
Every conversation starts with the child. Children, young people and their 
families are at the centre of all that we do. 

 
Annual Reviews are an opportunity for everyone to gather together to actively monitor 
children and young people’s progress towards their outcomes and longer term aspirations. 
Reviews must be carried out in partnership with the child/young person (CYP) and their 
parent/s/carers, taking account of their views, wishes and feelings.  
 
When? 
Annual reviews are part of the statutory process.  EHCPs must be reviewed by the Local 
Authority every 12 months as a minimum.  For children aged 0 – 5, LAs should consider 
reviewing every 3 – 6 months to ensure provision remains appropriate (9.78 COP).  For 
looked after children the annual review should, if possible and appropriate, coincide with one 
of the reviews in their care plan and in particular the personal education plan (PEP) element 
of the Care Plan. 
 
Who? 
Reviews are an opportunity for everyone to gather together with the CYP and parent/carers 
participating as fully as possible. 
Families also have a right to ask for support in attending meetings if they wish, this could be 
from family members, advocates, SENDIASS. 
The SENDO will try to attend if asked to do so and will make every effort to attend reviews 
where the young person is due to move phase. Settings should also consider whether it will 
be helpful to invite a social care or health representative/and or other professionals 
requested to attend by the family.  Representatives of post-16 organisations should be 
invited to the review, particularly where the young person has expressed a desire to attend a 
particular institution. 
If a young person attends more than one setting, all parties should contribute to the review 
meeting.  
 
Where? 
Reviews should normally be held by the school or setting attended by the child/young 
person. There may be exceptional circumstances where the review meeting is held by the 
local authority in a different location. If a young person attends more than one setting, the 
SENDO will liaise with the setting to determine who will be the lead for the review.   
 
What? 
The purpose of the review is to check that the provision and strategies remain suitable and 
appropriate to meet the needs of the CYP to ensure the development of the CYP and to help 
him or her achieve the best possible outcomes. 
 
How? 
Annual reviews where the child/young person attends a school/setting 

1. The SEND Team will provide a list to all schools and settings, of the children and 
young people who will require a review of their EHC plan each term at least two 
weeks before the start of that term. This list will also be sent to health and social care 



so that colleagues can prepare any supporting information and / or attend where 
necessary. 
School/setting can then send out invites. 
 

2. At least two weeks prior to the Review meeting   

 The school/setting confirms the date of the annual review to the SENDO 

 There are templates in Section 1 of the AR paperwork for the CYP, 
parents/carers and other adults who support the CYP to complete.  This 
should include health and social care as well as other colleagues in education.   
The school/setting must seek this information from all those invited to the 
review. (Guidance for collecting pupil voice can be found at Special Educational 

Needs and Disability: Voice of the child toolkit - Derby City Council ) 

 Completed contributions must be circulated to all those invited to the meeting 
(There should not be any surprises for anyone attending the meeting.) 

 The school/setting should complete the Educational attainment and Progress 
section of the form ensuring 

 Data shows progress over time 
 Formal end of phase results are shared  
 There is a key to explain abbreviations.  

 The school/setting should complete the Intervention section of the paperwork 
although they may want to leave the impact column to be completed 
following the discussion in the meeting where appropriate. 
 

3. Hold the review meeting.   During the meeting: 

 Celebrate all the highlights of the year 

 Consider the Outcomes Framework (Outcomes Framework (yor-ok.org.uk)) What 
progress is the CYP making towards these – this can be three simple 
statements e.g. 

 I am cleaning my teeth every night without being prompted 
 I can move around school on my own without support 
 I will ask for help from any adult and even from my friends 
 I have joined sea cadets and go every week on my own 
 I feel listened to when I go to talk to Mrs X 

Or might be a mixture of statements and photographs for example of a child 
playing with friends in the playground.  

 Consider the CYP’s progress towards the outcomes and whether they are still 
appropriate – what is important over the next 3-5 years? What does everyone 
want the CYP to achieve? What does the child or young person want to 
achieve? 

 Preparing for Adulthood 
 All reviews from Y9 onwards (and preferably before) must include a 

focus on PfA 
 The review meeting should have a particular focus on options and 

choices for the next phase of education; consider and prepare for 
Higher Education and/or employment, independent living, 
participating in society and being as healthy as possible. 

https://www.derby.gov.uk/council-and-democracy/your-voice-children-young-people/send-voice-child-toolkit/
https://www.derby.gov.uk/council-and-democracy/your-voice-children-young-people/send-voice-child-toolkit/
https://www.yor-ok.org.uk/families/Local%20Offer/outcomes-framework.htm


 If the young person is nearing the end of formal education and the EHC 
plan is likely to be ceased within the next 12 months, there should be a 
focus on good exit planning 

 Review any short breaks provision and any arrangements for direct payments 
where relevant 

 Set new interim targets for the coming year and, where appropriate, agree 
new outcomes  

 Consider what provision is required to help the CYP meet the new 
targets/outcomes 

 Agree at the end of the meeting if a request is to be made for the EHCP to be 
Maintained, Amended or Ceased.   

4. Within two weeks after the meeting, the school must 
prepare and send the AR paperwork to everyone invited 
to the meeting and the Local Authority.   
Section 9.913 in the Code of Practice states ‘EHC plans 
are not expected to be amended on a very frequent 
basis’.  These should be made to reflect significant 
changes to needs and/or provision or where a request is 
being made to change funding or to the named setting 
in Section I.  
Any requested amendments must be supported by evidence from professionals e.g. a 
new diagnosis or a consensus that current arrangements are not adequately meeting 
the CYPs needs.  
**If there are proposed amendments, the setting must clearly show on the EHCP 
what is proposed to be removed (strikethrough) and what is proposed to be added 
(highlighted). It is vital that the EHCP refers to any difference between the school’s 
proposals and those of others attending the meeting (highlighted in different colours 
with a key for who is not in agreement). 
**If there is a proposal to cease the plan, indicate this on AR paperwork with a clear 
explanation of how you have arrived at this proposal e.g outcomes have been met. 
 

5. The local authority will consider the proposed amendments and if necessary seek 
clarity from the school/setting if any further supporting evidence is required. 
 

6. The local authority will decide whether to maintain, amend or cease the plan and 
share their decision in writing with the family and the school/setting no later than 
FOUR WEEKS after the review meeting.  Once the letter has been sent the parents 
have the right to appeal the LA decision.  
 

Remember the meeting itself is NOT the Annual Review; it is a part of the LAs annual review of 
the EHCP and the date of the Annual Review is the date the process is completed.  
 



 
Other Annual Review 
 

1. Transfers between phases of education 
An EHC plan must be reviewed and amended in sufficient time prior to a CYP 
moving between key phases of education, to allow for planning, and where 
necessary, commissioning support and provision at the new institution.  
All reviews for this group must have been held, the plans amended, 
consultations completed and plans finalised by the 15th of February. For phase 
transfers to post 16 institutions the statutory deadline is 31st March so 
notifications will be sent from the SEN team to all schools/settings that 
reviews for this group should, where possible, be held in the Autumn term.  
(No later than the second week of January for schools, and no later than end 
of February for post 16 placements). 
After the meeting the SENDO will complete the proposed amendments and 
issues a draft plan to the family and the school/setting as well as to the 
school/setting of the family’s preference. 
The chosen school/setting/institution have 15 working days to respond to the 
consultation with the SENDO contacting the family to notify them when the 
consultation response has been received  
Consultation responses will be considered at Admissions allocation Panel in 
January with families notified following this meeting 

2.  Children aged 0 - 5 
LAs should consider reviewing every 3 6 months to ensure provision remains 
appropriate 
More frequent reviews may not need to involve all professionals every time 
depending on the child’s needs 
For children transferring from early years settings into schools, reviews and 
amendments must be completed by 15 February in the calendar year of the 
transfer at the latest. 
The child’s parent must be fully consulted on any proposed changes and made 
aware of their right to appeal to the Tribunal 

3. Reviews for Children educated at Home  
The child’s parent or young person, a SENDO, a health service representative 
and a LA social care representative must be invited to the review and given at 
least 2 weeks’ notice of the date of the meeting. 
The LA is responsible for arranging the annual review 



The child’s parent or young person, a LA SEN officer, a health service 
representative and a LA social care representative must be invited to the 
review and given at least 2 weeks’ notice of the meeting date. 
Other relevant individuals should also be invited e.g SLEAT and any other 
person whose attendance the LA considers appropriate. 
The review must focus on outcomes and any changes needed to either the 
support or the outcomes themselves. 
Children, young people and parents should be supported to engage fully in the 
review meeting. 

4. Reviews for children educated out of area 
Where a child or young person being educated out of area has an EHC plan, 
the home local authority must ensure that the special educational provision 
set out in the plan is being made. They must review the EHC plan annually.  

5. Reviews for children – SEN and social care needs including CIN 
Ensure that the EHC plan Annual Review coincides with one of the Care Plan 
reviews, e.g., Personal Education Plan (PEP) which feeds into review of the 
wider Care Plan. 
Work closely with social workers to ensure that transitions from being looked 
after to returning home are managed effectively. 
Consider if it is appropriate for a long-term carer to take on the responsibility 
for managing a personal budget. 

6. Annual Reviews – Custody  
A LA cannot cease an EHCP because a young person has been given a custodial 
sentence. 
If a detained young person has an EHC plan before being detained, the home 
LA must arrange appropriate SEN provision while s/he is detained. 
Consider if it is appropriate for a long term carer to take on the responsibility 
for managing a personal budget. 
If a Health Care plan for a detained young person specifies health care 
provision the health services commissioner for the custodial establishment 
must arrange appropriate health care. 

 
 


