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Agenda format

Annual Review paperwork checklist:

☐ Completed Annual Review report
☐ Child or young person's views
☐ Parent/carer contribution
☐ Updated professional advice discussed during the review meeting (where applicable)
☐ Relevant school reports and progress information
☐ Evidence supporting any requested amendments to the EHCP
☐ Evidence supporting any funding request (where applicable)
☐ Evidence supporting any request for a specialist placement (where applicable)
☐ Moving into Adulthood Plan attached (where relevant)
☐Any additional documentation considered during the review meeting

Please ensure all supporting evidence submitted has been shared as part of the Annual Review process. Documentation that was not considered at the review meeting should not be submitted as part of the Annual Review paperwork.

The following is an outline of what should be covered in the Annual Review: -

Welcome and introduction:  Invite attendees to introduce themselves and their roles

Purpose of the meeting:  Give a brief overview of the purpose of the meeting and agree the agenda.  This is especially important if a child/young person is attending. 

[bookmark: _Int_K2cRPLXl]Review Section A (C/YP, Parent story, aspirations and interests / carers aspirations):

· This section outlines the child/young person’s personal circumstances. Have there been any changes which need to be reflected in the EHC Plan? 
· This section also gives parents and the child an opportunity to express their views, interests and aspirations. Have these changed? 
· Please note that parents, children and young people’s views should be shared in advance of the meeting.
· This section should be written in the child/young person’s voice. Context should be provided for how these views were obtained. (e.g. I like..., I enjoy..., I hope...) 
· This section can include a range of formats, for example, drawing, photographs, diagrams, hyperlinks to videos, Picture Exchange Communication Systems or other methods as appropriate. 
· This section should also reflect how the child/young person would prefer to communicate.

Review Section B (Strengths and Needs):
This section reflects the child’s Strengths and Needs categorised under 4 areas of need. Review each of these sections to reflect on how the child has changed since the plan was created:

Cognition and Learning: anything that impacts on the child’s ability to understand, process or retain learning.

Communication and Interaction: anything relating to the child’s ability to communicate or to understand what is communicated to them. This might include speech and language needs and literacy as well as issues relating to the child’s ability to access communication with their peers and adults who support them. 

Social, Emotional and Mental Health: anything relating to the child/young person’s ability to socialise or build relationships with their peers and the adults who support them. This might also reflect the quality of the relationships they have built up in their home and school life as well as any barriers they might experience to form these relationships. This section might also reflect on a child’s difficulties with understanding or managing their own feelings and the feelings of those around them. 

Sensory and Physical: this section should focus on sensory impairments and physical barriers to a child/young person engaging in education. For example, visual impairment, hearing impairment, multi-sensory impairment or mobility needs which could impact on their school day. 

[bookmark: _Int_JFeoQod9]Note:  Any new diagnoses should have supporting evidence (i.e. a copy of medical report) sent in with the Annual Review documentation)

Review Section C (Health care needs) and D (Social Care needs): 

These sections outline a child/young person’s Health and Social Care Needs which relate to their Special Educational Needs (those identified in Section B). 

Review Sections E (Outcomes) and F (Provisions):
 
· These sections set out the intended outcomes for the child/young person’s Education, Health and Care Plan and the provision which they are entitled to.  
· This represents the actions and interventions which the educational setting is obliged to provide, and which the Local Authority are obliged to fund.  
· The EHC Plan should only reflect provision which goes above Ordinarily Available or Targeted provision. (Ordinarily Available Provision for Educational settings by The Education People Plymouth.)  
· The Review meeting should consider whether the outcomes have been met and evaluate the effectiveness of the existing provision.
· The Review may also propose new, SMART (Specific, Measurable, Achievable, Relevant and Time-bound) outcomes and provisions if these would be beneficial for the child/young person. 
· This may also include steps to prepare the child/young person for adulthood, once they are in year 9 (age fourteen) or above.

Review Section J (if applicable):

This section is for children/young people with a personal budget allocation. This will only be used if an educational setting is unable to meet the provisions required in sections E and F. In most cases, the Local Authority will fund provision through the educational setting’s budget allocation. A personal budget can only be requested by a parent. 

Next steps:

Finally, the review meeting should consider what the next steps following the meeting should be. The review could request that a plan be, maintained as it is, amended to reflect changes in the child/young person’s needs or ceased if the child/young person no longer requires special educational provision.
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