you will be submitting alongside this plan) 

	Story So Far
	
	Short Term Plan/ILDPs
	
	Education Health and Care Plan
	

	SALT report/care plan 
	
	Medical reports / Health Care Plan OT
	
	Other (list)
	

	Additional Information (Please record any items discussed relevant to the plan) 

	· 
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What people like and admire about me

· 




Insert Photo of the child 
How best to support me?
· 

I communicate by
· 
What’s important to me
· 


Likes and dislikes
· 


	Child Passport 
	Name
	
	DOB
	
	Term  
	
	Passport Number i.e., 1, 2, 3
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	At the settling-in review consider developing 
a STP to support target setting
	Assess
	Plan
	DO
	Review

	Short Term Plan
	Term 
	
	Child’s Name
	
	DOB
	

	Focus on the 3 Prime Areas (Minimum 3 targets should be identified)

Using the Early Years Outcomes identify areas of focus from the 3 prime listed below. If you have more than 1 target in this area, then use the 2nd target row below  

	What can I do now?
	What am I expected to do in eight weeks’ time
	How can you help me achieve this?

	How did I do?

	
	Assessment / strengths / difficulties
	              Target/ Goals
	Actions / strategy and
resources
	Review of target / goals

	1st 
Target 

	Personal, Social and Emotional Development
	
	
	
	

	2nd
Target
	Personal, Social and Emotional Development
	
	
	
	

	1st
Target
	Communication and Language development

	
	
	
	

	2nd
Target
	Communication and Language Development
	
	
	
	

	1st
Target

	Physical Development

	
	
	
	

	2nd
Target
	Physical Development

	
	
	
	

	*This section must be completed at the STP review using the Development Matters as a guide to making the best fit judgement on the child’s development *

	Personal Social Emotional 

	Self Confidence  
Self-Awareness
	Manage Feeling & Behaviour
	Making Relationships
	Communication 
	Listening &
Attention
	Understand
	Speaking
	Physical

	Moving & Handling
	Help & Self Care

	Age bands i.e 08 -20mths  
	
	
	
	Age bands i.e.16 26mths  
	
	
	
	Age bands i.e.22 36mths
	
	

	Tracking
(highlight related milestone)
	Emerging
	Emerging 
	Emerging
	Tracking
(highlight related milestone)
	Emerging
	Emerging 
	Emerging
	Tracking
(highlight related milestone)
	Emerging 
	Emerging

	
	Working 
Towards 
	Working
within
	Working
within
	
	Working
within
	Working
within
	Working
within
	
	Working
within
	Working
within

	
	Secure
	Secure
	Secure
	
	Secure
	Secure
	Secure
	
	Secure
	Secure
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	Agenda to support Transition Meetings



SENCOs are advised to structure the process of a transition meeting. This agenda will support better 
information sharing and forward planning for the child moving through the early years’ phases into other settings


	Guidelines

	This agenda will support transition planning across the 2 phases

· In - Transition - Home to early years setting / setting to setting
· Between phases - Room to room / group to group: 

Please ensure you gather evidence from the following:
Early Years (EY) Staff / parents /carers / Educational Psychologist (EP), any professionals who are involved with the child i.e., Speech and Language Therapy (SALT). If professionals are unable to attend the meeting, please request a contribution that can feed into the support plan.

· Ensure all agreed actions are noted on the transition support plan
· Once the plan is complete please ensure that you attach all relevant / supporting documents then send a copy securely to the receiving setting 
· Ensure a duplicate copy is placed in the child’s file (electronic or paper file)  


	Documents to be completed

	1
	Transition Support Plan  

	
2
	Short Term Plan



Skip agenda items not applicable dependant on which phase is the focus 
	Item no
	Agenda 

	1
	Welcome and introductions (Chair)

	2
	Purpose of the meeting (Chairs

	3
	General update on child from parent / carer / guardian / practitioner / key person/ Support services
i.e., progress, strengths / update the child passport where necessary

	4
	Discuss / review strategies / targets on the short-term plan
 

	5
	Discuss information regarding the setting-in procedures of the receiving setting  


	6
	Discuss any areas of difficulty that the child may experience at the point of transition? 
Record as action/s for the receiving setting on the action plan 

	7
	Discuss the support available from the mainstream services and detail expected interventions available on the action plan

	8
	Discuss any further priority areas for development and list as actions

	10
	List any reports available i.e., medical / any pending referrals into services 

	11
	To conclude the transition meeting thank the attendees for their contributions, clarify and agree all actions recorded and once updated all supporting documents will be sent securely to the receiving setting.


[bookmark: _Toc69394798]Appendix 2: Settling-in Review
	Settling-in Review




	Guidelines

	
Staff should comment on:
· The child's developing relationships and interactions with other children and adults and the child’s preferred activities
· What they have observed the child doing in the six areas of learning and ask parents/carers for their contribution to these observations 
· You should always give children at least six weeks to settle into a new environment and some children may take longer
· If during the six-week settling-in period a concern about an aspect of a child's development becomes apparent, this review would be a good place to sensitively raise/mention your concerns to the parent. 
· You should then begin the monitoring process with parental consent and refer to appropriate professionals if required i.e., speech and language therapy (SALT).
· If a child already has an identified special educational need you should still give them the six weeks to settle in before initiating a short-term plan/ILDP. You should continue using the strategies discussed in the transition meeting and put in place any resources needed to support the child.






	Settling name 
	
	Start Date
	

	Child’s name 
	
	DOB
	

	Parent’s name 
	
	Staff member 
	

	
Date of meeting	
	
	
Review date	

	




	1
	How do you feel your child has settled in?

	· 











	2
	Have there been any difficulties in your child’s ability to settle? If yes, please specify

	· 











	3
	Describe any aspect of your child’s learning and development you may have any concerns about?

	· 











	4
	What do you feel has gone well?

	· 










	5
	What do you think your child enjoys most about being at nursery? Discuss the 3 prime areas? 

	· 










	Any other comments 

	· 







	Next steps
	What actions can be taken to further support the settling in process? 
i.e., extend the settling in for another 2 weeks? 

	







Appendix 3: Guidance for Settings Planning a 6 monthly Review of an Education, Health and Care Plan (EHCP)
	Guidance for Settings
Planning a 6 monthly Review of an Education, Health and Care Plan (EHCP)


(Reviews for children under the age of 5 should be carried out within 6 months after the EHCP has been finalised or the previous review.)
	Time 
	Actions to be taken

	At least 4 weeks prior to the review
	Start Planning a Person-centred review: It is the setting SENCO’s responsibility to organise the review 
· Confirm a date with parents and professionals. 
· Consider how you are going to manage the meeting – how many practitioners will attend? How will you arrange cover? 
· Arrange a room for the meeting/ or facilitate virtually. 
· Consider how many people will be coming, comfort, privacy, and space 
· Send to parents the invitation letter, parents’ report template, the All About Me.
· Send an invite letter to all the involved professionals (those listed in section K of the Plan if still involved) requesting attendance and a report. 
· It is appropriate to ask them to provide enough copies for all the attendees and to suggest a date that you require the report by. 
· If the child is transferring to a new school or setting, invite practitioners from that setting to attend. 

	3-4 weeks prior to the meeting
	· SENCO to meet with the key person to collate all the information needed to write the setting report using template setting report. 
· It is fine to use bullet points in each section of the setting report. 
· Update the development assessments and review the latest APDR 
· Arrange a meeting with the parents to go through the Plan with them, looking at what changes might need to be recorded (it will be helpful to have a copy of the Plan and go through with a pencil and highlighter, pencilling in changes to discuss at the meeting). 
· Update the All About Me. 
· Collect child’s views using template child’s views 

	At least two weeks prior to the meeting

	· Copy the setting report and the reports from the other professionals and parents.
· Send the reports to all the attendees with a covering letter confirming the contents, a copy of the agenda, with any information about parking, route to the building etc (unless virtual). 
· Ideally the reports will have been sent to you in time for you to circulate them before the meeting but note some professionals may bring their reports along to the meeting.
· Build in preparation time on the meeting day to make sure you have time and if possible, the resources to copy any late reports for attendees 
· Ensure you have arranged cover for the members of staff who will be attending the meeting and contributing.
· Decide who will be note taking in the meeting and who will chair – it is sometimes difficult to do both. 
· Look at the Head of Setting’s Report to familiarise yourself with the format and the way the meeting should run and see the Guidance on completing the report.
· You can begin to prepopulate some parts, for instance the register of attendees’ section 4.
· Ensure that you have arranged for a time to write up the meeting notes after the meeting.

	On the day of the meeting 

	You will need 
· Spare copies of the agenda. 
· Your report and the other professionals’ reports (enough for all attendees if these haven’t already been sent) 
· The child’s SEN Support Plan including updated Development Matters Summary (you may want to have some extra copies, but it is not necessary to have one for all attendees) 
· Copies of the EHC Plan 
· A copy of the Head of Setting’s Report of the Annual Review Meeting 
· Tea and coffee (and biscuits!) 

	At the meeting 

	· The chair welcomes everyone and makes the introductions  
· Ensures that everyone has had time to read the reports and give a little more time if this is necessary 
· Explains the general way that the meeting will run and the aims for the meeting: 
· everyone to have the opportunity to briefly discuss the child’s progress 
· parents to have the opportunity to discuss their views and ask questions 
· opportunity for all to discuss things that have gone well and not so well 
· to record any changes that need to be made to the Plan 
· Participants take their turns to summarise their reports 
· Parents talk about their experiences and ask questions if required 
· The chairman draws together the main points that have been raised before moving on to look at the Plan 
· Everyone looks through the Plan and agrees on any changes that need to be made 
· The professionals will have provided their changes and advised on the changes to the outcomes and provision, giving the correct wording in their reports 
· The setting and parents will have already suggested changes and updates that need to be recorded so this need not take too long if everyone agrees on the changes 
· It is important that transition to the next school is discussed and recorded in the report 
· If parents want a special school, the reports and discussion must reflect this 
· Ensure the transfer review section of the report is completed 
· The chair brings the meeting to an end with a brief summary of the discussions and agreed actions, ensuring that the note taker records who will be doing what It can be appropriate to set the date of the next review at this time if the child will still be under five and at the same setting 

	Following the meeting 
	· The SENCO must complete the Head of Setting’s Report of the Annual Review Meeting and send it and all the reports to parents, professionals, and the SEN Team within 10 days of the meeting. See the Guidance on completing the report.
· See chart below for what happens once the SEN Team receive the paperwork. 



	Once the written report of the Annual Review, plus all associated reports/advice etc. received by the SEN Team


                                                                   ↓
	LA Integrated SEN Team decides what action is required in light of the document received.


                                                                   ↓
	Cease to Maintain
	Amend
	No Changes Required


                                                                   ↓
	SEN Team consults with parents/carers/young person and education setting
	SEN Team sends copy of the current SEN Plan and amendments notice of intended changes to parents/carers/ young person
	SEN Team notifies parents/carers/young person that no changes will be made to the EHC Plan and their right to appeal against this decision.


                                                                    ↓
	Following Consultation, if EHC Plan is to be ceased parents/carers/ young person notified of their right to appeal
	Parents/carers/ young person given 15 days to comment/respond


                                                                    ↓
	Needs continue to be met without the need for EHC
	Within 8 weeks of sending amendment notice SEN Team to issue amended EHC Plan and advise parents/carers/young person of right to appeal






 








Appendix 4 Agenda for 6 monthly Review of an EHCP
Annual Review Agenda for 6 monthly Review of an Education, Health and Care Plan (EHCP)

Child’s name…………………………………………………D.O. B………………………
Date of meeting…………………………………
Time……………………………………………....
Venue……………………………………………
Confirmed attendees:

Apologies:

N.B. Ensure each attendee has copies of all the reports and give time at the beginning of the meeting for them to be read, if they have only just been provided
Offer drinks to all attendees
· Welcome and apologies
· Introductions 
· Aims for the meeting 
· everyone to have the opportunity to briefly discuss the child’s progress
· parents to have the opportunity to discuss their views and ask questions
· opportunity for all to discuss things that have gone well and not so well
· to record any changes that need to be made to the Plan
· Setting/School report
· Professional reports
· Parental feedback and questions
· Summary
· Successes and things that have gone well
· Areas for development
· Review of Plan and recommended changes
· Transition plans (if appropriate)
· Home to school travel (if appropriate)
· AOB/Additional comments
· Summary of agreed actions – who and what
· Date of next review





Appendix 5 Summary Document for 6 monthly Review of an EHCP
	Name of setting / school / college
	

	Date of current EHC Plan 
	



1. CHILD/YOUNG PERSON DETAILS
	Full Name
	
	Preferred Name
	

	Date of Birth
	
	Gender
	

	
Address & contact details

	
	Home Language
	

	
	
	Ethnicity
	

	
	
	Unique Pupil No.
	

	Telephone
	
	NHS No.
	

	Email
	
	
	



	NC Year Group 
	
	Is child/young person in their chronological year group?
	Y / N

	Is child/young person eligible for pupil premium?
	Y / N
	Is child/young person Looked After
	Y / N



2. ADVICE TO LOCAL AUTHORITY FOLLOWING THIS REVIEW - full details to be included further on
(“EHC Plans are not expected to be amended on a very frequent basis.”  SEND Code of Practice 0 – 25 Years, 2015, para 9.193)
	
	Tick as req’d
	
	Tick as req’d
	
	Tick as req’d

	Cease to maintain Plan
	
	Amend section C
	
	Amend section H1
	

	Make no amendments

	
	Amend section D
	
	Amend section H2
	

	Amend front page as above
	
	Amend section E
	
	Request re section I
	

	Amend section A
	
	Amend section F
	
	Request re section J
	

	Amend section B
	
	Amend section G
	



3. FOR STUDENTS IN YEARS 10 AND ABOVE - POST 16 INTENTIONS
	Intended post-16 destination, e.g., name of college, work etc
	
	Intended Start date
	

	Is referral to Adult & Family Wellbeing required/completed?
	Y/N
	Who will refer?
	

	Is a mental capacity assessment required?
	Y/N
	Connexions form Preparation for the Future is attached 
	Y/N



4. ATTENDEES
	Name
	Role
	Attended


Y/N
	Report provided & attached
Y/N
	Other contribution

Y/N

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



5. REVIEW OF ACTIONS & PROGRESS MADE SINCE PREVIOUS REVIEW/EHCP ISSUED
	Actions agreed at last review & action taken/progress made
	






	Report on progress towards Long-term Outcomes 



	Outcome from EHC Plan
	Strategies used
	Progress towards outcome
	Is the outcome still required? Yes/No

	
E1


	
	
	

	

E2




	
	
	

	
E3


	
	
	

	
E4



	
	
	

	etc
	
	
	



6. OTHER DOCUMENTS APPENDED TO THIS REPORT
	Views of the child/young person
	Y / N
	Views of parents/carers
	Y / N
	Views of setting/ school/college
	Y / N

	Reports from other professionals please list:
	

	Any views expressed at the meeting, but no written report provided
	



7. BRIEF NOTES OF DISCUSSION/VIEWS OF ATTENDEES not covered elsewhere

	



8. RECOMMENDATION TO CEASE EHC PLAN - please indicate reason(s) by ticking
	Outcomes have been achieved
	
	Student can be supported at SEN Support level
	

	Student is leaving school and will not require such a high level of support at college/apprenticeship
	
	Student is leaving education 
	


9. RECOMMENDED AND NECESSARY CHANGES TO EHC PLAN - as indicated on front page of this document.  (“EHC Plans are not expected to be amended on a very frequent basis.”  SEND Code of Practice 0 – 25 Years, 2015, para 9.193)
	Section
	Complete the requested changes below.  (Changes to provision must be supported by written evidence)
	Evidence e.g. SALT report summary

	A
	Please attach updated Section A/All About Me
	

	B
	
	Strengths
	Areas for development
	

	
	Communication & Interaction
	
	
	

	
	Cognition & Learning
	
	
	

	
	Social, Emotional & Mental Health
	
	
	

	
	Sensory & Physical
	
	
	

	C
	
	

	D
	
	

	E
	
	

	F
	Provision
	Who will do it?
	When will it happen?
	

	
	
	
	
	

	G
	Provision
	Who will do it?
	When will it happen?
	

	
	
	
	
	

	H1
	Provision
	Who will do it?
	When will it happen?
	

	
	
	
	
	

	H2
	Provision
	Who will do it?
	When will it happen?
	

	
	
	
	
	

	I
	
	

	J
	Outcomes for which PB is to be used
	Provision Arrangements proposed
	Amount of PB requested
	

	
	
	
	
	



10. ANNEX A (or IEP etc) AMENDMENTS TO BE APPENDED TO EHCP (these do not require amendments to the EHC Plan)
	Amendments
	

	To be made by
	

	By when
	



11. ACTION REQUIRED AS A RESULT OF THIS REVIEW

	Action
	Who, of the attendees, is responsible?



12. ANY OTHER INFORMATION not recorded elsewhere
	



     13.	CONFIRMATION OF ACCURACY OF SUMMARY
	Compiled by (name & role)
	

	
Signed 

	

	Date
	



14. Phase Transfers only.  Please arrange for this to be completed at the Annual Review. In the Annual Review for NCY -1, 1 (infant schools only) 5 and students intending to transfer to FE provision. 
Transfer Review Summary
	To be completed by school 
Recommendation from the Annual Review on type of provision required e.g., mainstream/RP/Special etc:



















	To be completed by parents/carers or young person
Preference(s) for next school/setting:
(Transport may not be provided if this is not the nearest appropriate school and/or is under 3 miles)











Signature: ______________________________ Date: _________________

Print name: ___________________________________________________

Relationship to child: ___________________________________________




GUIDANCE NOTES FOR COMPLETING THE SUMMARY DOCUMENT
	1. Details of Child/Young Person and Parent/Carer
A repeat of information contained in the EHCP but repeated for ease of reference and to allow a double check for administrative purposes.  Details of carers/looked after status/pupil premium eligibility may have altered between reviews.

	2. Advice to Local Authority
This summarises the conclusions reached by the Review which have an effect on the child/young person’s story or the outcomes (and hence resources etc).  It can be to cease the EHCP or to make no amendments.  If changes to the Plan are required, or there is a recommendation to cease an EHCP these need to be detailed in Section 9. and must be accompanied by relevant evidence.  Please be mindful that the Department for Education states that “EHC plans are not expected to be amended on a very frequent basis.”  Para 9.193 SEND Code of Practice, January 2015.

	3.  Information relating to Students in Years 10 and above
For these older students it is essential that this section is completed at each annual review.

	           4. – 7.  Background to Review and Discussion
A record of those invited to attend; those who attended; and the information provided to assist the review, not all of which may be added to the Plan. 

A record of the discussion during the Review of the progress against the outcomes determined in the Plan and in Annex A.  It should record those outcomes that have been met and the reasons why any outcomes have not been achieved.

	           8.  Recommendation to Cease the EHC Plan
It will need to focus on the actions required following the Review to support the achievement of any revised outcomes or to make further progress towards the outcomes already set out in the Plan.

	           9.  Recommended Amendments to the EHC Plan
Clear details of the amendments requested; and where to find the evidence which supports them.  These will be considered by the Local Authority and where appropriate an amended EHCP will be issued.

	          10.  Annex A (or equivalent document)
Details of the amendments to short- and long-term outcomes, who is to support them and by when they should be achieved.

	         11.  Actions Required Following the Meeting
It will need to focus on the actions required following the Review to support the achievement of any revised outcomes or to make further progress towards the outcomes already set out in the Plan.

	         12. – 13.  Any other Information of note and Confirmation of Accuracy of Summary
This is to be signed and dated by the Headteacher/Head of setting or by the chair of the review meeting on their behalf.  The document must be sent to the SEN Team within 10 calendar days, in Word format.

	  14. Transfer Review Summary (complete for phase transfers only)
It is essential that the annual review recommendations for future provision are completed.  Schools and other professionals should not identify particular schools/settings, rather the type of setting i.e., mainstream, RP or special which is deemed to be appropriate.

Parents should be asked to indicate their preferred next school/setting/college and sign at the bottom of the page.


Appendix 6 Annotated Summary Document for 6 monthly Review of an EHCP
	Name of setting / school / college
	

	Date of current EHC Plan 
	



13. CHILD/YOUNG PERSON DETAILS
	Full Name
	A repeat of information contained in the EHCP but repeated for ease of reference and to allow a double check for administrative purposes.  
Details of carers/looked after status/pupil premium eligibility may have altered between reviews.
It is helpful if you can indicate if information has changed.  For example, by putting: “note new address”

	Preferred Name
	

	Date of Birth
	
	Gender
	

	
Address & contact details

	
	Home Language
	

	
	
	Ethnicity
	

	
	
	Unique Pupil No.
	

	Telephone
	
	NHS No.
	

	Email
	
	
	



	NC Year Group 
	
	Is child/young person in their chronological year group?
	Y / N

	Is child/young person eligible for pupil premium?
	Y / N
	Is child/young person Looked After
	Y / N



14. ADVICE TO LOCAL AUTHORITY FOLLOWING THIS REVIEW - full details to be included further on
(“EHC Plans are not expected to be amended on a very frequent basis.”  SEND Code of Practice 0 – 25 Years, 2015, para 9.193)
	
	Tick as req’d
	Indicate clearly with a  whether
· the plan should be ceased to be maintained OR
· no amendments need to be made OR
· The section/sections where amendments need to be made.

	Tick as req’d
	
	Tick as req’d

	Cease to maintain Plan
	
	Amend section C
	
	Amend section H1
	

	Make no amendments

	
	Amend section D
	
	Amend section H2
	

	Amend front page as above
	
	Amend section E
	
	Request re section I
	

	Amend section A
	
	Amend section F
	
	Request re section J
	

	Amend section B
	
	Amend section G
	



15. FOR STUDENTS IN YEARS 10 AND ABOVE - POST 16 INTENTIONS
	Intended post-16 destination, e.g., name of college, work etcNot Applicable for Early Years Children

	
	Intended Start date
	

	Is referral to Adult & Family Wellbeing required/completed?
	Y/N
	Who will refer?
	

	Is a mental capacity assessment required?
	Y/N
	Connexions form Preparation for the Future is attached 
	Y/N



16. ATTENDEES
	NameList of those invited to the meeting. Parents/carers and all involved professionals should be invited, including those listed on the EHCP.  Indicate whether they attended, whether they submitted a report or other contribution (i.e., verbally at meeting).  Everyone invited will need to receive a copy of this completed form and any associated reports. 


	Role
	Attended


Y/N
	Report provided & attached
Y/N
	Other contribution

Y/N

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



17. REVIEW OF ACTIONS & PROGRESS MADE SINCE PREVIOUS REVIEW/EHCP ISSUED
	Actions agreed at last review & action taken/progress madeNote any actions from the last review and any related action undertaken


	

	Report on progress towards Long-term Outcomes (refer to Annex A reviews and append as necessary)Summary of progress towards long term outcomes –any significant changes to outcomes will be indicated in section 9 of this form.

	



18. OTHER DOCUMENTS APPENDED TO THIS REPORT
	Views of the child/young personClearly indicate the documents that will be attached to the report and remember to include them with your form!
If issues are discussed at the meeting but the parents’ or professionals’ views are not included in reports, details should be added here.

	Y / N
	Views of parents/carers
	Y / N
	Views of setting/ school/college
	Y / N

	Reports from other professionals please list:
	

	Any views expressed at the meeting, but no written report provided
	



19. BRIEF NOTES OF DISCUSSION/VIEWS OF ATTENDEES not covered elsewhere

	Summary – of any points of discussion that are not recorded elsewhere in the report.  Can be bullet pointed





20. RECOMMENDATION TO CEASE EHC PLAN - please indicate reason(s) by ticking
	Outcomes have been achieved
	
	Student can be supported at SEN Support level
	

	Student is leaving school and will not require such a high level of support at college/apprenticeship
	
	Student is leaving education 
	



21. RECOMMENDED AND NECESSARY CHANGES TO EHC PLAN - as indicated on front page of this document.  (“EHC Plans are not expected to be amended on a very frequent basis.”  SEND Code of Practice 0 – 25 Years, 2015, para 9.193)
	Section
	Complete the requested changes below.  (Changes to provision must be supported by written evidence)
	Evidence e.g. SALT report summary

	A
	Please attach updated Section A/All About Me
	

	B
	Indicate clearly on this form any alterations to the child’s EHCP. The lettering corresponds with the sections of the EHCP.
  Also indicate attached evidence that supports the need for changes.
The boxes on the form will expand to allow you to add more information. 
These alterations will be considered by the Local Authority and where appropriate an amended EHCP will be issued


	Strengths
	Areas for development
	

	
	Communication & Interaction
	
	
	

	
	Cognition & Learning
	
	
	

	
	Social, Emotional & Mental Health
	
	
	

	
	Sensory & Physical
	
	
	

	C
	
	

	D
	
	

	E
	
	

	F
	Provision
	Who will do it?
	When will it happen?
	

	
	
	
	
	

	G
	Provision
	Who will do it?
	When will it happen?
	

	
	
	
	
	

	H1
	Provision
	Who will do it?
	When will it happen?
	

	
	
	
	
	

	H2
	Provision
	Who will do it?
	When will it happen?
	

	
	
	
	
	

	I
	
	

	J
	Outcomes for which PB is to be used
	Provision Arrangements proposed
	Amount of PB requested
	

	
	
	
	
	



22. ANNEX A (or IEP etc) AMENDMENTS TO BE APPENDED TO EHCP (these do not require amendments to the EHC Plan)
	Amendments
	

	To be made by
	

	By when
	



23. ACTION REQUIRED AS A RESULT OF THIS REVIEW

	ActionList any actions to support the achievement of any revised outcomes, or to make further progress towards the outcomes already set out in the detail, who is responsible for undertaking the action or coordinating the action.

	Who, of the attendees, is responsible?



24. ANY OTHER INFORMATION not recorded elsewhere
	Add any additional information that does not fit into any other part of the form. 




     13.	CONFIRMATION OF ACCURACY OF SUMMARYThis is to be signed and dated by the Head of Setting or by the chair of the review meeting on their behalf.  The document must be sent to the SEN Team within 10 calendar days, in Word format.
senteam@bury.gov.uk 

It is a good idea to put a contact phone number and email in case of queries. 

	Compiled by (name & role)
	

	
Signed 

	

	Date
	





14. Phase Transfers only.  Please arrange for this to be completed at the Annual Review. In the Annual Review for NCY -1, 1 (infant schools only) 5 and students intending to transfer to FE provision. 
Transfer Review Summary

	To be completed by school 
Recommendation from the Annual Review on type of provision required e.g., mainstream/ARP/Special etc:
This form should be completed if the child is due to transfer to school
This section should be completed by the SENCO or Head of Setting
It is essential that the annual review recommendations for future provision are completed.  Schools and other professionals should not identify schools/settings, rather the type of setting i.e., mainstream, RP or special, whichever is deemed to be appropriate






















	To be completed by parents/carers or young person
Preference(s) for next school/setting:
(Transport may not be provided if this is not the nearest appropriate school and/or is under 3 miles)

This section should be completed by the parents or carers.

Parents should be asked to indicate their preferred next school/setting/college and sign at the bottom of the page.














Signature: ______________________________ Date: _________________

Print name: ___________________________________________________

Relationship to child: ___________________________________________





GUIDANCE NOTES FOR COMPLETING THE SUMMARY DOCUMENT
	2. Details of Child/Young Person and Parent/Carer
A repeat of information contained in the EHCP but repeated for ease of reference and to allow a double check for administrative purposes.  Details of carers/looked after status/pupil premium eligibility may have altered between reviews.

	2. Advice to Local Authority
This summarises the conclusions reached by the Review which have an effect on the child/young person’s story or the outcomes (and hence resources etc).  It can be to cease the EHCP or to make no amendments.  If changes to the Plan are required, or there is a recommendation to cease an EHCP these need to be detailed in Section 9. and must be accompanied by relevant evidence.  Please be mindful that the Department for Education states that “EHC plans are not expected to be amended on a very frequent basis.”  Para 9.193 SEND Code of Practice, January 2015.

	3.  Information relating to Students in Years 10 and above
For these older students it is essential that this section is completed at each annual review.

	           4. – 7.  Background to Review and Discussion
A record of those invited to attend; those who attended; and the information provided to assist the review, not all of which may be added to the Plan. 

A record of the discussion during the Review of the progress against the outcomes determined in the Plan and in Annex A.  It should record those outcomes that have been met and the reasons why any outcomes have not been achieved.

	           8.  Recommendation to Cease the EHC Plan
It will need to focus on the actions required following the Review to support the achievement of any revised outcomes or to make further progress towards the outcomes already set out in the Plan.

	           9.  Recommended Amendments to the EHC Plan
Clear details of the amendments requested; and where to find the evidence which supports them.  These will be considered by the Local Authority and where appropriate an amended EHCP will be issued.

	          10.  Annex A (or equivalent document)
Details of the amendments to short- and long-term outcomes, who is to support them and by when they should be achieved.

	         11.  Actions Required Following the Meeting
It will need to focus on the actions required following the Review to support the achievement of any revised outcomes or to make further progress towards the outcomes already set out in the Plan.

	         12. – 13.  Any other Information of note and Confirmation of Accuracy of Summary
This is to be signed and dated by the Headteacher/Head of setting or by the chair of the review meeting on their behalf.  The document must be sent to the SEN Team within 10 calendar days, in Word format.

	  14. Transfer Review Summary (complete for phase transfers only)
It is essential that the annual review recommendations for future provision are completed.  Schools and other professionals should not identify schools/settings, rather the type of setting i.e., mainstream, RP or special which is deemed to be appropriate.

Parents should be asked to indicate their preferred next school/setting/college and sign at the bottom of the page.




[bookmark: _Toc69394799]Appendix 7: SEN Support in Early Years - A Graduated Approach
It is a recommendation that all practitioners implementing SEN support (the graduated approach) must record all agreed targets/strategies on the Short-Term Plan (STP) or ILDP proforma. All STPs/ILDPs must be reviewed every 8 weeks to monitor the effectiveness of the interventions delivered.
Plan

Where SEN Support has been agreed, the practitioner and the SENCO should agree, in consultation with the parent: 

• The outcomes they are seeking for the child 
• The interventions and support to be put in place 
• The expected impact on progress, development, 
• Date for review
 
  Plans should: 
• Take into account the views of the child 
• Select the interventions and support to meet 
  the outcomes identified 
• Base interventions and support on reliable             evidence of effectiveness 
• Be delivered by practitioners with relevant skills            and knowledge 
• Identify and address any related staff development   needs 

SEN and disability code of practice, para 5.40


This cycle of action should be revisited regularly and in increasing detail to identify the best way of securing good progress for the child
At each stage parents should be part of the review contributing to the assessment and planning of intended outcomes and actions with the setting.
 
Assess

• Early years’ practitioner works with the setting SENCO and the child's parents to bring together all the information and analyse the child's needs
 
• The initial assessment should be reviewed       regularly to ensure support is matched to need 
• Where there is little or no improvement a referral for a specialist assessment maybe necessary with parental consent



SEN and disability code of Practice, para 5.39




	
	




Plan

Assess



	
Child 
Review 

On the agreed date, the practitioner and SENCO working with the child’s parents, and taking into account the child’s views, should:
 
• Review the effectiveness of the support 
• Review the impact of the support on the child’s progress 
• Evaluate the impact and quality of support 

In the light of child’s progress, they agree: 

• Any changes to the outcomes 
• Any changes to the support and 
• Next steps 



SEN and disability code of practice, para 5.43

SEN and disability code of practice, para 5.43

	
[bookmark: _Toc500317558][bookmark: _Toc500331069][bookmark: _Toc504393694][bookmark: _Toc504503489][bookmark: _Toc506836057][bookmark: _Toc506903034][bookmark: _Toc39179796][bookmark: _Toc69394800]      Do

Review
Special educational needs are thought of
 in 4 broad areas:
 
Communication and Interaction, 
Cognition and Learning, 
Social Emotional and Mental Health, 
Sensory and / or Physical 

Do 

The early years’ practitioner, usually the child’s key person: 
• Remains responsible for working with the child 
  on daily basis 
• Oversee the implementations of the agreed                          interventions or programmes 
 
The SENCO supports the practitioner, key person in:
 
• Assessing the child’s response to action taken 
• Problem solving      
• Advising on effective implementation of support 


SEN and disability code of practice, para 5.42

[bookmark: _Hlk71706713]Appendix 8: Requesting Statutory Assessment (EHC Assessment) 

If you feel a child within your setting/you are working with requires an EHC Assessment, you are required to complete the attached Request for EHC Form, the form is used for children and young people 0-25.
Once completed the request to assess form will need to be returned (emailed) to the SEN Team all details are on the attached Request for an EHC Assessment form.

Required documentation for an EHC request for assessment


Please see statutory assessment (EHC Assessment) timeframes below.
Stage 1 (Week 0-6)
· The nursery working with the child make a request for an EHC assessment to the Local Authority (LA).
· A Multi-Agency Panel will consider the information provided and decide if the request meets the thresholds for an EHC assessment.
· An SEN Caseworker (SEN Team) will contact the parents to explain the process.  The Caseworker will be the point of contact for families during the assessment period.
· Professionals and education providers should ensure that they provide support and information to the parent and child throughout the process.
· Relevant professionals will be asked to provide any information that will assist the LA in making a decision as to whether the assessment should go ahead.
· The Education Provider, Health Services, Social Care, Educational Psychology Service, and any other relevant professionals will be told whether an EHC assessment is to go ahead.

Stage 2 (Weeks 6-12)
· The assessment process starts, and additional information is collected.
· Parents will receive a keep in touch (KIT) call from an SEN Caseworker.  A person-centred planning meeting will be offered.
· All professionals involved with the child will be asked to provide a summary of their assessments which identifies the child’s strengths and areas of need and short- and long-term outcomes. Meetings with child and parents are arranged, as necessary.
· All relevant information gathered by professionals should ensure that families only have to ‘tell it once’.
· Professionals will undertake any relevant assessments and will provide information to identify the needs of the child, identify resources which are supporting the child already; identify the outcomes short and long term that would be appropriate in their professional view and identify the resources from their Service that will be needed to meet the outcomes they are recommending.

The information provided by professionals for the assessment should be co-produced with the parents, child.

Wherever possible assessment within and across agencies should be co-ordinated to avoid too much disruption for the family.

Stage 3 (Weeks 12-16)
· The SEN Caseworker ensures that all the information needed for the assessment is gathered. 
· A person-centred planning meeting is held.
· The Multi-Agency SEND Panel meets to: 
· Agree whether or not an EHC plan is required; and agree the level of resources/support from each Agency that is required to meet the child’s needs.
· If the Panel agrees to an EHC plan a draft plan is sent to the parents for consideration. The SEN Caseworker will contact the family and discuss the outline plan. 
· If an EHC plan is not agreed, then a multi-agency support plan will be drawn up and sent to the parents. 
· Professionals identified can attend the Person-Centred Planning Meeting. 
· Professionals will receive and check the draft EHC plan to ensure that their advice is properly represented in the plan.

If an EHC plan is not agreed, then they may be invited to a meeting to discuss how everyone involved can work together to achieve the outcomes identified for the child.

Stage 4 (weeks 16-20)
· Further meetings will be arranged if they are requested.
· Any changes requested are considered and where possible are made to the draft plan.
· Consultations with schools take place. 
· Further amended plans are issued if there have been significant changes to the plan.
· The SEN Caseworker will explain if changes that have been requested are not made to the plan.
· The plan is finalised, signed, and sent to parents, the educational establishment named on the plan and all professionals who have provided advice for the plan. 
· Professionals will check the draft EHC plan to ensure that their advice has been fully included. They will feedback to the SEN caseworker if further changes are needed.
· The final plan is issued to professionals and the educational establishment with an indication of when the plan should be reviewed.

Stage 5 (Weeks 20+)
· Parents can request further meetings about the final plan.
· Parents can submit an appeal following mediation if they are unhappy with parts B, F and I of the final EHC plan and if this cannot be resolved locally.
· The Education Provider meets with child and parents to agree the short-term targets. 
· The LA will remind the Education Provider when a review must take place.
· The Education Provider will arrange the review of the EHC Plan. 
· The review is held and any significant changes to the plan are sent to the SEN Team for consideration of any amendments required.
· The SEN team will inform parents as to whether changes to the EHC plan are to be made.



image4.emf
Annual Review  childs views.docx


Annual Review childs views.docx


Your views are 

[bookmark: _GoBack]important  











Name:

Things I have enjoyed this year

























What has gone well?



































What has not gone so well?
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Annual Review all about me doc.docx
Section A: The views, interests and aspirations of the child and their parents or young person. All About “Me”





What’s important to me:







































How best to support / communicate with me:









































What people like and admire about me:







































ReferencePage 1









Section A (continued): The views, interests and aspirations of the child and their parents or young person 

[bookmark: _GoBack](This section was completed by       Professional     and   Parent(s)/Carer(s)/Young Person on date)



		Child’s story











		Family story











		Brief history including any known diagnosis











		Aspirations – education, health, independent living (Parent/Carer’s or Young Person’s)











		What is working well now?











		What is not working so well?
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Annual Review invite to parent-carers and-parents-carers views sheet.docx


<Name of Pre-school>

<Address of Pre-school>

<Telephone no.>







Dear 



Re: Six Monthly Review Meeting



Every 6 months we meet to talk about ………………’s educational needs.



We are planning to meet at …………..……….. on ……….………… at …….……... If this is not a convenient date for you please contact me as soon as possible.



Prior to the meeting it would be good for us to consider XXX’s views and your views and aspirations.  We will update the included ‘All About Me’ paperwork.  At the review meeting there will be opportunity to discuss any additional information from the invited professionals, which would be beneficial to include in the All About Me section of the Education, Health & Care Plan



I hope that you will be able to attend this review meeting, as it is very important for us to be able to share our views in order to ensure that we are meeting ………………’s needs, and to help us to make future plans.



You are welcome to bring a friend, relative, adviser or an Independent Parent Supporter. Please let me know before the meeting if you wish to do so, to help with the planning.



I look forward to meeting with you prior to the review so we can update the All About Me section of the Plan



Yours sincerely,







Head of setting





PARENT’S REPORT FOR ANNUAL REVIEW

	

		[bookmark: _GoBack]CHILD’S NAME: 



		D.O.B: 

     

		REVIEW DATE:      







		

What is important to you?













What’s working well?















What’s not working as well? 













What else do you think that we need to do to consider both needs and outcomes for your son/daughter in the next year?









What we want in the future for our son/daugther

· 

· 

· 

Continue overleaf if necessary









Parent/Guardian signature: ______________________________



Date: _______________
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Annual Review invite to professionals.docx
Page 1



[bookmark: _GoBack]



<Name of Pre-school>

<Address of Pre-school>

<Telephone no.>







Dear XXX

You are invited to attend the six monthly review for XXX.  At this review we will be reviewing the progress XXX has made towards the outcomes in the  Education, Health & Care Plan.  I would be grateful if you would give some thought to the outcomes you are aiming for in relation to XXX for the next year.

Please give consideration to this paperwork prior to the meeting and prepare your professional input, in order to consider XXX’s present and future educational, health and care needs.  Please forward any other professional advice and send copies to me by DATE at the latest, so that it can be circulated to other professionals and parents prior to the meeting.

The review meeting will take place at VENUE on DATE & TIME.  Please confirm your attendance and feel free to contact me on the above number should you have any queries.  I look forward to hearing from you.

Prior to the meeting XXX’s parents and I will be considering XXX’s views and their views and aspirations.  We will update the ‘All About Me’ paperwork.  At the meeting there will be opportunity to discuss any additional information which would be beneficial to include in the All About Me section of the Education, Health & Care Plan.



Kind Regards
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Request Form EHC Needs Assessment Final version 01052020.docx
		Request for an Education, Health & Care Assessment 









Please complete this form for all applications for an EHC assessment 

If you need any guidance about completing this form then please contact the SEN Team on 0161 253 5969.

Please be aware that if you have not submitted all the relevant information, the form will be returned to you with advice on the relevant information you need to submit.

You can send this application through the post to the SEN Team, Ground Floor, 3 Knowsley Place, Duke Street, Bury BL9 0EJ or via a secure e-mail link to the senteam@bury.gov.uk 

Please ensure that parents and the child/young person are aware that you are submitting this application.

		Date Request for EHC Needs Assessment received by the SEN Team (Office use only)



		







Personal details

		Full Name:

		

		Educational Setting:

		



		Child/Young Person’s Address:

		





		Date of admission:

		

		UPN:

		



		Date of Birth:

		

		Year group:

		

		Gender:

		

		Ethnicity

		



		Religion:

		

		Home Language:

		

		NHS No:

		

		Name of GP Practice

		







		Name of Parent/Carer

		

		Name of 2nd Parent/Carer

		



		Relationship:

		

		Relationship:

		



		Parents address (if different):

		

		Parents address (if different):

		



		Is there any reason as to why we should not share information with either parent?

		



		Phone Numbers:



		

		E-mail address

		

		Phone Numbers:

		

		E-mail address

		



		Who has parental responsibility?

		

		

		



		Do any of the following apply:

		CYPIC

		

		Child Protection

		

		Child in Need

		

		Family Support Plan

		



		Name & contact details of social worker

		

		Name & contact details of lead professional

		







Referral Details and consent

		I confirm that I have discussed this referral with the parent(s)/carer(s) and the young person





		Name or referrer:



		

		Position:

		



		Date of referral:



		

		Signature:

		





Parental/young person’s consent:

		As part of the Education, Health and Care Needs Assessment the Local Authority will be requesting and sharing information with relevant professionals from within the Council and from Health Services. This will include Social Care Services, the Educational Psychology Service, the Community Paediatrician, Schools, Colleges and other relevant professionals. The information may also be shared with an organisation outside the European Economic Area who may be involved in drafting a plan. The Local Authority has ensured that the relevant security checks and protection of data is in place. 



The purpose of sharing this information is to ensure that information can be gathered about your (young person) child’s (parent/carer) educational needs and any relevant health and care needs so that Agencies can determine and plan any additional support that might be needed.



This information will be stored on a number of databases on the Council’s and the NHS IT system. With your consent we will only share information if it is in your (young person) or your child’s (parent) best interests. The information will not be disclosed to a third party unless we are legally bound to do so, or there is a risk of serious harm.



You have a right to make a request to see any information that is stored about you (young person) or your child (parent/carer).





		I confirm that I understand and agree to the local Authority requesting and sharing information as part of this application. 



		Name of parent/carer:

		

		Signature:

		



		Date:

		

		

		



		If the young person has reached school leaving age then they should give consent 



		Name of young person:

		

		Signature:

		



		Date:

		

		

		











1 | Page



		One Page Profile





		Current Photo























		What people like and admire about me







		What is important to me

























		How best to support me

























		What are my hopes and dreams for the future































		Summarise how you have involved the parent(s)/carer(s) and the child or young person in person centred planning and the impact of this on progress:



		Actions

		Outcomes

		Date



		





		

		



		





		

		



		





		

		



		





		

		







Attendance & Exclusions

		Name of educational setting

		Academic year

		Actual attendance

(No of sessions)

		Percentage attended

		No of days of exclusion

		Permanent exclusion?



		



		

		

		

		

		



		



		

		

		

		

		



		



		

		

		

		

		



		

		Current year

		

		

		

		









Special educational Needs/Disability

		

		Communication & Interaction

		Cognition & Learning

		Social, Emotional & Mental Health

		Sensory and/or physical



		Primary area of need:

		

		

		

		



		Secondary area of need:

		

		

		

		







		Has any diagnosis been made? If so what is the diagnosis, who gave the diagnosis and on what date?

(Attach the letter of diagnosis to this application)



		













		Summary of the child’s/young person’s strengths and needs and how this impacts on their access to the curriculum and progress:



		Strengths:



		

























		

		Needs

		What impact does this have on their learning?



		Communication & Interaction













		

		



		Cognition & Learning













		

		



		Social Emotional and Mental Health













		

		



		Sensory and/or Physical Needs













		

		





Additional Significant Factors that impact on the child/young person’s access to the curriculum and their progress.

		

		

Yes/No

		If the answer is yes then summarise the relevant information and attach copies of relevant and up to date information/advice.





		Health

(anything that has not already been described)





		

		



		Social Care/Family Support

(TAF, CIN, CP, CYPIC)







		

		



		Home circumstances

(e.g. are they are a young carer, traveller, adopted, from a service family)



		

		



		Attendance

(Erratic attendance, medical appointments, involvement of School Attendance)



		

		



		Other

(Please provide details)

		





		







Assessment Data.

Early Years

		Early Learning Goals



		Date

		Age

Months

		Communication & Interaction

		Physical Development

		Personal, Social & Emotional

		Literacy

		Maths

		Understanding the World

		Expressive Art & Design



		

		

		L

		U

		S

		M & H

		H & SC

		SCA

		MFB

		MR

		R

		W

		N

		SSM

		PC

		TW

		T

		E

		BI



		Baseline on entry



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		







Primary & Secondary

		Date Assessed

		Year Group

		Test/

Assessment

		Phonics 

Phase

		Spelling Age

		Speaking & Listening

		Writing

		Reading

		Maths

		Science



		



		

		

		

		

		

		

		

		

		



		



		

		

		

		

		

		

		

		

		



		



		

		

		

		

		

		

		

		

		



		



		

		

		

		

		

		

		

		

		









Key Stage 4 & Post 16

		Study Programme/Subject

		Qualification

		Current Grade

		Predicted Grade

		Qualification Achieved



		English



		

		

		

		



		Maths 



		

		

		

		



		Science



		

		

		

		



		



		

		

		

		



		



		

		

		

		



		



		

		

		

		



		



		

		

		

		



		



		

		

		

		



		



		

		

		

		







Any other Attainment/Cognitive Standardised Tests

		Name of Test

		Date

		Age at time of test

		Age Equivalent

		Standardised Score

		Percentile



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		







Current Support Arrangements

Assess, Plan, Do and Review

This section should demonstrate the graduated approach and current support arrangements. Please detail your Assess Plan Do and Review cycles you have completed, whether you have sought specialist advice and the impact. 

If this information is on your costed provision map, or on your ILP’s then please indicate on the form and attach them to your application. Please ensure that you demonstrate how you have incorporated any advice available from professionals into your cycles. 

If you are applying under exceptional circumstances then you can go straight to the next page.

		Date of cycle

		Assess

Desired Outcomes agreed

		Plan

Strategies/Interventions

		Do

Frequency/Duration

		Do

External  Agencies Involved

		Review

Outcomes met/partially met/not met



		









		

		

		

		

		



		







		

		

		

		

		



		







		

		

		

		

		



		





		

		

		

		

		



		Exceptional Circumstances: Please give details as to why you are applying under exceptional circumstances.



		































		Other professionals involved/Documentation to support the request





		Please list details of attached reports/evidence from appropriate Services. Do not include any reports that are over 12 months old, unless they are a diagnosis.  Reports must be on headed paper and signed.





		Name and contact details

		Service

		Dates of involvement

		Report attached? 



		







		

		

		



		







		

		

		



		







		

		

		



		







		

		

		



		







		

		

		



		







		

		

		



		







		

		

		



		







		

		

		



		







		

		

		



		







		

		

		









SEND Guidance 

Requesting an Education Health and Care Assessment 






































Appendix 1

Guidelines on the Evidence Required for an EHC Assessment 

		Evidence Required

		Examples of type of documentation

		

· 



		Signed consent from parents/person with parental responsibility or the young person (if they are beyond school leaving age and up to 25).

		Application form which contains the consent form. This must be signed and parents/young person should know that this means that information will be shared with other relevant professionals.

		



		Evidence of involvement of the parent and child/young person and the incorporation of their views in the provision made up to now.  

		Application form.

Parents/child’s/young person’s views forms.

Records from review meetings.

Person centred meetings.

ILP’s.

Chronology.

		



		Summary and analysis of the child’s/young person’s areas of strengths and needs. 

		Application form.

A-P-D-R cycles 

One page profile.

Individualised planning tools.

ILP’s.



		



		Evidence of a graduated approach to identified need, how provision has been changed to match need and interventions and adjusted to evidence that advice has been sought (from education, health and social care professionals) and incorporated through the A-P-D-R cycles. 

		Cycles of A-P-D-R 

Provision map.

Application form.

Chronology.

Reports from education, health and social care professionals. 

		



		Detailed evidence of interventions currently being provided, with reference to what, where, who, how long for, including the context of groupings and adult ratio/child during the intervention.

		Provision map (pages 2 and 3), but please filter out other children’s names on sheet 3.

Application form.

Cycles of A-P-D-R.

ILP’s.

Timetables

Records from review/person centred meetings.



		



		Detailed evidence of current levels of attainment using age appropriate measures with contextual information. This should include statutory and non-statutory assessments and progress checks in areas/subjects appropriate to the age of the child/young person.

		Early years Outcomes.

EFYS Progress.

End of year assessments.

End of Key Stage assessments.

Accreditation and qualifications.



		



		Detailed evidence of the rate of the rate of progress over time, as detailed above, but for previous years as appropriate given the age of the child/young person.

		Early years Outcomes.

EFYS Progress.

End of year assessments.

End of Key Stage assessments.

Accreditation and qualifications

		



		Evidence that the education provider have utilised their own resources (element 1 & 2 in schools) to implement the cycles of A-P-D-R and provide appropriate interventions and SEN Support Plus 

		Costed provision map. If using the Bury costed provision map please ensure you submit pages 2 & 3.

		



		Evidence of the involvement and views of professionals with relevant specialist expertise outside the normal competence of the educational setting.

		Cycles of A-P-D-R (evaluated and incorporating advice received)

ILP’s.

Provision map.

Chronology.

Records from meetings/reviews.



		



		Written advice, where provided from external education professional if sought 

		Additional Needs Team, Sensory Needs Team, Behaviour Outreach reports.



Educational Psychology reports.





		



		Evidence Required from Health Services

		Examples of type of documentation

		

· 



		Evidence of the involvement and views of the health service professionals, where health needs have an impact on the educational needs of the child/young person.

These should not be requested unless the health professional is already involved.

		Reports from Health professionals.  

Examples:

Speech and Language Therapy reports;

Occupational Therapy reports;

Physiotherapy reports;

Healthy Young Minds reports;

Child Development reports;

Paediatrician/Consultant reports;

Schedule of Growing Skills;

Early Health check.





		



		Evidence Required from Social Care Services

		Examples of type of documentation

		

· 



		Evidence of the involvement and views of the social care professionals, where social care needs have an impact on the educational needs of the child/young person.

These should not be requested unless the social care professional is already involved.

		Reports from social care professionals.  Please only provide information that is relevant to the application and is not confidential.

Examples:

Core assessments;

Recent Team Around the Child meetings;

Recent Child in Need meetings;

Recent Child Protection reports;

Recent CYPIC meeting reports;

My Adult Care Assessment (MACA).

		










		Important things to note:



		Do



		Only send the application when you have all the relevant documentation. Ring the SEN Team if you are unsure.



		Ensure the focus of your application is on the child’s strengths and needs (which will have incorporated the views and wishes of the child/young person and their parent), the provision you have put in place to meet these needs (including the costs) and the impact of the SEN provision.  



		Make sure that the reports you submit are no more than 12 months old and are on headed paper, signed and dated. The only exception to this is where there is a relevant diagnosis or longer term condition.



		Summarise information where possible in a concise format. 



		Make sure all the cycles of A-P-D-R have been evaluated and reviewed (apart from the current one).



		Ensure that you show how the cycles are linked to the needs of the child/young person and reflect any advice received.



		Make sure that the cycles of A-P-D-R last no more than 12 weeks at the most.



		The provision map is a crucial piece of information and you should:

· ensure you include page 2 & 3 of the provision map, but anonymise other children’s information;

· evidence the educational provision put in place over the last 12 month period. Do not predict how much provision may cost in the future;

· remember to divide the cost by the number of pupils if in group intervention;

· include the individual cost;

· we would expect provision to change over the 12 month period to reflect the A-P-D-R cycles.



		Keep copies of the information you have submitted.



		Do not include



		Behaviour incident logs or descriptions, photos of challenging behaviour.



		Samples of children’s work.



		Names of other children that can be used to identify them.



		Minutes of all meetings, summarise meetings held and enclose relevant and up to date notes. Use a chronology or summary to record these.



		Any recommendation for the type of setting that a child may need.














Appendix 2

Timeline for an EHC assessment
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