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Documents available

SENA webpage on
Professional Resource
web area

Nursery to Year 6

Annual Review framework guidance - Nursery to Year 6 >
B PDF 58636 KB

One Page Profile - Nursey to Year6 >
B DOCX, 323 MB

What is an Annual Review of an

Education, Health & Care (EHC) Plan?

Once an EHCP has been issued, a review of the EHC plan should take place on a least a
termly basis and then each subsequent year, an Annual Review meeting will take place for
those children and young people aged 5 onwards. For pre-school aged children, the EHCP
should be reviewed every 3 to 6 months. Leicestershire County Council asks that schools,
colleges and providers carry out the Annual Review process on their behalf.

If there are significant changes to a child or young person’s needs, an early
review can take place.

The Annual Review meeting is a formal opportunity for the child or young person, the parent or
carer, the school and others working with the ¢l ==~ =7 = m oo 2m mmm s s st ot e
about the progress of the child or young pers¢
EHC Plan. The review must consider whether t

|One Page Profile for child — to be completed
prior to Annual Review meeting

‘ Name of pupil: ‘ Completed by: ‘ Date: ‘

How do you prefer to — -—_—

communicate? @ 5 'j

Please indicate by =

adding bold or >

highlight relevant 1A

method
Talking to an Writing or Drawing or Alternative Video /
adult typing choosing Technology photo

pictures methods
Comments:

‘ What is working well in school? imhinkasou: Adulizwha help you in schaal: Braak time; Lesming ! lsssans: Moving araund schacl: Friendships) ‘
.

One Page Profile from parent/carer
(send out - to be completed prior to Annual Review meeting)

What is working well in
school:

Think about:

Adults who help in school:

Break / lunchtime;

Learning/ lessons;

Moving around school:
Friendships

One Page Profile - Nursery to Year 6 (parents/carers) >
B DoCx, 2073 kB

Annual Review checklist template - Nursery to Year6 >
B DOCX, 3.73 MB

Summary of completion of checklist template - Nursery to Year 6 »
B POF 91.1KB

Leicestershire
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Theim im lmss D iasmaalad Blrm smmas

!Annual Review of Education, Health and Care Plan

Checklist and template for completion as part
of the Annual Review meeting
For children in Nursery to Year 6

Unigue Pupil Number LA to complete

Arldrace

Summary to support completion of checklist and template for
completion during Annual Review - Nursery to Year 6

Part and description Notes « To be completed Page
* Optional number
* |If appropriate

Part 1 - starting off the Annual Review paperwork

- EHCP front page Used to update LA records Complete 1

- Tvpe of review Enables LA to prioritise Complete 1



https://resources.leicestershire.gov.uk/education-and-children/special-educational-needs-and-disability/support-for-schools/assessment-of-sen-sena

Annual Review checklist/ template

Annual Review of Education, Health and Care
Plan

Checklist and template for completion as part
of the Annual Review meeting

For children in Nursery to Year 6

* Front page of the EHCP —

to ensure any updates T
are provided, e.g. change -
In address e

MNumber

Parental

Email Address

Religion MHS Mumber |
, Date Criginal EHCP LA to complete
First Language Agreed
o Varsion Date EHCP LA to complete

Ethnicity Number Issued

My {Parent/ -

Carer] Nameis Social Care Status

| Live With Please Select If Other Please Specify | I
Type of Annual Review
Scheduled Beview | Early Review 1
Transition Beyiew O Updated Plan Following Tribunal O

SEND



During the Annual Review meeting
Concluding the meeting (Page 2 and 3)

-

|L Refer to Annual Review guidance document — page 18 and 19
Conclusion of this review

a. Keep the plan as it is.

b. The outcomes have been achieved so it is recommended that the LA should

e - * This section now includes a
box to tick.
) E;I:Z;z:ri::ua-.:cz::?lri:]::r;sideratmn for a different type of educational ¢ A S i g n atu re is req u i red tO

setting.

R s be added which can be the

- School cannot meet need.

c. Amendments are recommended (please see annotated EHCP).

st ooy e : Headteacher, SENDCo or

- Other reason for amending — please state: ... ... ...

lonal
d. Itis recommended that the LA carry out a new statutory re-assessment of Ot h e r ed u Cat I O n a

the pupil's needs due to significant changes. ] . R
- Ut ransport sk assessment e professional. The sign-off
- - - d
iﬂ:ﬂi‘:by Head Teacher, SENDCo or other educational professional from the I S to e n S u re th at al I

o (et information is accurate

Role:

| Please indicate the person who hosted the review meeting:



Annual Review checklist/ template

* All in one document - checklist to follow through the steps required for the Annual
Review process and template to complete during the Annual Review meeting

An Annual Review should be carried out within a 12-month period starting with the date on which the plan was first made and then
each 12-month period starting when the date on which the plan as reviewed or within 6 months for children under the age of 5.

The Annual Review Process Timeline

Termly review of EHC plan At least 3 meetings across the year to take stock of the EHC plan

4 - 5 weeks before the Annual Review meeting, school / college /
4 to 5 weeks before the Annual Review provider requests updating reports from involved professionals and
meeting wishes/views from the young person and their family

2 weeks before the Annual Review meeting school / college /
provider will invite involved professionals, the young person, their
family and a rep from SENA to the Annual Review meeting,
sharing update reports along with the invite.

2 weeks before Annual Review meeting

Annual Review meeting The Annual Review meeting takes place

2weeks after the Annual Review mesting, school/ college /

provicer will share their recommendations with all attendees and
with the LA (SENA) via AnyComms.

2 weeks after the Annual Review

eI AT e e 4 weeks after the Annual Review meeting, the LA will reach a decision
meeting to either maintain the EHCP, amend the EHCP or cease the EHCP and
will inform the parent/carer.

If the LA decides to amend the EHC plan, within 12 weeks of the Annual Review

el e meeting the final EHCP is issued to the parent/carer.

Annual Review meeting

Leicestershire

SEND



Prior to Annual Review meeting — SEN Reg 20.(2) and (4)
Requesting reports (page 6/ 7)

Part 2: Optional for completion

Full list of contributors (blanks left to add in any additional invitees)

Associated document _[Date

EEN N PES LR (oo ER (o X1 ETIHM Health professional 8 weeks prior to Annual

e LPT EHCAR@nhs net contribution to annual ~ Review meeting

review (Word document)

The information provided via this email will
only be for Leicestershire Partnership Trust

involvement. If you require information

from other NHS providers, the best option

is to speak to parent/carer to request
reports.

Name ROLE (EP, Therapist, Information required Tomag | Acviceor | Imutedio [ Advicsor
Child/Young Person, ioptonai; | report 2"".”5" 'fp':'.” 4
Parent/carer) —— Sasw | TEEEE

mieating
Child or ¥Young person Voice (One Page Profile example available) O O O
Farentfcarer Voice (One Page Profile example available) O O O
Educational setiing Timetable of support (this would be the O O O
costed provision map without costings

Name ROLE (EP, Therapist, Information required Tomegig | Advicmor | nviedio [ Advceor
ChildYoung Person, ioptonai; | report ;"".”E" 'f':":'.” 4
Parent/carer) x requestad EvEw rECEvE

=pproorists mieating
requested as part of the documentation at
the end of the Annual Review)
Educational setfing Current EHCP in use (Word) O d O
Education representaiives Advice or report (if appropriate) O O O
(include tutors)
Educational setiing Record of attendance O O O
Educational setiing Individual Health Care Plan O O O
;:I// |
Health service representatives | Advice or report from health services == O O O
Od d Od
Local authority social care Advice or report from Family Help staff, e.q. O O O
representative (see note at SEMND Family Support Workers,
bottom of table) Keyworkers, Children’s Social Workers;
Children’s or adult Young Adult Disability team; Adult Social
Waorkers
Od d Od
| Od |
Local Authority SEN officer Send an electronic invite to d
senaservice@leics.gov.uk - a paper
letter is not required

Name ROLE (EP, Therapist, Information required Tomag | Acwiceor | Imutedio [ Advicsor
Child/Young Person, {optionai; | report Annual report
Parent/carer) ! requested Review | recawed

approprists rneeting
SENA Business Support Contact to request a Word version of O O
current final EHCP for recording
annotation
Frivately sourced provision Advice or report | d |



https://resources.leicestershire.gov.uk/sites/resource/files/field/pdf/2017/3/13/Health-prof-contribution-to-annual-review.doc
https://resources.leicestershire.gov.uk/sites/resource/files/field/pdf/2017/3/13/Health-prof-contribution-to-annual-review.doc
https://resources.leicestershire.gov.uk/sites/resource/files/field/pdf/2017/3/13/Health-prof-contribution-to-annual-review.doc

Prior to Annual Review meeting
Children and young people survey (page 9)

In the LA we get asked a
number of times as to how
our children and young
people with an EHCP are
being supported.

The survey provides an
opportunity to capture this
information at an
appropriate time with

children and young people.

Part 3:[TolbeCompleted

Work prior to the Annual Review

Survey to be carried out with child or young person
before the Annual Review meeting

https:/Ibit ly/l41aqV2p

Questions within the survey:

1. What type of school do you go to?
- Prnmary school
- Secondary school
- Special school
- QOther

2. What does the support you have at school help you to do?
Free text

3. How often, if at all, do you feel that you are getting the nght
support to help you at school?
All of the time Most of the time Some of the ime

Mot very often Never Don't know

4. Is there anything else you would like to say about the support you
have at school?
Free text.

This response was provided by the:

a. Me — the child or young person
b. A representative on behalf of the child or young person

M.B. This information is being used as part of the Accelerated Progress Plan and reporting
on the SEND & Inclusion Strateqy.




Prior to Annual Review meeting — SEN Regs 19.(a), 20.(5)
Children and Young Pecople (page 10)

One Page Profile

One Page Profile for child — to be completed
prior to Annual Review meeting

MName of pupil:

Completed by: Date:

Thinﬂﬁ thﬂ“ W'Dl.lm |IkE tl] dﬂ hl.lt | Eﬂl'l't: (Think @Bout: In Schost A home bear wbsne pou Sei)

What is getting in the Wi]jl' of hemg able to do some things that | would like to be able to do:

abour BRins needed; Sdult Guppon reguingd: Tianaper; Monay)

Howe do you prefer to —_— — —

communicate? =C) @ j w D

Piease indicate by —

adding bold or 4

highlight relevant s

methaod
Talking to an Writing or Drawing or Alternative Video f
adult typing choosing Technology photo

pictures methods
Comments:

What would | like to be able to achieve this VB [Tk about: It and hobbie; Beeial abilla; Liasons: Asthilies 1o attand)
»

what iS Wﬂrki "ﬂ WE“ i“ SE“OG'? IThak about: Aduns wisd Blp o in Sch oo Braak time; Laannin
L]

What does the support you have at school help you to do?

ThIS- is what | want fur the future (hopes and dreams):
Trdan si%acn %0 ahool, i = chiocding GCSE on & Woew s waoaional ansdy, iuur:lllu.'l::-llul:r.i Sopportad wre rn b

lllllllll
"~

What makes me happy (interests, passions and skills that are important tO mMe): muie sbeu esemas
ot bie s Bocial skins: ked, ahareg, Y A mendad)

Tuney, 990, Lasase s Actrilii s altends

This is how | would Ilke to supported (other mlngs thﬂt I would like penple to know): mu

wiliia i o i eetionl) Braak 4 N et Mg arsund Sekeal; Socal skills P ipa) Sedas b ac i

Thmgs that | do |r|. m',r Iucal cnmmumt'_.r and huw I ﬂm support&d to do them: mi

+ Trbondd solvges s Bu gy rl B ek s Beed pagn

 Feedback from
SENDCoNet was
that the One
Page profile is
useful and a
template was
requested. This
can be found
here:

* The questions In
the One Page
Profile correlate
with the EHCP




Gathering voice resource

* A Specialist Teaching Service
resource providing examples
of different ways to capture
voice

H Leicestershire
County Council

Gathering Children’s and
Young People’s Voice to
contribute to an EHCNA or

Annual Review

A: Resources & approaches to gather views
of non-speaking learners

B: Resources & approaches to gather views
of learners requiring alternative approaches
to communication

C: Resources & approaches to gather views
of learners able o communicate
independently

D: Other resources for gathering voice




Aspirations and sought outcomes to SMART outcomes

Leicestershire County Council places great value on the voice of the child, particularly to
find out about their future aspirations (whatever their age). This is the thread that brings
together the different sections of the Education Health and Care plan leading to SMART
outcomes.

Leicestershire PSS
SEND;



Prior to Annual Review meeting
One Page Profile - Parent/ Carers (page 10)

 Feedback from the

What is getting in the way of

One Page Profile from parent/carer
(send out - to be completed prior to Annual Review meeting)

What is working well in

& Friendships

being able to meet outcomes
across education, health and
care:

# Suppart required:
= Environmental 1ssues

= Manasy

This is how | would like my
young person to be
supported (other things that
my parents would like
people to know):

Thirk abaut:

Aspirations and hopes and
dreams for the future (this is
what my family want for my
future):

= Trarisian o5

apprarticaship or a supparbso intereship

= Indspardencs |lite skills, 8.2 money, travel,
pressing, tolleting, satety}

= Community participation |fierdships, clubs,
actvities, atz)

111111

Things that the health
service support my young
person with and how it

HHHHHH

= Epesch and Languags Therapy
* Physiotherapy

Things that | do in my local
community and how | am
supported to do them:

Tk ak=out:

SEND Hub is that

parent/carers would
like to be more of a
part of the process but
don’t always feel well

prepared. Therefore, a
template to collect the
parent/carer voice is
also available which
can be found here:

 This should be sent to

the parent/carer to be
completed prior to the
Annual Review meeting



During the Annual Review
Template for completion during the Annual Review meeting (page llonwards)

Part 4: Tolbeicompleted

During the Annual Review meeting
Who attended the meeting?

e Th is pag e is th e Sta rt Of th e Mame _ [Ed_ucatinni?FlTsEychulngist: Attended
. Tht_a-raplst, Child™ oung Person parent) ‘f_es;' He
documentation for the Annual Chid ot Yoing person e
R eVi eW m e eti n g Setting, school, college representaiive :rji ::2
. . . Education representative (include tutors) “r;; Mo
¢ The I nfO rm atl On On hOW VO I Ce Health service representative :Zi ::j
° . Local authority social care representative, e.g. | YesMo
was captured was included in o i S0 o S o
the previous Version — th is has uhvduurlée[:isabillﬂy Social Worker; Adult Social |
been enhanced where Proail Sourted provion
alternative means of =
Commun ication to Captu re Voice Eefertn Annual Review ?uidance dncument—p-age 9 |
. R o If the child or young person contributed through alternative means, please include
can be included, if appropriate e mettod uec

If the childfyoung person did not attend or coniribute io the review, please provide
reasons why and what support has been provided to ensure their views have been
gathered and included:




During the Annual Review
Recording the conversation

* As part of the written report
provided back to the LA, the
SEN Regulations refer to the
following ... referring to any
difference between those
recommendations and
recommendations of others
attending the meeting.

* Note sections where the
conversation can be recorded
have been included against the
different sections.

Recording the conversation
T

lH Refer to Annual Review guidance document — pages 7 and &

Flease note the key points discussed during the discussion in the note section.
Taken from the SEMD Code of Practice:

8177 The meeting must focus on the child or young person’s progress towards
achieving the outcomes specified in the EHC plan, and on what changes might nead
to be made to the support provided to help them achieve those outcomes, or
whether changes are needed to the outcomes themselves.

Taken from the SEMN Regulations:

20.(7) Where the child or young person attends a school referred to in paragraph
(12), the local authority must ask the head teacher or principal of the school to
prepare a written report on the child or young person, setting out that person’s
recommendations on any amendments to be made to the EHC plan, and referring to
any difference between those recommendations and recommendations of others
attending the meeting.

Completing the conclusion of the Annual Review meeting and relevant notes
sections in this document meets this requirement.

Also consider:

»  Preparation for Adulthood (or the fuiure)
=  Aspirations — what | would like to achieve?




During the Annual Review
Section A (Pages 13)

* Section A provides the thread
that should run through the rest
of the EHCP as exemplified on
slide 10.

* To complete the boxes under
Capturing voice, either refer to
the One Page Profile or complete
on the template.

k _

Section A - Optional if completed a One Page Profile

Capturing the voice of the child (the thread that runs
through the EHCP)

This is

what | want for my future;

This i

is how | would like to be supported

Capturing the Voice of Parent/carers:

Th

is is what my parent'carers aspirations are for me in the future:

This is how my parent/carers will support me




During the Annual Review

Working through the EHCP —annotating the EHCP (Page 2 1)

Annotating the EHCP - guidance for changes to the EHCP

Please note: All edits must be on the word document of the EHCP. If you only
have a PDF version, please contact SENA for them to reissue as a word
document. Handwritten edits will not be accepted moving forward.

At Annual Review, any amendments to the EHCP should be annotated as follows:
Any proposed deletions MUST be shown by strkethrough

Any proposed additions to the EHCP/Statement MUST be shown in Bold
EXAMPLE

Mary uses her voice all the time when she is communicating. She uses signs to communicate at home
and will imitate what she hears when language = simplfied and directed to har.  Mary will switch
between sign and spoken language according to who she is communicating with. Mary is a natural
communicator. She is always keen to share her news and is confident in her ability to do so.
She will happily talk to people throughout the school and will repeat what she has said to ensure
understanding. Mary can have conversations now and will ask questions to probe for more
information.

Wan e Rowv O oiiing Sighstogeifelr AR abha- 1o pu-simpla-things-that have happened. Mary is
constantly learning new signs and is observant of hand shape and position. She enjoys
singing which helps bring a flow and fluency to her signing. Mary will now place time markers
in her signing when retelling events and she understands and can use prepositions in sign.
Her signed vocabulary is quickly expanding and she is visually very alert. Sha-hassome

MN.B. Amendments are not to be made on the hours or the funding.
Advice on reviewing an EHCP that has not been amended

Consider the amendments to the EHCP made in the previous year/s during the
discussion. Add amendments onto the latest Word version of the EHCP. Colour-
coding can be used to identify each years review/amendments.

* The current EHCP should be

available as a Word
document so that this
document can be annotated
electronically and sent back
to SENA with the

recommended amendments.




During the Annual Review - SEN Regs 20.(7)
Health and Social Care sections (Page 17)

Health and Social Care sections — optional depending upon current

involvement  This section enables the
pm recording of the
lH Refer to Annual Review guidance document — pages 11 and 12 Conversation.
Motes on the discussion for sections: C & G, D & H1/HZ (health and care sections) . .
Fecord: ¢ NOt a.” pupI|S W|” have
*  Where there is agreement
* Where there is disagreement health and/or social care
= Where the d@ﬁagreement has been resolved
*  Where the disagreement has not been resolved needs’ SO ShOUId Only be

completed as appropriate.




During the Annual Review - SEN Regs 20.(7)

Education sections (Page 17)

Optional for B and F — dependent on new needs and provision
noted

[

lH Refer to Annual Review guidance document — pages 13, 14 and 15

Motes on needs and provision {Consider any new needs / provision required to meet outcomes)

* Not all pupils will have a

It is helpful o record:

1 " *  Where there is agreement
Cha‘nge In thel r needs Il »  Where there is disagreement
. . *  Where the disagreement has been resolved
th IS SeCt|on Shou I d on Iy *  Where the disagreement has not been resolved

be completed as
appropriate.




During the Annual Review meeting - SEN Regs 19 .(b)

Reviewing outcomes (Page 18 and 19)

To be completed for section E

| — * To comply with the SEN
— Regulations, there is still the
specific section to note progress

°
Ssummary of achievement of outcomes ag al n St O u tCO l I I es
Achieved O
Parily achieved O
Mone achieved O
Section E: . A n
Communicaon ang nferscon y amendaments to outCcomes
Outcomes in EHCP Progress made against the Outcome remains appropriate or

outcome Proposed New Cuicome

may require new provision /
e needs

Summary of achievement of outcom °
s * The section to note that changes
Parily achieved O
Mone achieved O
Section E: o o
S el are reaul red IS ON bade '1 7
Outcomes in EHCP Progress made against the Outcome remains appropriate or
outcome Proposed New Culcome

* The wording for the new need

— and provision should be made on
e the EHCP




During the Annual Review meeting
Writing SMART outcomes

* We can think of writing a SMART outcome as a sandwich:

AN

* In Leicestershire we include when an outcome will be achieved in the left-hand
column of section E. However, when providing information back to SENA, this
should be included. The top of the sandwich starts with the pupil’s name.

* For the filling, include a skill that is measurable through either observation or
assessment.

* Complete the sandwich with what this skill will enable them to do (what difference

will this make).
/ /

Further information on writing good outcomes can be found on the SEN Assessment page under
podcasts and also in the Annual Review framework guidance document on the same webpage.

| A



During the Annual Review meeting
Personalbudget (Page 20)

* Information on
any requests for
a personal
budget can be
recorded

Optional to ask the question - but young people and parents of
children who have EHC plans have the right to request a Personal

Budget

[ e

lH Refer to Annual Review guidance document — page 16

Section J — notes

A personal budget (or a direct payment) that links any funding provided with specific outcomes of the EHC plan. This
can either be from:

Education
Health
Social care (likely to be a direct payment)

Has a personal budget been discussed? Yes/Mo

Request information for a personal budget

Education ‘“r:aE Mo
Health TesiNo
YWeasiMo

Care




Following the Annual Review meeting
Sending offthe documentation (Page 22 and23)

e The last section of the documentation is
a checklist of the different documents
that are required to be sent to the LA

* This checklist / template is the Annual
Review documentation that should be
sent to SENA which sets out the
recommendations on amendments
agreed in the Annual Review meeting

(SEN Reg 20.(7) )

* Return of documents via AnyComms is
the preferred method

To ensure the correct documentation is provided to SENA, please

complete this checklist:

Have you attached the following with your submission to SENA?

The annual review meeting notes (this template) — o be completed Yes O

Advice and information sent out before the meeting:

Child or ¥oung person voice (attach One Page Profile if completed) Yes O NoO
FParent/carer voice (attach One Page Profile if completed) Yes O NoO
From Educational setting (setting, school, college)

Cost of provision map - fequired Yes O

Record of Attendance - feguired Yes O
Evidence of attainment and or progress made over the last 12 months (unless | ves O

an early review) - reguired

Individual Health Care Plan (if appropriate) Yes O WNADO
Annotated EHCP — Word document (required) Yes I

Other appropriate school advice f report (include tutors) (If appropriate) Yes O NADO
Health service advice / report (If appropriate) Yes O NA O
Local authorty social care advice [ report (If appropriate) Yes O NA O
Frivately sourced provision reports (If appropriate) Yes O N/A O
Final zign-off of documentation

Annual Review documentation signed by Headteacher, SENDCo or gther Yes O

educational professional (will also accept photo signature pasted onto
document, electronic signature but not a typed name) (Bequired)




Guidance and usefulresources

Leicestershire
County Council

Q Search the site

= Menu
Professional Resources

{a} Home > Education and children > Special educational needs and disability > Support for schools

Assessment of SEN (SENA)

The Special Educational Needs Assessment (SENA) service carry out the statutory assessment and review of Education,
Health and Care Plans (EHCP) for children and young people aged 0 - 25.

Contact details

© To find out more about what provision is expected for children with SEND in mainstream schools, and where to find additional support,
please visit Inclusive Practice Toolkit [ .

= SEN Assessment Service (SENA)

The service is responsible for writing Education Health and Care Plans (EHCP) if a statutory assessment is
agreed, and will commission the identified provision to meet identified needs. The service can provide advice 7 0116 305 6600

and guidance to families as well as educational settings around statutory duties.

Council for Disabled Children Person-centred planning
Annual Review training Helen Sanderson Associates

Person-Centred Planning meeting

Capturing voice

capture voice



https://www.helensandersonassociates.com/person-centered-thinking-tool
https://councilfordisabledchildren.org.uk/sites/default/files/uploads/files/AR.Personcentredplanningmeetings.fINAL.pdf
https://resources.leicestershire.gov.uk/education-and-children/special-educational-needs-and-disability/support-for-schools/assessment-of-sen-sena
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