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Do cu m e n ts  a v a ila b le
SENA webpage on 
Professional Resource 
web area 

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


An n u a l Re v ie w  ch e ck lis t  /  t e m p la te

• Front page of the EHCP to 
ensure any updates are 
provided, e.g. change in address

• A line has been included at the 
bottom to provide any year 11’s 
email addresses, so that the 
EHCP can be sent directly to 
them

• There is also a line to provide 
consent to share the EHCP with 
the parent/carer if a student is 
Year 11+



Du r in g  th e  An n u a l Re v ie w  m e e t in g
Co n clu d in g  th e  m e e t in g  (Pa g e  2  a n d  3 )

• This section now includes a 
box to tick.

• A signature is required to 
be added which can be the 
Headteacher, SENDCo or 
other educational 
professional.  The sign-off 
is to ensure that all 
information is accurate   



An n u a l Re v ie w  ch e ck lis t  /  t e m p la te
• 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



Pr io r  to  An n u a l Re v ie w  m e e t in g  – SEN Re g  2 0 .(2 ) a n d  (4 )
Re q u e st in g  r e p o r t s  (p a g e  6 / 7 )

Action required Associated document Date
Health requesting schools to email: 

LPT.EHCAR@nhs.net
Health professional 
contribution to annual 
review (Word document)

8 weeks prior to Annual 
Review meeting 

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 the 
parent/carer to request reports. 

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


Pr io r  to  An n u a l Re v ie w  m e e t in g   
Ch ild r e n  a n d  y o u n g  p e o p le  su r v e y  (p a g e  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.



Pr io r  to  An n u a l Re v ie w  m e e t in g  – SEN Re g s 19 .(a ),  2 0 .(5 )
O n e  Pa g e  Pr o file  -  Ch ild r e n  a n d  Yo u n g  Pe o p le  (p a g e  10 )

• 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 



Ga th e r in g  v o ice  r e so u r ce

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



Asp ir a t io n s  a n d  so u g h t  o u tco m e s to  SMART o u tco m e s
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.  

An aspiration 
is a hope or 
ambition of 
achieving 

something.

An outcome can be 
defined as the benefit or 
difference made to an 
individual as a result of an 
intervention. (SEND CoP     
9.66)

All EHC plans must specify the 
outcomes sought for a child or 

young person. Outcomes in EHC 
plans should be SMART (Specific, 
Measurable, Achievable, Realistic, 

Time-bound).



• Feedback from the 
SEND Hub is that 
parent/carers would 
like to be more a part 
of the process but 
don’t feel always 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 

Pr io r  to  An n u a l Re v ie w  m e e t in g  
O n e  Pa g e  Pr o file  -  Pa r e n t / Ca r e r s  (p a g e  10 )



Du r in g  th e  An n u a l Re v ie w   
Te m p la te  fo r  co m p le t io n  d u r in g  th e  An n u a l Re v ie w  m e e t in g  (p a g e  11 o n w a r d s)

• This page is the start of the 
documentation to be completed 
during the Annual Review 
meeting

• The information on how voice 
was captured was included in 
the previous version – this has 
been enhanced where 
alternative means of 
communication to capture voice 
can be included



Du r in g  th e  An n u a l Re v ie w
Re co r d in g  th e  co n v e r sa t io n   

• 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.  



Du r in g  th e  An n u a l Re v ie w   
Se ct io n  A (Pa g e s  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.



• The transition 
plan has now 
been 
incorporated 
into the Annual 
Review checklist  
/ template 

Du r in g  th e  An n u a l Re v ie w
Pr e p a r a t io n  fo r  Ad u lth o o d  (Pa g e s  14  to  16 )



Du r in g  th e  An n u a l Re v ie w
Pr e p a r a t io n  fo r  Ad u lth o o d



Du r in g  th e  An n u a l Re v ie w   
W o r k in g  th r o u g h  th e  EHCP – a n n o ta t in g  th e  EHCP (Pa g e  2 1)

• 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.  



Du r in g  th e  An n u a l Re v ie w  -  SEN Re g s 2 0 .(7 ) 
He a lth  a n d  So cia l Ca r e  se ct io n s  (Pa g e  17 )

• This section enables the 
recording of the  
conversation.

• Not all pupils will have 
health and/or social care 
needs, so should only be 
completed as appropriate.



Du r in g  th e  An n u a l Re v ie w  -  SEN Re g s 2 0 .(7 ) 
Ed u ca t io n  se ct io n s  (Pa g e  17 )

• Not all pupils will have a 
change in their needs – 
this section should only 
be completed as 
appropriate.



Du r in g  th e  An n u a l Re v ie w  m e e t in g  -  SEN Re g s 19 .(b ) 
Re v ie w in g  o u tco m e s (Pa g e  18  a n d  19 ) 

• To comply with the SEN Regulations, 
there is still the specific section to 
note progress against outcomes 

• Any amendments to outcomes may 
include new provision / needs

• The section to note that changes are 
required is on page 17 

• The wording for the new need and 
provision should be made on the 
annotated EHCP 

• Preparation for Adulthood outcomes 
are also included in this section.  
Corresponding provision should be 
included on the EHCP



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

• 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).

Du r in g  th e  An n u a l Re v ie w  m e e t in g
W r it in g  SMART o u tco m e s

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.



Du r in g  th e  An n u a l Re v ie w  m e e t in g
Pe r so n a l b u d g e t  (Pa g e  2 0 )

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



Fo llo w in g  th e  An n u a l Re v ie w  m e e t in g
Se n d in g  o ff t h e  d o cu m e n ta t io n  (Pa g e  2 2  a n d 2 3 )

• 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



Gu id a n ce  a n d  u se fu l r e so u r ce s

Person-centred planning  
Helen Sanderson Associates
What is Person-Centred Planning
Person-Centred Planning meeting

Capturing voice
capture voice

Preparation for Adulthood
NDTi PfA Tools

Council for Disabled Children 
Annual Review training

https://www.helensandersonassociates.com/person-centered-thinking-tool
https://councilfordisabledchildren.org.uk/about-us-0/networks/information-advice-and-support-programme/useful-resources-publications/what-1
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
https://www.ndti.org.uk/resources/preparing-for-adulthood-all-tools-resources/pfa-person-centred-planning-tools
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