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Using My Support Plan and 

 Education Health and Care Plan paperwork: 

September 2015 

About this guidance: 

This guidance relates to York City Council paperwork to support the CYC Pathway of Coordinated 

Support and how to complete ‘My Support Plan’ (MSP) and ‘Education, Health & Care Plan’ (EHCP) 

paperwork.  

Expiry or review date: 

  This guidance will be kept under review and updated when necessary. 

Which legislation does this guidance refer to? 

 Special educational needs and disability code of practice: 0 to 25 years (January 2015, DfE & DoH) 

Who is this guidance for? 

All education professionals involved in the transfer process; 

 Headteachers, Principals, Senior Leaders, SENCO’s and Lead Practitioners working in post 

maintained setting 

 Connexions 

 LA SEN Team 

 Educational Psychologists 

 Specialist Teaching Team 

 Early Years Specialist Teaching Team 

Key Points: 

1. Which form to use? 

2. Reviewing an existing plan 

3. Part 1: Who I am and what’s in my plan 

4. Part 2: Information gathered by me and my family 

5. Part 3: Information about my special educational needs 

6. Part 4: Information about my health and social care needs 

7. Part 5: information shared and agreed at my meeting 

8. Part 6: Provision agreed  (EHCP only) 

9. Part 7: Relevant advice and information that supports my plan 

10. Submitting plans to the SEN Co-ordination Team 
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1. Which form to use? 

Which plan you use depends upon where on the pathway of 

coordinated Support you are.  

 

/The Coordinated Support Pathway contains further information 
on the pathway from SEN Support to Education, Health and Care  

 

My Support Plan: (MSP) 

This is a non-statutory plan for children and young 
people (CYP) being supported at SEN Support. It 
should be used when a CYP has a multi-agency 
team working with them. The plan will help to 
provide a coordinated approach and support 
parents and young people to ‘tell it once’.  

For some CYP you may only wish to use parts of 
the plan and can continue this if this meets their 
needs. However a complete fully reviewed MSP 
will need to be completed for any child or young 
person being put forward for an EHC Needs 
Assessment.* 

 

Education, Health and Care Plan: (EHCP) 

This is a statutory plan which is completed by the 
Local Authority, from information contained in the 
MSP, after an EHC Needs Assessment. EHC Panel 
agrees to an EHCP when it considers that 
additional provision needs to be made for a CYP 
beyond that delegated to a school/college or 
through EY Inclusion fund. 

The EHCP must be reviewed at least annually by 
the educational setting. After this the plan will be 
submitted to the EHC Panel for consideration. 

*N.B Guidance on how to request a statutory assessment can be found at:   

http://www.york.gov.uk/downloads/file/14594/the_co-ordinated_support_pathway
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2. Reviewing an existing plan 

The latest CYC format should be used.  

When reviewing plans, the existing information provided in the following sections should be reviewed and updated as necessary. 

 Part 1.3   

 Part 2.1, 2.2, 2.3 

 Part 3.1, 3.3 

 All of Part 4 

If the CYP, their family, professionals feel the information in these pages remains current, accurate and relevant they do not have to be 

completely rewritten at each review but can added to or amended when needed.  In order to keep track of the date information is provided / 

updated it is very important that the date when each section is completed or updated on is recorded accurately:  

This section completed/updated on:   

 PART 5 now holds all the review information so this section will be completed anew each review. 

BEFORE THE MEETING 

Educational Settings must prepare and gather information in good time so that it can be shared 2 weeks ahead of the review meeting. This is to 

allow everyone time to think about the CYP’s needs and progress and so the meeting can be person centred. 

5.1  CYP should be supported to complete this ahead of the meeting. 

5.2 Parents should be offered the opportunity to complete a written contribution.  If they do not wish to do this they should know, these 

questions in 5.2 will be discussed and their important views will be documented in the record of the meeting. 

5.3  Practitioners who support the CYP and their family should be asked well ahead of the review meeting: 

 If  they wish to make a written contribution to complete 5.3 Contribution from people who support me   

 Send any copies of any assessment, report or written advice they have shared with the family completed since the last review. 

 Email any amendments they consider need to be made to the current EHCP, specifically Part 4 for social care and health professionals. 
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DURING THE MEETING 

5.4   Views shared at my meeting. The headings/ questions from this section can be used as the agenda for the meeting and the notes recorded 

should provide the detail for completing:  5.5 Agreed outcomes, 5.6 Agreed actions and 5.7 Review record after the meeting. 

 

AFTER THE MEETING 

5.5  5.6  5.7 need to be completed in detail. 

Any agreed amendments need to the plan need to be made and the date at the top of the relevant section updated. 

Submit the plan to the SEN Co-ordination Team – please refer to section 10 of this guidance for details.
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3.  Part 1: Who I am and what’s in my plan 

Start by downloading the correct plan from the CYC website using the hyperlinks below: 

 MSP 

 EHCP 

I like to be known as: Enter the CYP’s name as you would like it to appear throughout the plan.   

This space is for the CYP or their family to personalise their plan. e.g. using photos, drawings, pictures 
or symbols. A one-sentence description of the child or young person, which sums up how others see 
them, or what others like and admire about them, can also be included. 

My personal details:   

My Education:  

 Current educational setting – if a CYP has a dual placement, please name both settings with the 
lead setting named first. 

 Current year group – if the CYP is taught out of cohort please indicate this here  

 Next key transition point – choose from the following or add a similar statement 

o Early Years Setting to Primary / Infant School 

o Infant to Juinor School 

o Primary to Secondary School 

o Secondary School to FE College 

 Date of next transition – the expected date (month and year) that they will make the transition 
listed above 

My plan: The lead practitioner will normally be a member of staff working at the educational setting 
(e.g. the SENCO), although they can be any one invoved with the CYP. This person is responsible for co-
ordinating the next annual review of the plan. 

Please ensure that the correct email address is added and if the key person is a professional DO NOT 
use their personal email addresses.  

http://www.york.gov.uk/downloads/file/14583/ehcp_interactive
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All the information on this page must be completed after the plan has been completed as this 
page no longer completes itself. 
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The basic form for this section is included in the plan. However this section does not have to be completed in this form. This section should reflect the CYP 

age and interests. Alternatives could include; 

 A montage of photos showing the CYP in a range of activities 

 A one page profile 

 Powerpoint slides presented at their review meeting 

 Drawings or writing – this could also include the use of PECS, communicate in print or any other support the CYP might use 

Use your imagination, the aim of this section is to iintroduce the CYP! This part can be completed by the parents or a professional with the CYP and 

then inserted into the form. 

 

 

 

 

 

 

 

 

 

 

 

This part completed / updated on: Enter the date that the contribution was made 
by the CYP. 

Have you filled in the part independently? This part is really important, as it 
indicates how much support the CYP got to complete the part. It is fine for the CYP 
to have help but please be clear how much help has been given. 

What’s important to me in the future? for example, plans to join in activities and 
be part of your local community, go to college or gain qualifications, where and 
who you would like to live with in the future, how you could be more independent, 
what type of work you would like to do 

Important information you need to know about me: 

Information about your health, how to keep safe, or information you want anyone 
helping you to know 

What helps me to learn, be independent, play, enjoy leisure time, spend time 
with friends and keep healthy?  Describe the helpful ways people support you. You 
can use extra headings for other information you want to include. Don’t forget to 
list equipment or aids you use that make things easier for you or make you more 
independent. 



  

 

8 

4. Part 2: Information gathered by me and my family: The basic form for this section is included in the plan. However this section does not 

have to be completed in this form. If parents would rather provide the information in a different way please insert the information they provide. 

This part completed / updated on:  Enter the date that the contribution was made  

Whats important for your childs future:  consider plans for the next provision, community 
participation, and for those of secondary age further education and, where practicable, 
independent living and paid employment 

Important information you need to know about my child: Include any important information 
that affects the health, safety or well-being of the individual that should be shared with 
anyone supporting them – for example: 

 Frequent seizures – please refer to detailed health care plan 

 No sense of danger and needs to be very closely supervised at all times 

 Finds change very difficult and needs a visual schedule to cope, otherwise becomes very 
distressed 

 Allergic to... 

What helps our child to learn, be independent, play, enjoy leisure time, spend time with 
friends and keep healthy?  This box should include brief key information on what, when and 
how help/support is needed and what setting or situations this support should be provided or 
is required. Documents and plans that provide more detailed information can be referred to 
and appended in part 6.2 of the plan. In addition to the headings above, include any 
information you want to. It is helpful to list equipment, aids or types of support that minimise 
difficulties for your child and that are important for people to know about. 

Additional Information: Information you want anyone supporting your child and your family to 
know or be aware of – for example: 

 Times or days or barriers that make it difficult to attend appointments or meet professionals 

 Other barriers, eg access issues, languages 

 Best ways to get in touch 

 Important things to remember about how to support your child and your family 

 Specific family circumstances. 

This section should include brief information about the child’s 

relevant history that others need to know. It should not be 

extensive, but can refer people to other information where 

necessary. 
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This part completed / updated on: Enter the date that the contribution was made  

Parent contact details: if parents are living at the same address they can be entered on the 
section and the additional section deleted from the plan. 

How do you wish to receive information? This part informs the Local Authority whether we 
should send information out to parents by post or email. If it is not completed we will assume that 
information needs to be posted. 

Who CYP lives with: This should include who lives in their house. The additional information could 
include days of the week people stay, additional needs or school attended. 

Other people you need to know about: This can include other family members, close friends or 
regular carers that the CYP come into contact with.  

People who can provide support and information: 

This section should give details of the full range of support accessed by the child/young person 
and their family, including local and national organisations, universal and specialist services and 
important community and family support. It should include: 

 The key contact in the current educational setting 

 The name of the child/young person’s GP 

 Any other health professionals who provide support 
Where a child or young person accesses short breaks and/or social care support: 

 The lead practitioner/key worker for short breaks 

 Their named social worker/adult care manager 

NB: where an email address is not available, please provide a full postal address 
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This section is only for CYP who are looked after (by the local authority) . If the CYP is not 

looked after  (by the local authority)  then please complete the date and insert No and 

delete the rest of the rows. 

 

   If a CYP is  looked after (by the local authority) then this section should be completed with 

the relevant social worker. 

 

 

 

 

 

 

 

 

5. Part 3: information about my special educational needs:  This section will initially be written as a collaborative assessment of the 

education, health and care needs of the child/young person, following a coordinated assessment meeting. The description of needs should include a 
statement about the child/young person based on a descriptor from the relevant City of York SEN Banding Threshold document(s). 

Information should be concise, and specific identified needs numbered. These specific identified needs must clearly link to the provision made for the 

child/young person in part 3.3.  

When there are changes in identified needs, this section should be reviewed and updated by the educational setting. This should be done in 

consultation with the child/young person and their family, and supported by practitioners from York SEN Services and health and social care 

professionals as appropriate.  Any amendments must be submitted to the local authority for quality assurance as part of the review process. 
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This part completed / updated on:  Enter the date that the part was completed and 
agreed with parents. 

Broad areas of need identified through the co-ordinated assessment? These broad 
areas of needs are those identified in the CoP 6.28 – 6.35. A copy of these can be 
found on the next page. A CYP may fall into more than one category. 

Description of SEND on school census or ILR: Choose a primary need and a secondary 
need (if appropriate) from those listed and delete those not required. The categories 
chosen should match the CYP previous statement. If the CYP SEND has changed this 
should be supported by a professional, such as an Educational Psychologist. 

Details of any specific diagnosis: This should be used when a formal diagnosis has 
been made by the Paediatrician, ASC Panel, CAMHS or Educational Psychologist. 

Relevant descriptors from CYC SEN Banding documnets: This part needs to be based 
on the CYC Banding Thresholds document relevant to the need described above. 
Personalise the descriptors to reflect the needs of the CYP and only include those 
relevant to the CYP.  

Description of specific need: please see page 13 of this guidance. 

http://www.york.gov.uk/downloads/download/3624/cyc_banding_thresholds
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Broad areas of need:  

Communication and interaction  

6.28 Children and young people with speech, language and communication needs (SLCN) have difficulty in communicating with others. This may be because they have 
difficulty saying what they want to, understanding what is being said to them or they do not understand or use social rules of communication. The profile for every child 
with SLCN is different and their needs may change over time. They may have difficulty with one, some or all of the different aspects of speech, language or social 
communication at different times of their lives.  

6.29 Children and young people with ASD, including Asperger’s Syndrome and Autism, are likely to have particular difficulties with social interaction. They may also 
experience difficulties with language, communication and imagination, which can impact on how they relate to others.  

Cognition and learning  

6.30 Support for learning difficulties may be required when children and young people learn at a slower pace than their peers, even with appropriate differentiation. 
Learning difficulties cover a wide range of needs, including moderate learning difficulties (MLD), severe learning difficulties (SLD), where children are likely to need support 
in all areas of the curriculum and associated difficulties with mobility and communication, through to profound and multiple learning difficulties (PMLD), where children are 
likely to have severe and complex learning difficulties as well as a physical disability or sensory impairment.  

6.31 Specific learning difficulties (SpLD), affect one or more specific aspects of learning. This encompasses a range of conditions such as dyslexia, dyscalculia and dyspraxia.  

Social, emotional and mental health difficulties  

6.32 Children and young people may experience a wide range of social and emotional difficulties which manifest themselves in many ways. These may include becoming 
withdrawn or isolated, as well as displaying challenging, disruptive or disturbing behaviour. These behaviours may reflect underlying mental health difficulties such as 
anxiety or depression, self-harming, substance misuse, eating disorders or physical symptoms that are medically unexplained. Other children and young people may have 
disorders such as attention deficit disorder, attention deficit hyperactive disorder or attachment disorder.  

6.33 Schools and colleges should have clear processes to support children and young people, including how they will manage the effect of any disruptive behaviour so it 
does not adversely affect other pupils. The Department for Education publishes guidance on managing pupils’ mental health and behaviour difficulties in schools – see the 
References part under Chapter 6 for a link.  

Sensory and/or physical needs  

6.34 Some children and young people require special educational provision because they have a disability which prevents or hinders them from making use of the 
educational facilities generally provided. These difficulties can be age related and may fluctuate over time. Many children and young people with vision impairment (VI), 
hearing impairment (HI) or a multi-sensory impairment (MSI) will require specialist support and/or equipment to access their learning, or habilitation support. Children and 
young people with an MSI have a combination of vision and hearing difficulties. Information on how to provide services for deafblind children and young people is available 
through the Social Care for Deafblind Children and Adults guidance published by the Department of Health (see the References part under Chapter 6 for a link).  

6.35 Some children and young people with a physical disability (PD) require additional ongoing support and equipment to access all the opportunities available to their 
peers.  
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Below is an example of how to complete the specific needs part: 

Specific identified need Brief details of strength and needs 

N1  Jenny has complex health needs which means she can tire easily.  As well as support for her feeding difficulties, her vision requires monitoring 
and she needs to build up her strength and stamina. Jenny has a very high pain threshold, so it is hard to tell when she is unwell or in pain. 

N2  Jenny requires support to develop her:                                                                 

 listening & attention skills: Jenny can focus on interactive adult-led activities for up to about 20 minutes if each activity is about 5 
minutes. Sometimes within these activities she finds it hard to concentrate on the focus of the task and she is highly distracted by 
anything going on around her, needing re-focussing back to task.                                              

 understanding of language: her comprehension is delayed but she is able to follow everyday instructions and can have a simple 
conversation.            

 expressing herself verbally: Jenny is able to get her message across competently using a range of simple sentences and is starting to use 
some longer sentences with ‘because’ in them.   

Her grammatical development is delayed and she misses out lots of the little grammatical words in sentences, and tends not to use past or 
future test. (information from SALT report July 2014, in appendices) 

N3    Jenny requires support with toileting, feeding and dressing skills. Jenny has ongoing problems with eating, drinking and swallowing. 

N4  Jenny explores a wide range of activities. Jenny’s attention span is increasing for self-chosen activities and she is able to listen to stories and 
other teaching. Jenny has significant difficulties acquiring early literacy and numeracy skills and concepts.  She needs support to develop and 
maintain her ability to focus and complete simple tasks independently. 

N5   e   Jenny has been discharged from physio but her gross and fine motor skills are still significantly delayed.  She needs support with developing 
improved balance/core stability, gross and fine motor skills.  Jenny has poor visual/spatial awareness. 

N6    Jenny is always enthusiastic and happy to come to school. She is keen to join in with everything that is happening in the classroom.  Jenny is 
keen to interact with the other children and is sociable and friendly to everyone. She shares and takes turns independently most of the time. 
Jenny needs support to: develop and maintain friendships, continue to relate appropriately to others and understand rules and boundaries, 
be confident and develop her self esteem 

Each separate need should have a short description of the CYP’s strengths (what they can do) and needs (areas which need developing). The description 

should NOT describe provision; this will be included in part 3.3.Where information is taken from professional reports, the full report must be included in Part 

6 of the plan and a reference made to where the complete plan can be found. 

Each need in this part should be referred to later in the plan specifically in 3.3 Special educational provision and 5.5 Agreed outcomes to show what is being 

put in place to meet the need. 
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This part completed / updated on: Enter the date that the assessments took place. 

Current educational attainment:  This should only include assessments carried out by the 
educational setting – assessments completed by the Educational Psychologist should NOT 
be reported this this part.  

Please ensure that only the CYP’s data is included and no other CYP’s information is 
included in this part 

Please also add a short narrative that explains what the data means including about 
whether the CYP is; 

 Working at, above or below the expected level for their age 

 Has made better than, less than or expected progress in the last year. 

This part completed / updated on:  Enter the date that the part was completed and agreed 
with parents. 

Provision is funded within CYC SEN banding threshold: This should match the descriptor in 
Part 3.1 taken from the Banding Thresholds document  

Special educational provision:  has been split into 4 parts 

 strategies & key approaches: should include information on strategies which will be 
used consistently to support the CYP in class /setting, e.g. use of visual prompts, PECS, 
use of a scribe etc. 

 equipment & resources: should include specific equipment and resources needed to 
access the curriculum, e.g. use of a wheelchair, sloping desk, iPad, published 
intervention package 

 weekly timetabled sessions: should include details of interventions and 1:1 support, 
e.g. SALT input, Physiotherapy, Literacy & Numeracy interventions away from the 
classroom, in class support. Space has been provided for a timetable to be added or 
please type in the details of the sessions provided  

 Pupil Premium: where a child qualifies for Pupil Premium, the school should show what 
they have spent the funding to the support that CYP. 

All the needs listed in Part 3.1 should have provision in place to meet that need. 

http://www.york.gov.uk/downloads/download/3624/cyc_banding_thresholds
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This part is particularly important for a CYP who is looked after (LAC) as the information is 

needed for the plan to stand as the PEP. 

This part completed / updated on: Enter the date this part was completed. 

Educational setting: List all educational settings  the CYP has attended, including 
the current setting (please indicate if any of these are dual placements)  

Attendance: Please include at least the last academic year.  

Exclusions: Please include all exclusions. 

Work Experience & Link courses attended: Only relevant to secondary age pupils 
and post 16. This section can be deleted in younger childrens plans. 

 

6. Part 4: Information about my health and social care needs 

These parts should not be completed by the educational setting but should be given to the health or social care professionals working with the CYP to 

complete.  

Where a CYP is undergoing a Transfer Review or an Education Health and Care needs assessment, the information for these parts will in gathered and 

completed by the Local Authority. 

During future reviews of the EHC Plans it will be the educational setting who should ask the relevant health or social care professionals to review this 

information to ensure it is accurate and up to date. Where existing information remains, if parents or professionals identify that the information in these 

sections requires updating this should be clearly identified as an action from the meeting in 5.6 

Where there is no health or social care involvement then the date of the review should be added and N/A entered into the information box and the date 

of completion added. 
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7. Part 5: information shared and agreed at my meeting: This section is the CYP contribution to the review meeting.  The basic form for this 

section is included in the plan. However this section does not have to be completed in this form. This section should reflect the CYP age and interests. 

Alternatives could include; 

o A montage of photos showing the CYP in a range of activities 

o A one page profile 

o PowerPoint slides presented at their review meeting 

o Drawings or writing – this could also include the use of PECS, communicate in print or any other support the CYP might use 

Use your imagination, the aim of this section is to introduce the CYP! This part can be completed by the parents or a professional with the CYP and 
then inserted into the form. 

This part completed / updated on: Enter the date that the contribution was made by the 
CYP. 

Have you filled in the part independently? This part is really important, as it indicates how 
much support the CYP got to complete the part. It is fine for the CYP to have help but please 
be clear how much help has been given. 

What have been the highlights of the last year? What have you enjoyed and achieved in the 
last year? 

What do you want to be able to do in the next 3 – 5 years? Think about any moves or 
changes you need to get ready for, e.g. moving schools, choosing courses, leaving school. If 
you are in Year 9 or above, think about plans for adult life – for example, being more 
independent, where you want to live in the future, work experience, getting a job, getting 
more qualifications, training, volunteering or apprenticeships. 

What support is working well for you? What do people do or provide for you, that helps you 
and makes a difference? 

 What would you like to do, learn or achieve in the next year? Think about what you want 
to do that will help you with your longer term plans for learning, independence or adult life 

Thinking about what you want to do, what would help you?  

This could be activities, equipment, adult support or the way people work with you. 

This could  help make things better for you now, and help you prepare for the future? 
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This part completed / updated on: Enter the date that the contribution was made 
by the family. 

What have been the highlights of the last year?  What has your child enjoyed and 
achieved in the last year? Or something that has been memorable – this can be at 
home or at school 

What do you want for your child in the next 3–5 years?  Are the long term 
outcomes in the plan still appropriate? This is an opportunity to review the long 
term outcomes in the plan and may include planning that needs to be put in place for 
any moves or changes your child needs to get ready for, e.g. moving schools, 
choosing courses, leaving school. If your child is in Year 9 or above, think about plans 
for their adult life. This could include developing independence, independent living, 
life skills, work experience, getting a job, getting more qualifications, travel training, 
volunteering or apprenticeships. 

What support is working well?  What do people do or provide for your child, that 
helps and makes a difference? 

Planning short term outcomes for the coming year - are there specific things you 
would you like your child to do, learn or achieve?  Think about the small steps that 
will help you with child’s longer term goals for learning, independence or adult life. 

Is there anything that you would like to be added or changed in your child’s plan to 
help meet their needs?  This could be activities, equipment, adult support or the 
way people work with your child. This will inform planning for the coming year and 
the short term outcomes set. 
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This part completed / updated on: Enter the date that the contribution was made by 
the professional.  Where individual contributions are requested or received from 
individual advice givers, these should be shared 2 weeks ahead of the review 
meeting. The separate contributions should be inserted in part 5.3, or where a recent 
report has been submitted this can be reference in the top box of part 5.3 and 
appended in part 6.2. 

What’s important in the next 3–5 years? Are the long term outcomes still 
appropriate? This is an opportunity to review the long term outcomes in the plan.  
Information may also reference plans for transition from one setting to another, e.g. 
plans to move to primary, secondary or post-maintained education, depending on 
the age of the child/young person. 

For young people in Year 9 or above, it is important to think about plans for moving 
into adult life. This will depend on the young person’s needs but could include, e.g. 
their community participation, increased independence, to live with friends with 
support, employment, further education or training, volunteering, apprenticeships or 
a personalised work and learning programme 

Planning short term outcomes for the coming year - are there specific things you 
would you like the child/young person to do, learn or achieve? This provides  a 
practitioner with the opportunity to make specific suggestions about what is 
important for the child/young person to do or learn, it is particularly important to 
inform the meeting of potential short-term outcomes for the coming year, where 
they are not able to attend the meeting. 

Is there anything that you would like to be added or changed in the child/young 
person’s plan to help meet their identified needs? E.g. specific provision, 
strategies, approaches, resources and activities. This will inform planning for the 
coming year and the short term outcomes set. 
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This section should represent views shared at the meeting. When there is a difference of opinion at the meeting this should be recorded. Professionals may 
ask for a summary paragraph taken from their report to be included here. 

 

 

 

 

 

 

 

 

This part completed / updated on: Enter the date of the review meeting. 

This part should be used as the agenda for the review meeting. For guidance on 
how to chair a review meeting please see ‘How to chair a review meeting’.  
It is important to include all the views of everyone who has attended the meeting 
within this part. 

At the last review we planned to: The educational setting should list the 
outcomes (5.3 or 5.5, depending on which version of the form used) from the last 
review here 

Actions agreed at last review: The educational setting should list the actions (5.4 
or 5.6, depending on which version of the form used) from the last review here 

What’s important in the next 3 to 5 years? Are these priorities reflected in the 
long term outcomes? This is an opportunity to review the long term outcomes in 
the plan.  Information may also reference plans for transition from one setting to 
another, e.g. plans to move to primary, secondary or post-maintained education, 
depending on the age of the child/young person.  For young people in Year 9 or 
above, it is important to think about plans for moving into adult life. This will 
depend on the young person’s needs but could include, e.g. their community 
participation, increased independence, to live with friends with support, 
employment, further education or training, volunteering, apprenticeships or a 
personalised work and learning programme. 

What does everyone want the child/young person to do learn or achieve in the 
coming year? This allows outline short term outcomes to be agreed in the 
meeting and the steps that will help the child/young person achieve their longer 
term outcomes. 

What specific provision needs to continue, changed or be put in place to 
support identified outcomes?  This will inform planning for the coming year and 
the short term outcomes set.  

http://www.york.gov.uk/downloads/file/15439/chairing_a_review_meeting
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Outcomes: 

This section must specify the outcomes sought for the child or young person. ‘Education, Health and Care Plans should be focused on education and training, 

health and care outcomes that will enable children and young people to progress in their learning, and as they get older to be well prepared for adulthood. 

EHC Plans can also include wider outcomes such as positive social relationships, emotional resilience and stability.’ CoP 9.64 

All plans must include an educational/learning outcome, and plans for young people in Year 9 and above must include an outcome for preparing for adult life. 

When setting outcomes, the four broad areas of special educational need identified in the Code of Practice (communication and interaction; cognition and 

learning, social, emotional and mental health difficulties, sensory and/or physical needs) should be considered, if appropriate to the CYP. The CYP’s plan may 

have identified needs in more specific areas e.g. planning for transition; community participation; literacy skills, physical health and well-being; personal and 

social development; friendship, play and leisure; independence, 

There must be an  outcome for each area of need that is identified in 3.1. 

Initially, outcomes will be set following a collaborative assessment of the education, health and care needs of the child/young person, following a coordinated 

assessment meeting and reviewed at least annually. The identified long term outcomes will reflect a child/young person’s strength and needs and inform the 

special educational provision made for them.  

When there are changes in identified needs and/or a change of phase or stage of education, it is particularly important that longer term outcomes / goals are 

reviewed. This should be done by the educational setting in consultation with the child/young person and their family, and supported by practitioners from 

York Special Educational Needs Services and health and social care professionals as appropriate. All amendments to the plan will be quality assured by the   

local authority as part of the statutory review process. 
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This part completed / updated on: Enter the date of the outcomes are agreed with 
parents. 

Needs: This should be taken directly from needs listed in section 3.1. There should a 
long term goal completed for each of he needs listed in section 3.1. 

Long Term Goal: These will ‘normally set out what needs to be achieved by the end 
of a phase or stage of education in order to enable the child or young person to 
progress successfully to the next phase or stage.’  9.68. Code of Practice  

 These outcomes may not be SMART but should be ‘AR’ (attainable and 
realistic). 

 They should be based upon the future aspirations of the CYP and their family 

 They should also reflect the guidance given by professionals 

Outcomes for the Year:  These are the shorter term outcomes, which are specific, 
measurable, achievable, realistic and time bound (SMART – CoP 9.66), should be 
agreed and be reviewed at least annually at the child/young person’s review 
meeting. Shorter term outcomes can be finalised following the review if needed and 
then confirmed with the child, young person and family before the final copy is 
submitted to the local authority. 

Although these outcomes may be written by an adult they should be agreed with the 
child or young person wherever possible and worded in accessible language. 

What support / Provision will be help me achieve my outcomes? This should be 
completed with as much detail as possible, including the specific interventions and 
teaching required to meet the outcome so the local authority can quality assure the 
provision funded through element 3. 

What difference will my outcome make to me? How will this go towards meeting 
my longer term goals and aspirations? 

This section should include who is responsible for 

providing the provision and who is responsible for 

assessing the progress towards this outcome. This 

should be specific. 
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This section should be completed and finalised by the educational setting after the review meeting. It 

should be used to record actions that people supporting the individual and their family need to 

undertake. This may include actions for providers of health and social care services, education settings, 

family and friends, local services. It will provide a useful reference of what needs to be followed up 

from a planning meeting or review. All actions should be clearly linked to needs of the individual and 

focus on the difference the agreed action will make for them. It can be used to support shorter and 

longer term outcomes. 

 

This part completed / updated on: Enter the date of the meeting 

During the meeting we reviewed: the annual review meeting may 
involve more than just education, mark  all that apply. 

Who was invited to the meeting: Record here all those people who were 
invited to the meeting. 

When recording how people contributed, make refernce to where in the 
plan any written contributions can be found, e.g. part 5.3  or appendices. 
If no written report is submitted then people can be recordred as 
contributing to ‘discussions at the meeting’. 

Following the meeting: This is the recommendation for the future 
support for the CYP and is particularly important in the EHCP as it will 
infomr the EHC Panel whether you are requesting an increase or decrease 
in provision. If a change of provision is being requested you must provide 
evidence, giving reasons for doing this. 

Only new requests for an EHCP should be marked as ‘First EHCP’, transfer 
reviews should use another catrgory.  
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8. Part 6: Relevant advice and information that supports my plan 

N.B.  There is a difference between MSP and EHCP.  In the Education, Health and Care Plan 6.1 contains advice gathered as part of the statutory 

process and 6.2 is for additional information. The My Support Plan only has a sheet labelled 6.1 – but the content is identical to the 6.2 in the EHCP 

6.1 will list any documents, e.g. reports, assessments, plans that provided evidence for the 

initial assessment of the child or young person’s educational, health and care. Advice and 

information from the child/young person and their family is embedded in parts 1 and 2 of 

this plan, and will be reviewed/updated annually to ensure this information is current. 

K1–K9 identify specific advice that must be sought: CoP 9.49 

K10 is any advice and information additional to that above, requested by the child/young 
person or their family. 

K11 is any additional advice and information that the LA considers appropriate. 

 
 NB Updated social care and health advice and information (parts 4.1–4.5) and 

updated advice/guidance to assist in preparation for adulthood and independent living (part 
5.1) will be included in this plan. 
 

6.2 are for listing any other appendices which should be read in conjunction to the plan. 

Additional relevant and up-to-date information about the child/young person that supports 
this plan. 

Please list all documents referenced in the EHCP that are additional to the assessment advice 
listed in part 6.1 (e.g. follow-up speech and language therapy report, personal care plan, 
physio programme, behaviour support plan). 

Listing documents here allows the key information included in parts 1–6 of the plan to be supplemented with additional detail. Referencing relevant 

documents will save rewriting information that is already in a useful and accessible form. 
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9. Part 7: Provision agreed  (EHCP only) 

This part is only in the EHCP and will be completed by the Local Authority after a plan has 

been discussed at the EHCP panel.  

If a family wishes to explore a personal budget then you will need to inform the Local 

Authority as soon as possible to arrange for a SEN Designated Officer (SENDO) to come and 

discuss this. There are specific criteria for accessing a personal budget, which the SENDO 

will discuss with the family. 

Signatures do not need to be collected before submitting the EHCP to the Local Authority. 

After the plan has been discussed at the EHC Panel, the finalised plan will be sent to the 

family to request signatures. 
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The local authority will request signatures from the family and/or young person after an 
Education, Health and Care Plan has been received and agreed by the Education, Health and 
Care Panel.  

Reviews should also: 

 Gather and assess information so that it can be used by educational setting to support 
the child or young person’s progress and their access to teaching and learning. 
 Review the special educational provision made for the child or young person to ensure 

it is being effective in ensuring access to teaching and learning and good progress. 
 Review the health and social care provision made for the child or young person and its 

effectiveness in ensuring good progress towards outcomes. 
 Consider the continuing appropriateness of the EHC plan and whether changes are 

required or whether the plan should be discontinue. 
 Set new shorter term outcomes for the coming year and where appropriate, agree new 

longer term outcomes. 
 Review actions and outcomes set at the previous review 

 

Submitting plans to the SEN Co-ordination Team 

After a review meeting of an EHCP or a transfer to an EHCP review it is important to get the plan sent into the Local Authority as soon as possible. The CoP 
states 

“Within four weeks of the review meeting, the local authority must decide whether it proposed to keep the EHC plan as it is, amend the plan, or cease to 
maintain the plan, and notify the child’s parent or the young person and the school or other institution attended.”  

Therefore it is vital that plans are submitted via email to SENdept@york.gov.uk within 2 weeks of the review meeting. 

The EHC Panel meets every Wednesday morning during term time; you will be informed shortly after the meeting in which the CYP has been discussed. 

If you wish to submit a MSP for an EHC needs assessment then please refer to the ‘Applying for an EHCP’ guidance, available on the CYC website. 

You do not need to submit a review of a MSP if it is not part of a request for an EHC needs assessment. 

mailto:SENdept@york.gov.uk
http://www.york.gov.uk/downloads/file/14593/how_to_apply_for_an_initial_ehcp
http://www.york.gov.uk/downloads/200342/special_educational_needs_and_disabilities

