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Foreword

The purpose of this document is to support practitioners who work in organisations supporting children and young
people with special educational needs and disabilities (SEND) in East Riding of Yorkshire. It complements the government’s
guidance published in January 2015 (Special Educational Needs and Disability (SEND) Code of Practice: 0-25 years)
www.gov.uk/government/uploads/system/uploads/attachment_data/file/398815/SEN_Code_of_Practice_January_2015.pdf
The Children and Families Act (2014) changed the system for children and young people with special educational
needs (SEN), including those who are disabled (now changed to SEND), so that services consistently support the best
outcomes for them. Education, Health and Care Plans (EHC Plans) take the place of Statements of Special Educational
Need and Learning Difficulties Assessments (LDAs).
The Act extends the SEND system from birth to 25 years, giving children, young people and their parents greater
control and choice in decisions and ensuring needs are properly met. The definition of special educational needs has not
been changed by the new legislation.
A child/young person has SEN if their learning difficulty or disability calls for SEN provision that is different
from or additional to that normally available to a child/young person of the same age.
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Principles

The following principles detailed in The SEND Code of Practice 2015 relate to all organisations that support children
and young people with SEN across a broad continuum of need from initial identification:
The children, young people and families are valued, treated with respect and understood in order to achieve
genuine partnership.
The child or young person and family are at the centre of the process.
The child or young person is involved in all decision making.
Agencies and practitioners cooperate with each other and communicate effectively so that the family does not
need to repeat their story. There will be a single point of contact.
Work with children, young people and families will be accountable, creative and include agreed outcomes and
priorities that recognise personal aspirations.
All assessment will be:
Outcome focused • Person-centred • Coordinated • Timely • Without duplication • Evidence based.
Not all children and young people will require an Education Health and Care Needs Assessment resulting in the
production of an EHC Plan as their needs will be met by the education setting from within their own resources and by
making reasonable adjustments.
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Implications for Organisations and Settings

Enabling children and young people to contribute
Facilitating the involvement of children and young people regardless of age or additional need is a skill and therefore a
professional development requirement for all services involved with children and young people. Knowledge of what is
important to children and young people will always start with observation and listening. Children and young people can
be encouraged to express their views in creative ways, for example using graphics or photography. If meetings are to take
place to discuss their needs then they can be supported to take responsibility for sending invitations, choosing a venue
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and refreshments. This type of involvement demonstrates powerfully that they have the right to know what information
is shared about them and that they can have control over what is happening in their lives. The tools used in PersonCentred Planning (Appendix J) are a valuable resource for working with children and young people in a fun and creative
way. One such tool is the One-Page Profile, which some schools have started to use with all children. This has been
acknowledged by OFSTED as good practice that has a positive impact (see www.helensandersonassociates.co.uk).

Working in partnership with parents
Partnership with parents is often referred to as a collaborative relationship where there is development of shared
responsibility towards the achievement of better outcomes for children. Every attempt is made to encourage a sense of
equality through an acknowledgement of complementary roles. Organisations that develop good partnership working
reflect regularly on how they listen and communicate, use language, convey openness and develop trust.
Parents may need help and support to understand what is happening and express their views. Dates and times of
meetings need to be convenient for them and agreed with them. They might want some reassurance about their son or
daughter being present at meetings if this is something that they are not used to.
East Riding Voices in Partnership (ERVIP), a group of parent representatives, tell us that the following are important
to parents:
Information.
The system explained.
Working in partnership.
Making joint decisions.
Actions agreed are monitored, evaluated and reviewed.
Home school liaison agreed.
Feeling confident that professionals have knowledge of needs.
Feeling confident that schools have knowledge of services.
Their needs/commitments are considered when arranging meetings.
Being made aware that they can be accompanied to meetings.
Written information being provided in advance, with time to read.

Working with other professionals
Staff working in educational settings may be more familiar with the SEND Code of Practice 2015 than other
professionals so it is important not to make assumptions. They need to know that the meetings will be different and
will include parents and the child/young person. If reports are being requested from them they will need to know what
format will be most helpful. Any information that you already have about the child or young person, such as The OnePage Profile, can be sent to them so that they do not ask for information to be repeated. Language that professionals
use needs to be accessible to everybody.

Person-Centred Thinking
The SEND Code of Practice 2015 uses the language of person-centred thinking. This is a set of values, skills and tools
used in Person-Centred Planning. Person-centred thinking is based on the values of independence and rights, coproduction, choice and control and inclusive and competent communities. Initially developed for work with adults with
additional needs, the practice has been developed for use with children, young people and their families. It is also used
for staff development and in organisational development. East Riding embraces this approach strongly and the aspiration
is that person-centred planning will be used with all children and young people with SEN. Examples of person-centred
tools can be found in Appendix J.
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Writing good outcomes
Once any assessment and planning for a child or young person starts then the outcome of any intervention and
provision will need to be identified. These outcomes need to be agreed by everyone involved. In the early stages this
may be the teacher, parent and child and if the needs are complex then other professionals may become involved too.
Outcomes should be specific, measurable, attainable, realistic and timely (SMART). An outcome should represent
what a person is expected to achieve within a given timescale (this may range from 2 months to 3 years depending on
the context). Can a difference be seen? They should be written in a way that children, young people and families can
understand. See Developing Outcomes 8 step Process (Appendix L).

Accountability
Over the last 40 years there has been a great deal of research and development in the area of support and intervention
for children and young people with SEN. This has made an impact on educational and social progress for many.
However, research also highlights that children and young people with SEN continue to have poorer life outcomes than
those that do not face these barriers.
Practitioners are therefore asked to be accountable for the interventions they provide and the advice that they give.
This should take into account evidence of what works, both from general research and from asking the children and
young people plus families involved what is working/not working for them.
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Funding

All schools and colleges receive core funding (element 1) and additional or notional SEN funding (element 2). In addition
top up funding (element 3) is allocated on an individual basis following an EHC Needs Assessment.
Element 1

A sum of money, which is provided for every pupil or student

Element 2

Additional or notional budget, which funds the first £6,000 (this figure may change) of any SEN support. This
element is present in school and college budgets.

Element 3

Top-up funding based on individual assessed need, which is paid to the school or college by the local authority.
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The Graduated Response

Chapters 5, 6 and 7 of the SEND Code of Practice 2015 provide guidance for Early Years settings, schools and colleges
about identifying children and young people with special educational needs and/or a disability at an early stage. The
cyclical process of assessing specific needs, planning intervention, putting provision in place and then reviewing progress
is described.
This cycle of Assess, Plan, Do and Review is the basis of a graduated response to SEND support. When an educational
setting identifies that a child or young person has a special educational need, which requires special educational
provision to be made, partnership with the parents and the child or young person at this early stage is crucial. In
successive cycles, a greater understanding of needs develops, plans are revised and may draw on more detailed
assessments and interventions being made, which can involve more specialist expertise. Advice and consultation may be
sought from outside agencies to help with assessment, planning and provision. Everyone working in a person-centred
way keeps children, young people and their families at the centre of the process.
East Riding SEN Team and Early Support Team have developed a template for recording the graduated response in a
termly support plan (Appendix A) that can be used by education settings to help them to work with families and record
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what is needed and what is taking place. The plan indicates what the child or young person, family and educational
settings and any other services involved will do to achieve the outcomes identified. In order for the review to be done
in a person-centred way educational settings can make use of the strategies outlined in appendix J.
Some examples of good practice in support and interventions are given below as well as the specialist services that may
be involved in the process in East Riding:
EARLY YEARS
Families attend groups in Children’s Centres with targeted interventions (e.g. Talk-Time, Family Links).
Advice from Early Years development officers/Area SENCOs/Early Years inclusion co-coordinator.
Advice from health professionals (e.g. health visitors,speech and language therapists, physiotherapists, occupational
therapists).
Early Years Setting assesses needs in more detail using the Early Support Early Years Development Journal.
Request to Early Support Team to facilitate the process of co-ordinated support (Initial Steps meeting and Early
Support Family Plan).
East Riding Portage Team assesses needs and sets outcomes, supported by accessing Portage groups or individual
home visits.
Early Years Settings apply for additional support for inclusion.
Involvement from Specialist Services (e.g. The Sensory and Physical Teaching Service and The Educational
Psychology Service).
SCHOOLS
Provision Map identifies specific programmes, groups, and individual support in the four Areas of Need (Cognition
and Learning, Communication and Interaction, Social, Emotional and Mental Health, Sensory/Physical/Medical).
Pupils supported by sessions with Emotional Literacy support assistants (ELSAs).
More detailed assessment of learning needs is carried out by SENCOs, or can be bought in from SEN consultants
or independent specialist teachers.
Teaching assistants deliver regular therapy programmes as advised by a speech and language therapist,
physiotherapist or occupational therapist.
Family Support is provided through employment of parenting support advisors.
Specialist teachers or independent professionals can be bought in to provide support for social, emotional and
mental health needs.
Involvement from Specialist Services (e.g. educational psychologists, advisory teachers for primary behaviour
Support, The Sensory and Physical Teaching Service, inclusion practitioners for Social Communication Difficulties
and Speech & Language).
COLLEGES
The local authority is working with local colleges to gather examples of good practice in supporting young people with
SEN in further education settings.
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Role of the Education Health and Care (EHC) Plan Coordinators

All education settings have named EHC Plan coordinators for their area who can advise about the processes involved in
EHC Planning and statutory reviews with regard to individual children and young people. For general enquiries about SEND
processes please contact the Special Educational Needs and Disability Information Advice and Support Service (SENDIASS).
SENDIASS, County Hall, Beverley HU17 9BA
(01482) 396469
sendiass@eastriding.gov.uk
Information is also available on the Local Offer website.
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EHC Plan coordinators will not usually attend statutory annual reviews but may do this if there are complex issues and
significant changes have taken place, e.g. change of placement requests or urgent reviews. They will support the process
of transferring current statements of Special Educational Need into EHC Plans (see section 10 – Transfer Reviews). EHC
Plan coordinators support the EHC Planning process as follows:
Attend the EHC Request Assessment Meeting arranged by the educational setting. At this meeting the EHC
Plan coordinator will meet with parents/carers and the child/young person, check that all relevant information has
been collected and answer any queries about the planning process. At this meeting a provisional date for the EHC
Planning Meeting will be agreed.
Once an EHC Needs Assessment is underway the EHC Plan coordinator will be the local authority’s main point of
contact for the family.
If the local authority agrees to carry out an EHC Needs Assessment following a decision from the SEND Panel
then the EHC Plan coordinator will facilitate the EHC Planning Meeting on the date agreed and ensure that a
provisional plan is co-produced within the meeting.
If the local authority does not agree to carry out an EHC Needs Assessment the EHC Plan coordinator will ensure
that this decision is explained and may attend a meeting (on the date agreed for the EHC Planning Meeting) to
ensure that a plan is in place as a continuation of the graduated response.
After the meeting the EHC Plan coordinator will submit the provisional EHC Plan to the SEND Panel. If the local
authority agrees to produce an EHC Plan then the type of provision and level of support will be agreed.
The EHC Plan coordinator then sends the draft EHC Plan out for comments, makes any amendments, consults
with educational settings and sends out the final EHC Plan.
To complete the process the EHC Plan coordinator will ensure transport arrangements are put in place, if
appropriate, and arrange for funding to be transferred to the educational setting if a banding level has been set.
The named EHC Plan coordinator will continue to be the main point of contact for the family.
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Education, Health and Care Needs Assessment and Education, Health and Care Plans (EHC Plans)

The majority of children and young people with SEND will have their needs met within local mainstream early years
settings, schools or colleges.
Some children or young people may need an EHC Needs Assessment in order to determine whether or not they need an
EHC Plan. In order to decide whether or not to initiate an EHC Needs Assessment the local authority must have regard to
any views expressed and evidence submitted. They use this evidence to determine whether:
(a) The child or young person has or may have special educational needs, and
(b) It may be necessary for special educational provision to be made for the child or young person in accordance with an
EHC Plan (i.e. Does the local authority think that they may need to make the provision?).
If the answer is ‘Yes” to both parts then the local authority must agree to undertake an EHC Needs Assessment.
The SEND Code of Practice 2015 (section 9.14) lists the evidence that local authorities should consider when looking at a
request. The list includes:
Attainment and progress
Nature, extent and context of a child or young person’s special educational needs
Evidence of action by the setting
Evidence showing that if progress has been made it is only as a result of much additional intervention and support
over and above that which is usually provided
Evidence of the child or young person’s physical, emotional, social and health needs has drawn on clinicians’
assessments and intervention
Whether the young person needs additional time in education
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Table 3 in this guidance document provides a checklist of the evidence that the local authority will seek in order to make
this decision. This is not intended as a blanket policy as the local authority makes decisions on a case-by-case basis.
The guidance for considering an EHC Needs Assessment is the same as the guidance used prior to September 2014
when deciding whether or not to undertake a Statutory Assessment of Special Educational Need (Appendix B). It is
expected that an education setting will provide detailed evidence of the graduated response showing how advice
from practitioners from other agencies has been incorporated into intervention and that this action has been
through at least 3 termly review cycles.
The flow chart on the next page (Figure 1) shows the process that is used to determine whether or not to
undertake an EHC Needs Assessment and, if agreed, the process and timeframe for carrying out that assessment
and agreeing an EHC Plan. The local authority will aim to make a decision whether to assess or not within 3 weeks
although the statutory timescale is 6 weeks. This will allow for further time at the later stages of the process for the
draft EHC Plan (if appropriate to write one) to be carefully considered and to give extra time to resolve any issues or
concerns that may arise.
It is important to plan ahead if a request for an EHC Needs Assessment is being considered. Requesting an
assessment between September and March will ensure that the whole process can be completed before the
summer holidays. It will be helpful to avoid an EHC Planning Meeting when educational settings are closed.
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Education, Health and Care (EHC) Assessment
– Figure 1

Stage 1:
Decision to
Request EHC
Needs
Assessment

Request for EHC Needs
Assessment received by LA

EHC Request
Assessment
Meeting

SEND Panel
considers request

Graduated
Response to
need

LA accepts or refuses.
If refused a letter will be sent to
explain the decision

Stage 2: Referral / Request – 3 Weeks

LA gathers evidence for
EHC Needs Assessment
(6 weeks)

EHC Plan Meeting

SEND Panel considers
whether to issue an EHC Plan or
not and level of support

Stage 3: Assessment – 10 Weeks (If Agreed)

Proposed EHC Plan issued for
consultation with parents/carers/
young person and school

If refused a letter will be sent to
explain the decision

Stage 4: Planning – 4 Weeks

Plan finalised, shared and
implemented

Stage 5: Finalised Plan – 3 Weeks
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Table 1 – East Riding of Yorkshire - EHC Needs Assessment process for educational settings
Stage

Time frame

Actions

Documents

Pre Stage 1

Ongoing

The graduated response of Assess, Plan, Do and Review with full
involvement of parents, children and young people using a personcentred approach. Professionals involved to be asked to provide
reports (information and advice) in the format given in Appendix
D. East Riding recommends, as good practice, the use of One-Page
Profiles for all children and young people.

Person-centred tools
(Appendix J)

SENCO to consult with an educational psychologist about whether
there is a case for an EHC Needs Assessment. This will involve a
discussion on whether advice has been used in the planning process
and reviewed over 3 terms from the date of outside involvement.
Only in exceptional cases will the local authority consider requests
with a shorter period graduated response. Parents, children and young
people should be involved so that they are part of the decision to meet
with the Plan coordinator and discuss a request for an EHC Needs
Assessment. Parents can be asked to provide written information and
advice (Appendix F) or they can do this at a later stage. Parents/carers
should be asked if they need an independent supporter (IS), and the
child/young person whether they need an advocate.

Person-centred review
guidance (Appendix J)

Stage 1

Before
submitting a
request

SENCO to write to all agencies involved and let them know that an
EHC Needs Assessment is being considered (Appendix C) and request
up to date reports using the template for professional information and
advice (Appendix D).

Record of graduated response
(Appendix A)
Template for professional
report (information and
advice) (Appendix D)

Parent/carer contribution
(Appendix F)
Letter to professionals
(Appendix C)
Template for professional
report (information and
advice) (Appendix D)
EHC Needs Assessment
Request form (Appendix E)

SENCO to use the checklist (table 3) to make sure that all information
is available for the meeting.
SENCO to contact the EHC Plan coordinator and set up a meeting
with parents, the child/young person (if appropriate) and the EHC
Plan coordinator. This meeting is called an EHC Request Assessment
Meeting. At the meeting the EHC Plan coordinator will be introduced
to the parents and child/young person. The evidence provided by
the SENCO will be considered and, through discussion, those in
the meeting will decide if the educational setting should complete a
request for an EHC Needs Assessment.
If a request is to be made the SENCo will do this using Appendix E
(Request for EHC Needs Assessment).
At this meeting a provisional date is set for an EHC Planning Meeting
(subject to SEND Panel approval of EHC Needs Assessment). The
choice of venue should be considered at this point to ensure adequate
space to conduct a person-centred meeting.
The EHC Plan coordinator can advise on the process for EHC Needs
Assessment and explain how to run a person-centred review meeting.
There should be discussion about the need for independent support
and/or advocacy for the child/young person. The EHC Plan coordinator
will also advise on how to apply for a personal budget. There is
provision in the request form (Appendix E) for information to be given
about a personal budget request.
The SENCO will need to inform all professionals involved that the
request has been sent and a provisional date set for the EHC Planning
Meeting (10 weeks if the papers are submitted immediately).
When a complete request reaches the SEND Team at County Hall
it will be sent to the next available SEND Panel (usually held weekly).
Incomplete requests will be returned to settings together with advice
and guidance.
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Invite letter to professionals
(Appendix C)

Stage 2

0 - 3 weeks

When the SEND team accepts the EHC Needs Assessment request
this marks the start of the 20 week time line.

EHC Needs Assessment
request form (Appendix E)

The request is submitted to the SEND Panel. The SEND Panel
considers the request and if agreed, any additional information
required, is requested. If the request is refused the local authority will
write to the parents and or young person to explain the decision.
Stage 3

3-9 weeks

During stage 3 any further information is requested. If the setting and
practitioners have already provided a written report containing up to
date information and advice in the correct format then they do not
need to take further action.

Stage 4

9-11 weeks

At the end of this period an EHC Planning Meeting will be held in
the educational setting to co-construct a provisional EHC Plan using
person-centred tools. This meeting will be facilitated by the EHC Plan
coordinator.
Parents, children and young people can be supported to prepare for
the meeting by accessing help and advice from SENDIASS and KIDS
independent supporters and young peoples’ advocates.
Following the meeting the EHC Plan coordinator will complete the
provisional plan.

Stage 5

11-13 weeks

The SEND Panel considers the provisional EHC Plan and any request
for a personal budget. They decide whether to issue an EHC Plan and if
so determine the type of provision and level of funding.

EHC Plan template
(Appendix G)

Any additional information about a child/young person’s needs,
expected outcomes and provision required should be incorporated in
the graduated response record in the setting.
Stage 6

13-15weeks

If the local authority agrees to issue a plan then a draft of the plan is
sent to parents/carers, child/young person and the educational setting
so that they can comment and parents/carers and the child/young
person can state a placement preference.
If the local authority refuses to issue a plan then the parent/carers and/
or young person will receive a letter explaining the reasons and given
information about the appeals process.
The local authority receives comments from the parents/carers and/or
young person with a stated placement preference.

Stage 7

15-17 weeks

The local authority responds to any comments made, consults with the
proposed educational placement and creates a personal budget if required.

Stage 8

17-20 weeks

Final EHC Plan issued

EHC Plan template
(Appendix G)

Note: If a parent or young person submits an EHC Needs Assessment request to the SEND Team then the team will
ask the education setting to arrange a meeting with the EHC Plan coordinator to discuss the evidence available and
report back to the SEND Panel. The following process and timescales will apply.

Table 2 – East Riding of Yorkshire EHC Needs Assessment process for parent/young person requests
Stage
Pre Stage 1

Time frame

Actions

Documents

Parents/carers/child/young person should firstly discuss the request with
the educational setting. If the educational setting is in agreement it may
be simpler for them to submit a request from the educational setting.
If a parental/carer/child/young person request is preferred, they should
ensure they have an up to date list of professionals and their recent
involvement, as well as any upcoming assessments, appointments etc.
Parents/carers/child/young person can submit their request for an EHC
Needs Assessment orally or in writing. Written requests should be
sent to the SEND Team at County Hall, along with any request for a
personal budget. Professional reports do not need to be submitted
with the request.
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Stage 1

0 - 6 weeks

When the EHC Needs Assessment request is received by the SEND
Team this marks the start of a 20-week time line. The Parent/Carer
report form (Appendix F) is then sent to the original applicant.
The SEND Team will then contact the child or young person’s educational
setting for their report. This report can use Request for EHC Needs
Assessment template (Appendix E) deleting the front page as they are
not making a request and send the record of the graduated response as
long as this contains sufficient information. If the educational setting has
completed a One-Page Profile (see Appendix J) for the child or young
person then this should be attached to their report. The Education
Inclusion Service will be contacted for Educational Psychology information
and advice, based on educational psychologist involvement to this point.

Parent/carer contribution
(Appendix F)
EHC Needs Assessment
Request (Appendix E)
Person-centred tools
(Appendix J)

The compilation of other professional reports should be organised
between the parent and the educational setting where applicable and
sent to the SEND Team by post.
These reports are compiled and within 6 weeks the request for
assessment is submitted to the SEND Panel. The SEND Panel considers
the request and if agreed, any additional information required, is
requested. If the request is refused the local authority will write to the
parents/carers and or young person to explain the decision.
Stage 2

6-12 weeks

During stage 2 any further information and advice is requested.

Stage 3

12-14 weeks

At the end of this period an EHC Planning Meeting will be held in
the educational setting to co-construct a provisional EHC Plan using
person-centred tools. This meeting will be facilitated by the EHC Plan
coordinator.
Parents, children and young people can be supported to prepare for
the meeting by accessing help and advice from SENDIASS and KIDS
independent supporters and young peoples’ advocates.
Following the meeting the EHC Plan coordinator will complete the draft
plan.

Stage 4

14-16 weeks

The SEND Panel considers the draft EHC Plan and any request for a
personal budget. They decide whether to issue an EHC Plan and if so
determine the type of provision and level of support.

Stage 5

16-18 weeks

If the local authority agrees to issue an EHC Plan then a draft of the plan
is sent to parents/carers, child/young person, the educational setting and
all agencies involved so that they can comment and parents /carers and
the young person can state a placement preference.

EHC Plan template
(Appendix G)

The local authority receives comments from the parents/carers and/or
young person with a stated placement preference.
If the local authority refuses to issue a plan then the parents/carers and/
or young person will receive a letter explaining the reasons and given
information about the appeals process.
Stage 6

18-20 weeks

The local authority responds to any comments made, consults with
the proposed educational placement and creates a personal budget if
required.

Stage 7

20 weeks

Final EHC Plan issued

EHC Plan template
(Appendix G)

Reassessment
An EHC Needs Reassessment would only take place if there is evidence to show that the needs of the child or young
person have changed significantly.
A request for a reassessment may be made as a result of an interim/annual review or can be made by the parent/
carer/young person directly. The process and time lines will follow those outlined in Table 1/Stage 2 onwards and Table
2/Stage 1 onwards. Please note that in the case of a reassessment the authority has 3 weeks to make the decision
whether to carry out a reassessment and not the 6 weeks given when it is a new assessment. However, a request for
reassessment can be declined if an assessment has been completed within the last 6 months or if it is not necessary for
the authority to make further assessment.
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Table 3 – East Riding of Yorkshire Checklist to use when considering an EHC Needs Assessment
1.	 Is there evidence of a graduated response i.e. Assess, Plan, Do and Review?
2.	 Is there evidence of the involvement of the child/young person in planning and review? This evidence should include a One-Page Profile
(see Appendix J) or Early Years ‘My Support Plan’.
3.	 Is there evidence of involvement of parents/carers, which may include ‘structured conversations’ or Early Support Family Plan?
4.	 Has an educational psychologist (EP) been involved with this child/young person and have they been consulted about a request for an EHC
Needs Assessment? Has an EP provided written information and advice using the suggested template (Appendix D)?
5.	 Which other agencies have been involved?
How long have they been involved?
Has advice from other agencies been included in the graduated response?
What is the date of their last involvement?
Have they provided a written report (information and advice) using the suggested template (Appendix D)?
6.	 How many cycles of Assess, Plan, Do and Review have there been and has there been sufficient time for professionals’ advice and
interventions to be implemented and reviewed? It is expected that there would be at least 3 termly reviews following outside agency
involvement.
7.	 Is there school/college SEN budget evidence to show how the notional Element 2 SEN budget for the child/young person is being spent?
In the Early Years, evidence of support plans will be required.
8.	 Does the child/young person have complex needs that meet the threshold guidelines (Appendix B)?
9.	 Are all professionals, parents/carers and child/young person in agreement with a request for an EHC Needs Assessment?

In exceptional circumstances there may be compelling evidence that leads the local authority to decide to undertake an
EHC Needs Assessment without compliance with all sections of the checklist above. For example:
Children/young people who have arrived in the area recently and have severe and complex needs
Children/young people who have a severe, long-lasting and urgent need arising from a sudden deterioration or
onset of a medical condition or accident
Children/young people whose families have chosen not to access the relevant services.
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The SEND Panel

The role of the SEND Panel is to advise the local authority regarding decisions relating to EHC Needs Assessments, the
issuing of EHC Plans and provision requirements (including support levels).
The panel usually meets on a weekly basis and includes local authority SEND officers and representatives from the Early
Years, Schools, Health Services, Social Care, the Educational Psychology Service and the Commissioning Team.
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Annual Reviews

From September 2014 all new statutory assessments will have followed the process outlined above – an EHC Needs
Assessment. Any resulting EHC Plan should be reviewed on at least an annual basis. The reviewing process should be
person-centred in line with the principles outlined in the SEND Code of Practice 2015. The form to send to the local
authority following an annual review is provided in appendix H.
Some children and young people will still have a Statement of Special Educational Need and the annual review process
for them remains the same until the education setting is required to carry out a Transfer Review (see Section 10).
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Although the recording of the Annual Review will follow the pre September 2014 format it would be good practice to
hold the meeting in a person-centred way.
The organisation and recording of Annual Reviews is the responsibility of the educational setting. A representative of
East Riding Local Authority will only attend in exceptional circumstances and by prior arrangement if significant changes
are being proposed e.g. breakdown in placement.
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Transfer Reviews

In response to the changes resulting from the Children and Families Act 2014, SEN Regulations 2015, SEND Code of
Practice 2015 and the Transition Guidance 2015, the local authority has to transfer all children and young people with a
Statement to an Education, Health and Care Plan by April 2018. During the transition period all previous legislation and
processes will remain in place until the point where the Transfer Review is commenced.
As part of this process the local authority produced an initial Transition Plan in September 2014 detailing when the
Transfer Review will be carried out for individual year groups. The Transfer Review is to replace the Annual Review
except for certain Year Groups. Those Year Groups are detailed in the Transition Plan and will need their Transfer
Reviews to be held in the respective school terms.
In addition to those year groups identified on the Transition Plan certain groupings will also have their Statements transferred
to EHC Plans in the academic year 2015-2016 (Year 2 of the Transition Plan) and thereafter.
These groupings are as follows:
Those transferring from a mainstream school to a special school.
Those transferring from a special school to a mainstream school.
Those leaving custody.
The local authority will notify the parents/carers, young person, educational setting of those children/young people that
will require a Transfer Review to take place.
The key to the Transfer Review process is to have all the relevant information/reports in advance to enable an EHC Plan
to be drawn up within the Transfer Review Meeting. Please refer to the Transfer Review Flowchart (Appendix K), which
reflects a 20-week process. However, if all the necessary reports are submitted prior to the Transfer Review then the
process will be much shorter and beneficial for the child or young person.
The report (information and advice) format has been changed to reflect the format required for an EHC Plan
(Appendix D). It is this format that should be issued to all those who will be contributing to the Transfer Review.
A template for a covering letter can be found in Appendix C.
There is also a report devised for parents/carers (Appendix F). Appendix J contains a selection of person-centred tools
to use with the child/young person. The tools to use will depend on the individual child/young person. The educational
psychologist for your school or EHC Plan coordinator can be consulted about the use of person-centred tools.
East Riding Local Authority has commissioned training in Person-Centred Reviews and Moving into Adulthood Reviews
and this practice will gradually be introduced across the county, supported by EHC Plan coordinators and other relevant
practitioners from the local authority.
Please note: A child becomes a young person under this legislation when they are no longer of compulsory school
age (end of Year 11) when legal rights pass from the parents/carers to the young person. In addition young people
have to receive information and can make decisions in their own right if they have the capacity to do so.
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Table 4 – East Riding of Yorkshire – Transfer review process for conversion of Statements of SEN to EHC Plans
Stage

Time frame

Actions

Documents

Stage 1

The local
authority will
write to all
settings to give
information
about Transfer
Reviews due
and the date
for completion.

Educational settings can refer to East Riding’s flow chart (Appendix K)
for a summary of the process.

Transfer Review flow chart
(Appendix K)

The early years setting/school/alternative education provision
(education provider) should set a date in liaison with parents/carers
or young person at least 4 weeks in advance of the meeting. The local
authority must also be informed of the date.

Person-centred tools
(Appendix J)

Plans then need to be made for working with children and young
people to help them prepare for the review meeting and enable them
to express what is important to them, their aspirations and how best
to support them (Appendix J).
If the young person is in Year 9 or above then preparation should
include a discussion with the young person about what is working/not
working for them in terms of moving into adulthood. This will involve
further/higher education, employment, independent living, being part
of the community, having friends and relationships and being healthy.

Letter to professionals
(Appendix C)
Template for professional
report (information and
advice) (Appendix D)
Template for parent/carer
contribution (Appendix F)

Up to date information and advice can be requested from any
practitioner involved. They can also be asked to contribute to the
review meeting.
It is good practice to involve children and young people in arranging
review meetings. This may include sending out invitations, requesting
information from professionals, choosing and preparing a venue,
deciding on refreshments etc. Children and young people may
need the support of an advocate, which can be provided by KIDS
independent supporters (see section 16, Useful Contacts).
Parents/carers may need support to provide their views (Appendix F)
and should be given the offer of an independent parent supporter (see
section 16, Useful Contacts).
Once the date has been set the education provider should send
out the invitations and include copies of any professional reports
(information and advice) plus the parents’/carers’ contribution and the
child/young person’s One-Page Profile.
The education provider should meet with the parents/carers and/
or young person to discuss what information is available through the
Statement and from other reports to agree whether it is sufficient to
complete the transfer of the Statement onto an EHC Plan.
All reports/information should be submitted and circulated 2 weeks in
advance of the meeting.
The local authority will formally notify the parents/carers or young
person and the education provider 2 weeks in advance of the meeting
that it is to be a Transfer Review. The letter will also give details of the
EHC Plan coordinator.
Stage 2

2 weeks

The Transfer Review will be held. This should take the form of a
person-centred review facilitated by the SENCo. If any further
information is required this is to be documented so the local authority
can request any additional reports.
When preparing a young person for adulthood it is important to check
that the outcomes and provision discussed in the meeting ensure that it
is more likely that the young person will be able to live independently,
have friends and relationships, be part of their community and have
paid work. It is important to check that they address the following:
What is important to the young person?
The need to change what is not working
The need to take the young person closer to their aspirations
Who will provide which interventions and how?
The need to have specific, measurable and accountable targets

14

Person-centred review
guidance (Appendix J)

Stage 3

2-4 weeks

Within 2 weeks of the Transfer Review the education setting should
submit the information gathered at the review to the local authority
electronically to send@eastriding.gov.uk. This report should be coproduced in the meeting and can be recorded on a Transfer Review
template (Appendix I).

Stage 4

4-10 weeks

During stage 4 the local authority will request any additional
information.

Stage 5

10-12 weeks

A draft EHC Plan will be issued for consultation to the parents/carers
and/or young person.

Stage 6

12-14 weeks

A draft EHC Plan will be issued for consultation to the education
setting.

Stage 7

14-16 weeks

Final EHC Plan issued.
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Transfer Review template
(Appendix I)

EHC Plan template
(Appendix G)

SEN and Disability Tribunals

Parents and young people have a right of appeal to the SEND Tribunal against the decisions made by a local authority
and about the content of an EHC Plan (the sections dealing with education or training) maintained by a local authority.
The appealable decisions are listed below:
Refusal to undertake an EHC Needs Assessment.
Refusal to issue an EHC Plan.
Refusal to undertake a re-assessment under section 44.
Refusal to amend an EHC Plan following a review or re-assessment.
Ceasing to maintain an EHC Plan.
The contents of an EHC Plan in sections A, B, F and I.
In relation to the contents of an EHC Plan issued by a local authority, the parent of a child or a young person has a right
of appeal that can be about any or all of the following:
The child or young person’s special educational needs.
The special educational provision specified in the EHC Plan.
The school or other setting named in the EHC Plan or the type of school or setting.
If no school or other setting is named.
This type of appeal can be made when the final version of an EHC Plan is made available. This may be when the EHC
Plan is first finalised or whenever it is amended. The contents of an EHC Plan can also be part of the appeal where
an appeal is made against a decision to cease to maintain an EHC Plan or against a decision refusing to amend a plan
following Annual Review or reassessment.
For all these decisions it is compulsory to first offer mediation, with the exception of an appeal only about the
educational placement in section I or where no educational placement is named.
The SEND Tribunal also hears claims about disability discrimination against the responsible bodies of schools.
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Joint Commissioning

Joint commissioning is about planning and delivering services for people in the most efficient way to achieve the best
outcomes. The SEND Code of Practice 2015 states that local authorities and clinical commissioning groups (CCGs)
must make joint commissioning arrangements for education, health and care provision for children and young people
with SEN or disabilities.
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Effective and accurate recording, monitoring, reviewing and evaluation of needs and outcomes documented through
the assessment and planning process, feedback at Annual Reviews and via the Local Offer, will ensure that the local
authority and partner agencies have a shared understanding of:
The range and effectiveness of current service provision across public, private and voluntary/community sectors.
The current gaps in service provision, including areas that need to be developed in order to meet local needs.
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Personal Budgets

An EHC Plan will specify the support needed for a child or young person and the costs involved. Based on this the local
authority will indicate how much of the money identified to meet the child’s needs could be available as a Personal
Budget, if one is requested. Parents/carers, and/or a child/young person can request a Personal Budget during an EHC
Needs Assessment or at an Annual Review.
By choosing a Personal Budget, parents/carers and young people will be given the opportunity to have a say in the way their
outcomes will be met, giving them more flexibility, choice and control. Some examples of the use of Personal Budgets are:
Specialist Equipment
Support at Home
Support to access social activities
Short Breaks
Specialist Therapies
Personal home to school transport
Whilst all parents/carers or the young person have a right to make a request for a Personal Budget it may not always
be possible to offer one, particularly if it may have an adverse impact on provision for other service users, or be an
inefficient use of the local authority resources. However, if approved, the Personal Budget should be sufficient to secure
the provision agreed in the EHC Plan, which will deliver the specified outcomes.
All requests for a Personal Budget will be considered through the appropriate panel meetings:
Social Care and Health – the Children’s Specialist Services (usually weekly)
Education – the Special Educational Needs (SEND) Panel (usually weekly)
For further information, please visit the local authority’s Personal Budget Policy, available via the East Riding of Yorkshire
Local Offer: www.eastridinglocaloffer.org.uk/money-matters/personal-budgets
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The Local Offer

The Children and Families Act 2014 requires all local authorities to publish, in one place, information about provision in
their area for children and young people from 0-25 who have special educational needs and disabilities (SEND) – a Local
Offer. The Local Offer includes information about Education, Health, Social Care, Community and Voluntary Sector,
Housing, Leisure Activities and Transport. Information for provision both inside and outside of the local area is provided,
including relevant regional and national specialist provision.
This guidance is available through the Local Offer website. The Local Offer is more than just a directory of services, it is
a live and developing service and can be accessed at www.eastridinglocaloffer.org.uk, by telephoning the FISH team on
(01482) 396469 or via email: fish@eastriding.gov.uk
As well as providing clear, comprehensive and accessible information about the support and opportunities that are
available, the Local Offer makes provision more responsive to local needs by directly involving children and young
people with SEND, parents and carers, and service providers in its development and review.
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Please note: The East Riding SEND Guidance is in pdf form both in the hard copy and on the Local Offer
website. If Word copies of the forms in the appendices are required these can be obtained on the Local
Offer website.
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Resources

Code of Practice									NASEN
www.gov.uk/government/publications/SEN-code-of-practice-0-to-25			www.nasen.org.uk
Helen Sanderson Associates		
www.helensandersonassociates.co.uk
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Personalising Education			
www.personalisingeducation.org		

NCB Early Support
www.ncb.org.uk

Useful Contacts

Local Authority – Education, Health and Care Plan Coordinators
(01482) 392163
send.enquiries@eastriding.gov.uk
Education Inclusion Service
(01482) 392254
eis@eastriding.gov.uk
Sensory and Physical Teaching Service (SaPTS)
(01482) 392436
sapts@eastriding.gov.uk
Families Information Service Hub (FISH)
The FISH team operate a helpline offering free, impartial information for young people, parents and carers and
professionals who have a role in supporting families. FISH is a ‘one-stop-shop’ where you can get details of services in
East Riding for children and young people aged 0-25 years.
(01482) 396469
fish@eastriding.gov.uk
Special Educational Needs and Disability Information, Advice and Support Service (SENDIASS)
Impartial, confidential information, advice and support for parents and carers of children and young people (aged 0-25)
with special educational needs or disabilities.
(01482) 396469
sendiass@eastriding.gov.uk
SEND Young Person’s Advice, Support and Advocacy Service
You can also access support through KIDS who can provide an independent supporter. An independent supporter is
a person recruited by the voluntary sector to help families going through an EHC Needs Assessment and the process
of developing an EHC Plan. This person is independent of the local authority and has received training, including legal
training, to enable them to provide this role. For more information or to make a referral to this service please contact:
KIDS, Chanterlands Avenue, Hull HU5 4DJ.
(01482) 467540
enquiries.yorkshire@kids.org.uk
Complaints
Parents/carers can contact the Customer Relations Team.
(01482) 396422
customer.relations@eastriding.gov.uk
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A

Record of the
Graduated Response

Appendix A

Record of the Graduated Response
Assess • Plan • Do • Review
Notes:
This template is a guide. You can adapt it for your own setting.
This template also includes the information that would be found on a One-Page Profile for the child/young
person. This information does not need to be duplicated – just add your own up-to-date version of the child or
young person’s One-Page Profile.
The record should contain sufficient detail for it to be presented as educational advice if an EHC Needs
Assessment is requested. If this is the case then please add more detailed information in the final section. This
additional information can, for example, include records of additional assessment and details of interventions put
in place to address identified needs.
Following each review update the information in this record and in the One-Page Profile so that they both
remain current.

Record of the Graduated Response

Assess • Plan • Do • Review
Child/Young Person Name
Date of Birth
Age
Academic Year
Current Address
Telephone Numbers
Email Address
Name(s) of person(s) with
parental responsibility
Current Educational Setting
Plans and Reviews

Date

Year Group

Term

First Plan
Review 1
Review 2
Review 3
Review 4
Review 5
Review 6
Review 7
Review 8
Review 9
Review 10

Note:
The cycle of Assess, Plan, Do and Review may continue throughout a child/young person’s education. You can
therefore continue to add to the review pages or start with a new template for each key stage.
An ongoing graduated response may not lead to an EHC Needs Assessment.
For an EHC Needs Assessment to be considered there must be evidence of at least 3 cycles of Assess, Plan, Do
and Review involving outside agencies. (Only in exceptional circumstances would these criteria be put aside).

A
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Who is/has been involved?
Name:

Role:

Currently involved

Not currently involved

What do people like and admire about this child/young person?
Amend following review - strengths, positive attributes

What is important to this child/young person?
Amend following review - hobbies, interests, likes etc.

How can this child/young person be best supported?
Amend following review of what is working and not working

A

Record of the Graduated Response
Page 2 of 16

Description of the child/young person’s strengths and needs
that may require additional to or different provision
Summarise the child/young person’s strengths (what they can do) and needs (any barriers to learning and
development) in each of the relevant areas listed in the table below. This section can be updated following a review
as part of the graduated response. Any observation and assessment information can be added in a separate section
entitled ‘Additional Information”. If a young person is in Year 9 or aged over 14 years then please change the headings
below to reflect the Preparing for Adulthood outcomes which are: Education and Employment, Independent Living,
Community Involvement and Health.
Cognition and Learning

Communication and Interaction

Social, Emotional and Mental Health

Sensory / Physical / Medical

A

Record of the Graduated Response
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Outcomes
What are the desired outcomes sought for this child/young person? The time period for the achievement of these
outcomes is one term as part of the graduated response. Provision should detail interventions that are above and
beyond ‘quality first’ teaching.
Area of need

Outcome (SMART – what
the c/yp will achieve
following intervention)

Provision/Intervention
(requiring notional
SEND budget)

A

Outside service
involvement

Record of the Graduated Response
Page 4 of 16

Review 1
Date:
What is working/not working in the areas of need being addressed?

What progress is being made towards the outcomes?

Note: Agree any updates to areas of need and the One-Page Profile in light of the discussion and set new
outcomes if necessary.

Revised outcomes 1
Area of need

Outcome (SMART – what
the c/yp will achieve
following intervention)

Provision/Intervention
(requiring notional
SEND budget)

Outside service
involvement

SENCo signature:
Date:
Parent/carer signature:
Date:
Child/young person signature:
Date:

A
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Review 2
Date:
What is working/not working in the areas of need being addressed?

What progress is being made towards the outcomes?

Note: Agree any updates to areas of need and the One-Page Profile in light of the discussion and set new
outcomes if necessary.

Revised outcomes 2
Area of need

Outcome (SMART – what
the c/yp will achieve
following intervention)

Provision/Intervention
(requiring notional
SEND budget)

Outside service
involvement

SENCo signature:
Date:
Parent/carer signature:
Date:
Child/young person signature:
Date:

A
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Review 3
Date:
What is working/not working in the areas of need being addressed?

What progress is being made towards the outcomes?

Note: Agree any updates to areas of need and the One-Page Profile in light of the discussion and set new
outcomes if necessary.

Revised outcomes 3
Area of need

Outcome (SMART – what
the c/yp will achieve
following intervention)

Provision/Intervention
(requiring notional
SEND budget)

Outside service
involvement

SENCo signature:
Date:
Parent/carer signature:
Date:
Child/young person signature:
Date:

A
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Review 4
Date:
What is working/not working in the areas of need being addressed?

What progress is being made towards the outcomes?

Note: Agree any updates to areas of need and the One-Page Profile in light of the discussion and set new
outcomes if necessary.

Revised outcomes 4
Area of need

Outcome (SMART – what
the c/yp will achieve
following intervention)

Provision/Intervention
(requiring notional
SEND budget)

Outside service
involvement

SENCo signature:
Date:
Parent/carer signature:
Date:
Child/young person signature:
Date:

A

Record of the Graduated Response
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Review 5
Date:
What is working/not working in the areas of need being addressed?

What progress is being made towards the outcomes?

Note: Agree any updates to areas of need and the One-Page Profile in light of the discussion and set new
outcomes if necessary.

Revised outcomes 5
Area of need

Outcome (SMART – what
the c/yp will achieve
following intervention)

Provision/Intervention
(requiring notional
SEND budget)

Outside service
involvement

SENCo signature:
Date:
Parent/carer signature:
Date:
Child/young person signature:
Date:

A
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Review 6
Date:
What is working/not working in the areas of need being addressed?

What progress is being made towards the outcomes?

Note: Agree any updates to areas of need and the One-Page Profile in light of the discussion and set new
outcomes if necessary.

Revised outcomes 6
Area of need

Outcome (SMART – what
the c/yp will achieve
following intervention)

Provision/Intervention
(requiring notional
SEND budget)

Outside service
involvement

SENCo signature:
Date:
Parent/carer signature:
Date:
Child/young person signature:
Date:

A
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Review 7
Date:
What is working/not working in the areas of need being addressed?

What progress is being made towards the outcomes?

Note: Agree any updates to areas of need and the One-Page Profile in light of the discussion and set new
outcomes if necessary.

Revised outcomes 7
Area of need

Outcome (SMART – what
the c/yp will achieve
following intervention)

Provision/Intervention
(requiring notional
SEND budget)

Outside service
involvement

SENCo signature:
Date:
Parent/carer signature:
Date:
Child/young person signature:
Date:

A
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Review 8
Date:
What is working/not working in the areas of need being addressed?

What progress is being made towards the outcomes?

Note: Agree any updates to areas of need and the One-Page Profile in light of the discussion and set new
outcomes if necessary.

Revised outcomes 8
Area of need

Outcome (SMART – what
the c/yp will achieve
following intervention)

Provision/Intervention
(requiring notional
SEND budget)

Outside service
involvement

SENCo signature:
Date:
Parent/carer signature:
Date:
Child/young person signature:
Date:

A
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Review 9
Date:
What is working/not working in the areas of need being addressed?

What progress is being made towards the outcomes?

Note: Agree any updates to areas of need and the One-Page Profile in light of the discussion and set new
outcomes if necessary.

Revised outcomes 9
Area of need

Outcome (SMART – what
the c/yp will achieve
following intervention)

Provision/Intervention
(requiring notional
SEND budget)

Outside service
involvement

SENCo signature:
Date:
Parent/carer signature:
Date:
Child/young person signature:
Date:

A
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Review 10
Date:
What is working/not working in the areas of need being addressed?

What progress is being made towards the outcomes?

Note: Agree any updates to areas of need and the One-Page Profile in light of the discussion and set new
outcomes if necessary.

Revised outcomes 10
Area of need

Outcome (SMART – what
the c/yp will achieve
following intervention)

Provision/Intervention
(requiring notional
SEND budget)

Outside service
involvement

SENCo signature:
Date:
Parent/carer signature:
Date:
Child/young person signature:
Date:

A
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Additional Information
You can use this section to make further notes or keep a record of any observations and assessment.
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Threshold Guidelines for EHC Needs Assessment

Education, Health and Care Needs Assessment - Guidelines

Overview
Although the four broad categories of need will be used, the local authority recognises that there is a wide spectrum
of special educational needs which are frequently interrelated. However, threshold guidelines have been set for each
category of need, although reference can be made to more than one category of need.
In some circumstances, it is possible for a combination of slightly less severe special needs to have a cumulative effect on
a child/young person’s educational progress. An EHC Needs Assessment will be considered if the cumulative effect may
call for special provision which cannot reasonably be provided within the resources normally available to mainstream
settings/schools/colleges in the area.
Exceptional arrangements for children/young people who need a “Fast Track” to an EHC Needs Assessment
In very exceptional circumstances a “Fast Track” to an EHC Needs Assessment will need to be considered
where a graduated response has not been followed.
“Fast Tracking” would be considered for:
Children/young people who have arrived in the country recently and have severe and complex needs.
Children/young people who have a severe, long-lasting and urgent need arising from a sudden deterioration or
onset of a medical condition or accident.
Children/young people whose families have chosen not to access the relevant services.
Where a child is looked after, the local authority might also agree that an EHC Needs Assessment is required urgently
to secure appropriate educational provision.

Cognition and Learning
The majority of children/young people with profound multiple learning difficulties and severe learning difficulties will be
identified at the pre school-stage and their needs met early. Children/young people with learning difficulties may also
have additional needs, e.g. speech and language delay or problems interacting with others.

Profound and Multiple Learning Difficulties
Evidence must show severe difficulties in some of the following areas:
Profound and multiple learning difficulties often with associated physical disabilities.
Developmental level remaining at 0 – 18 months.
Extremely limited communication skills.
Possible severe challenging behaviours/habit disorders.
High level of personal, social and medical dependency.
Continuing to work at pre National Curriculum programmes of study.

Severe Learning Difficulties
Evidence must show some difficulties in the following areas:
Severe learning difficulties coupled with a specific severe communication/language disorder which is not solely the
product of developmental delay.
Language/communication difficulties significantly worse than cognitive ability where child/young person does not
have profound and multiple learning difficulties.
B
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Level of global ability cannot be validly or reliably measured though some quotients/scores may be available for
certain abilities.
Generally likely to remain at early levels of development but with some instances of better performance.
Will have associated challenging behaviours.
After entry to school will be mainly functioning below National Curriculum Year 1 programme of study.
This chart shows threshold indicators for severe learning difficulties:
Age of Pupil

Year Group

Guidance for learning difficulties

0–3

Early Years/Foundation

0 – 11 months

3–4

Early Years/Foundation

0 – 11, 8 – 20 months

4–5

Early Years/Foundation

16 – 26, emerging/developing 22-36 months

5 and 6

Year 1

P Level 2 / 3

7 and 8

Year 2 / Year 3

P Level 3 / 4 or below

9 and 10

Year 4 / Year 5

P Level 4 / 5 or below

11

Year 6

P Level 6 or below

12 and 13

Year 7 / Year 8

P Level 7 or below

14

Year 9

P Level 8 or below

15

Year 10

Working within Year 1 National Curriculum or below

16

Year 11

Working within Year 1 National Curriculum or below

17

Year 12

Working within Year 1 National Curriculum or below

18

Year 14

Working within Year 1 National Curriculum or below

19

Year 15

Working within Year 1 National Curriculum or below

Schools/colleges are generally expected to meet the needs of those children/young people with identified moderate
or specific learning difficulties through the range of provision available to schools/colleges without an EHC Needs
Assessment or EHC Plan being necessary.

Communication and Interaction
In all cases submitted for statutory assessment there must be clear multi-professional evidence, including speech and
language therapy assessment, that the child/young person’s speech or language impairment may, if appropriate action
is not taken, have a marked impact on social interaction, independence, achievement in the curriculum or behaviour/
emotion. Reports from a speech and language therapist must provide evidence of the degree of difficulty a child/young
person is experiencing.

Profound Language and Communication Difficulties
Evidence must show severe difficulties in some of the following areas:
Profound language and communication disorders as a result of which the child/young person is only likely to
function below the 12 month level in relation to these skills.
Is likely to function well within the sensory-motor infant range in relation to communication.
Uses primitive gestures, a few signs/symbols and/or has a limited functional vocabulary.
Is unable to form words or make adequate use of augmentative forms of communication due to cognitive inability.
Has severe limitations in the expression of intentional communication.
Will be working at pre National Curriculum programmes of study.
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Severe language and communication difficulties
Evidence must show severe difficulties in some of the following areas:
Severe expressive/receptive language difficulties and/or communication disorder of a specific nature.
There will be a difference between verbal and non verbal ability.
Ability to express him/herself is severely limited and requires use of an augmentative/alternative means of
communication.
Ability to receive communication is severely limited due to a language disorder or a severe difficulty in interpersonal
interaction.
The ability to communicate coherently is extremely limited due to interpersonal problems.
Information usually needs simplification and repetition.
Limited use of grammatical features.
Word order difficulties.
Most utterances are affected by word retrieval difficulties.
Severely limited range of vocabulary.
Incoherent and/or unintelligible to strangers but can be understood by the family most of the time.

Autistic Spectrum Condition/Social Communication Difficulties
Children/young people with Autistic Spectrum Condition (ASC) will have difficulty in making sense of the world in the
way others do. It is expected that children with severe autism are normally identified at the pre-school stage and their
needs addressed early.
The severity of social and learning impairments vary along a spectrum or continuum, but a triad of impairment is
considered essential for a diagnosis as follows:
Difficulty with social interaction.
Difficulty in social communication.
Difficulty in imaginative thinking.
These three areas of difficulty are often accompanied by a limited, narrow repetitive pattern of activities and children/
young people with ASC/Social Communication Difficulties may become obsessed with particular objects or behaviours,
focusing on them to the exclusion of everything else. There are often sensory and perceptual difficulties.
Evidence must show significant difficulties in some of the following areas. There must be clearly recorded evidence that
some or all of these difficulties are having a marked impact on progress in the curriculum and/or their ability to take part
in classroom activities and participate in aspects of school/college life.
Impairment of social interaction
Profound or severe difficulties in social interaction, social communication and imaginative thought.
Limited understanding of body language and gesture.
Unable to achieve relationships with peers and adults independently.
Socially isolated.
Lack of empathy/difficulties in understanding emotions in others.
Difficulty learning in groups.
Passive and unresponsive or displays difficult and demanding behaviour which may include aggression towards
adults, peers and property.
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Impairment of communication skills
Profound or severe impairment of communication skills.
Communication skills require support from a range of methods e.g PECs.
Limited receptive and/or expressive language.
Difficulty in expressing thoughts and feelings.
Immediate or delayed echolalia.
Stereotyped and repetitive use of language.
Impairment of imaginative thinking.
Profound or severe impairment of imaginative thinking.
Severe difficulty in flexible thought/resistance to change.
Repetitive and obsessive behaviour.
Severe lack of ability to engage in symbolic and creative play.
Severely restricted repertoire of activities and interests.

Social, Emotional and Mental Health Difficulties
For children/young people with significant social, emotional and mental health difficulties, there should be a marked
discrepancy between their attainment in core subjects of the National Curriculum and the expectations for them as
assessed by teachers, external specialists and parents/carers
The evidence must show severe difficulties in some of the following areas:
Extremely poor social skills, including difficulty with peers.
Very low levels of self-esteem.
Persistently high levels of violence/disruptive behaviour in the classroom.
Very limited concentration skills and organisational abilities.
Severe social, emotional and mental health difficulties which manifest themselves across a range of settings.
In addition there should be evidence of some of the following:
Frequent, inappropriate challenging of authority.
Demonstrates a very negative attitude to school in general.
Frequent provocation of or confrontation with adults.
Violent or severely disruptive behaviour which is not confined to a particular teacher, class, task or set of
circumstances.
Frequent, aggressive or violent acts against people and/or property.
Self-harming.
Child/young person expresses no emotion and appears withdrawn, depressive or has suicidal attitudes.
Sexually explicit play/behaviour.
May have difficulty communicating either verbally or non verbally.

Sensory/physical and/or medical needs
Hearing Difficulties
Children/young people with a severe/profound hearing impairment are likely to be identified at the pre-school stage
and their needs met early. Hearing impairment describes a continuum of difficulty with widely differing implications for a
child/young person’s communication and access to learning.
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Severe/Profound hearing loss may affect a child/young person in some of the following areas:
Communication interaction (attention and concentration).
Speech discrimination.
Speech intelligibility.
Comprehension.
Expression.
Independence.
Interpersonal skills.
Curriculum access.
Attainment.
Social inclusion.
Evidence may include:
A significant discrepancy between language abilities and other abilities.
Severe/profound difficulties with spoken and written comprehension, and with communicating thoughts and feelings
to others.
Specific examples of the hearing impairment placing the child/young person under significant stress, with associated
withdrawn or frustrated behaviour.
Severe language and communication difficulties requiring an augmentative system of communication.
Severe/profound hearing loss resulting in a need to use alternative methods of communication e.g. Sign Supported
Speech.
Cognitive development may be affected due to language difficulties.
Intensive involvement from the Sensory and Physical Teaching Service.
Visual Difficulties
Children/young people with a severe / profound visual impairment are likely to be identified at the pre-school stage and
their needs met early.
Severe / profound visual difficulties take many forms with widely differing implications for a child/young person’s
education. In some cases the severe / profound visual impairment is one aspect of multiple disabilities. Whatever the
cause of the child/young person’s visual impairment, the major issue in identifying and assessing the child/young person’s
SEND will relate to the degree and nature of functional vision and the child/young person’s ability to adapt socially and
psychologically, as well as to progress in an educational context.
Severe / profound visual impairment may affect a child/young person in some of the following areas:
Adapted materials.
Concept development.
Communication (verbal and non verbal).
Visual skills and strategies.
Mobility skills.
Orientation skills.
Interpersonal skills.
Independence.
Curriculum access.
Attainment.
Social and emotional development.
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Evidence may include:
Severely under or partially developed visual skills.
Intensive involvement from the Sensory and Physical Teaching Service.
Specific examples of the severe / profound visual impairment placing the child/young person under significant stress,
with associated withdrawn or frustrated behaviour.
Profound visual loss leading to delays in the maturation in social and physical skills and emotional development.
Overall cognitive development delayed due to profound visual difficulties.
A low level of development in independent learning.
Significant difficulties with visual perception.

Physical/Medical Needs/Difficulties
Children/young people with severe physical disabilities are normally identified at the pre-school stage and their needs
met early. A severe physical impairment may affect a child/young person in any or all of the following areas:
Perceptual skills.
Fine motor skills.
Mobility.
Communication.
Independence.
Interpersonal skills.
Curriculum access.
Curriculum attainment.
Emotions and frustrations / social inclusion.
Evidence may include:
Severe significant difficulties with spoken and written comprehension, and with communicating thoughts and
feelings to others.
Specific examples of the severe physical impairment placing the child/young person under significant stress, with
associated withdrawn or frustrated behaviour.
Profound and multiple learning difficulty / severe physical difficulties impacting on fine and gross motor skills,
mobility, functional independence.
Very restricted level of cognitive functioning.
Severe language impairment and significant language difficulties.
Associated challenging behaviours/habit disorders.
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Templates for Letters to Professionals
There are two templates. The first is a request for a report (information and advice) and the second an invitation to a
meeting during which a draft EHC Plan will be produced.

Letter 1

Dear [add name]
Re: [Name and date of birth]
Please could you provide me with a report (information and
advice) for the above named child/young person who has
special educational needs and/or a disability? The reason for this
request is:
We are planning a review meeting as part of the ‘graduated
response’ of Assess, Plan, Do and Review
We are considering requesting an EHC Needs Assessment
We are planning an Annual or Interim Review
We are planning a Transfer Review
The template for your report (information and advice) is
attached. We are requesting a report on this format in order
to comply with the SEND Code of Practice 2015. We also
enclose a One-Page Profile for the child/young person and
hope that this will provide you with useful information.
Thank you for your cooperation
Yours faithfully
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Letter 2

Dear [add name]
Re: [Name and date of birth]
A Request for an EHC Assessment Meeting has taken place
for the above named child/young person and a provisional date
for an EHC Planning Meeting has been set for:
.........................................................
I would like to invite you to attend this meeting which will be
held in a person-centred way in order to ensure that outcomes
and provision are written collaboratively with the child/young
person, parents/carers and professionals.
Yours faithfully
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Template for Professional Reports (Information and Advice)
This template/proforma can be used at any time during the graduated response, during an EHC Needs Assessment
or for making a contribution to a statutory review.

Professional Report (Information and Advice) – Children and Families Act 2014
Children and Families Act 2014
Name of person providing the
report (information and advice):
Job Title:
Service: e.g. Health
Address:
Email Address:
Contact Numbers:
Child/Young Person’s Details:
Name:
Date of Birth:
Year Group:
Age:
Address:
Name(s) of person (s) with
parental responsibility:
Current Educational Setting:
This advice will be placed in this child/young person’s pupil file and copies sent to:
Add circulation list, e.g.: parents/carers, educational setting, educational psychologist, community paediatrician and
any other relevant health professional, SEND Team.

Date of Report:
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Background
Reason for providing written information and advice (e.g. requested by the education setting as part of the
graduated response, requested by the local authority as part of an EHC Needs Assessment, to contribute to an
annual review etc.).
History of service involvement (include date of first involvement, dates of consultations, dates of assessments
carried out, information regarding interventions, dates of progress reviews).
This section should also include key pieces of relevant background information e.g., relevant early history;
attendance record; involvement of other professionals, targeted interventions etc.

What is important TO this child/young person now and in the future?
The child or young person’s One-Page Profile will contain relevant information and you do not need to repeat
information already presented. However if you have additional information about what motivates and interests the
child or young person and gives them a good quality of life then please add this in this section. For those who are
developmentally very young, creative approaches to information gathering may be required.
This section should also include information that helps the child or young person to achieve their aspirations and
longer term goals. All sources of this information should be identified, as it is important to make clear whose views
are being given.
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What is important FOR this child/young person now and in the future?
A key part of the professional’s role is to identify what needs to be addressed (and how this might happen) to help a
child or young person develop in all areas of their life. The main areas to focus on are listed below and you only need
to contribute to those areas that are within your service’s remit. Sub-headings can be added to provide clarity.
Please summarise concisely the needs (barriers to learning and development) and areas of strength (what the child
or young person can do) in the table below. If you wish to add details of your evidence such as observation records,
assessment results, interventions tried and evaluations please put these at the end of the report under the heading
‘Additional Information’). If a young person is in Year 9 or aged over 14 years then please change the headings
below to reflect the Preparing for Adulthood outcomes which are: Education and Employment, Independent Living,
Community Involvement and Health.
Cognition and Learning

Communication and Interaction

Social, Emotional and Mental Health

Sensory / Physical / Medical

Health

Social Care
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Outcomes
What are the desired outcomes sought for this child/young person (relevant to your professional area)? The time
period for the achievement of these outcomes may vary from termly (as part of the graduated response) or be up to
three years away if considering end of key stage outcomes as part of an EHC Needs Assessment). Please number your
list of suggested outcomes. Provision should detail interventions that are above and beyond ‘quality first’ teaching.
Area of need

Outcome (SMART – what
the c/yp will achieve
following intervention)

Provision/Intervention
(requiring notional
SEND budget)

Outside service
involvement

I can confirm that the contents of this report have been shared with parents/carers
in person / over the telephone / via meeting (delete as appropriate).
Name:

Job Title:

Date:

Additional Information
Please add to this section any detailed information about observation, assessment, formulation and evidence-based
teaching and learning strategies
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Template for EHC Needs Assessment Request
This template contains a list of documents to be attached to your request. One of these documents – the record of
the education setting’s graduated response, can be on the setting’s own template but must contain the information
set out in Appendix A of the East Riding SEND Guidance (the local authority template for the graduated response).
This information will be used as the educational advice should an EHC Needs Assessment go ahead and will form
part of the statutory documentation.

Request for EHC Needs Assessment (including record of graduated response)
Before completing this request an EHC Request Assessment Meeting should have taken place with the parents/carers,
child/young person and EHC Plan coordinator
Child/Young Person Name

Date of Birth

Address

Educational Setting

UPN/PID or NHS Number

Year Group and Key Stage

Name(s) of Person(s) with
Parental Responsibility
Contact Numbers

Email

Address(es) if different to
Child/Young Person
Home Authority if LAC

Name of Social Worker
(if applicable)
Social Worker Address and
Contact Number

Date sent to local authority

Date request accepted by local
authority

E

Template for EHC Needs Assessment Request
Page 1 of 6

Reports attached to this request
Child/Young Person’s One-Page
Profile or EYs profile

Yes

No

Parent/carer

Yes

No

Record of graduated response
(evidence of a minimum of 3
Assess, Plan, Do and Review
cycles following outside agency
involvement)

Yes

No

Educational psychology

Yes

No

Medical

Yes

No

Social Care

Yes

No

Other

Yes

No

Please specify: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Other

Yes

No

Please specify: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Is any further information
required? (if Yes, please state why
this information is necessary)

Yes

No

Please specify: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Provisional Date for EHC
Planning Meeting
Name of EHC Plan coordinator

Why is this request being made?
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Professionals Involved
Dates in chronological order

Name

Role

Attendance Record
Dates

Actual Attendance

Possible attendance

E
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Attainment / Ability / Assessments / Milestones Met
Primary & Foundation Stage Levels (Pre-School Settings – Please complete Appendix A at the back of the form.)
Date
Assessed

Year
Group

Key
Stage

Reception

EYFS

1

1

2

1

3

2

4

2

5

2

6

2

Year
Group

Key
Stage

6

2

7

3

8

3

9

3

10

4

11

4

TA or
SATS

Spelling
Age

Speaking and
Listening

Reading
Age

Writing

Maths

TA or
SATS

Spelling
Age

Speaking and
Listening

Reading
Age

Writing

Maths

Maths

Science

Secondary
Date
Assessed

Predicted GCSE Grades (where applicable)
Date
Assessed

Year
Group

Key
Stage

English

Post 16 College and Training Providers – GCSE / A Level Results
Date
Assessed

Year
Group

Key
Stage

English

Maths

Science

E

Template for EHC Needs Assessment Request
Page 4 of 6

Current Support Arrangements
Outcomes set

Type of provision
(in class, group
or 1-1)

Frequency and
Duration

Delivered by

Start date

Cost

Additional Support – What additional Support do you feel is required over and above that already provided?
Outcomes sought

Type of provision
(in class, group or 1-1)

Frequency and Duration

E
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Personal Budget Request
Are the parents/carers or
young person interested in a
Personal Budget?

Yes

No

If yes please state the intended use of the Personal Budget below

SENCo name:
SENCo signature:
Date:
Parent/carer Name:
Parent/carer signature:
Date:
Once completed please return, with graduated response record and collated reports, to:
SEND Team
East Riding of Yorkshire Council
Room AF35
County Hall
Beverley
HU17 9BA
or to:
send.enquiries@eastriding.gov.uk
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Appendix F

Template for Parent/Carer Contribution (EHC Needs Assessment or Review)
This is the template for parents/carers to use when making their contribution to an EHC Needs Assessment or a
review. Parents may wish to discuss their contribution with someone. Those people who can give help and advice are
listed in section 16 of the main guidance document.

Parent/Carer Contribution for EHC Needs Assessment or Review
Child/Young Person Name
Date of Birth
Parent/Carer Name(s)
Home Address
Home Telephone Number
Mobile Number
Email
Setting/School or Post 16
Provider
Please provide a photograph or picture of your child/young person, which will be attached to the Education Health and
Care Plan (maximum 10 cm wide and 7 cm high
Background/History

Summary of Child or Young Person’s interests and strengths
What interests them? What motivates them? What are they good at?
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What is important for them now?
What do they need to continue their development? What do they need to keep them healthy and safe?

What do you think is going to be important in the future?

What works at the moment?
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What is not working so well?

What else would you like people to know about your daughter/son and the family?

Are you interested in a Personal Budget?

Signed
Date:
Please print name
Relationship to child/young person
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Template for an Education, Health and Care Plan
This template will be used by the EHC Plan coordinators to prepare a draft EHC Plan. It will be helpful to look at the
headings as a guide to what information is required for a plan.

East Riding of Yorkshire
Clinical Commissioning Group

My Draft Education, Health and Care Plan
CONFIDENTIAL
This is a confidential document. The contents should not be disclosed without the consent of those with parental
responsibility (hereafter referred to as the parent/s). Exceptions to this are for statutory purposes, in the child’s
educational interests and to those professionally involved with the child (in accordance with the Children and
Families Act 2014).

SECTION A(i): The views, interests and aspirations of the child and their parents,
or of the young person.
This is me, my name is:

Current photo of me/picture of what I look like:

I like to be known as:

I have participated in this plan and communicated my
views by:

My personal details.
Date of birth:
Address:
Education UPN/PID or NHS Number:
Names of person/s with parental responsibility:
Home telephone number:
Mobile number:
Email:
Young Person’s mobile:
Young Person’s email:
School/College/other setting: (name and address)
Social Worker contact details:
G
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What people like about me. What I can do well.

This is what is important to me now and in the future.
Hobbies, leisure activities, friends, family, what I want to do when I am older such as where I want to live, what
job I would like to do.

How best to support me.
How I prefer to communicate / my health / safety / what I need to help me make decisions/ my movement and
mobility / my independence / my friends / play / what helps me learn/ my sensory needs / my equipment.

People important to me.
Parents, brothers and sisters, grandparents, friends etc.

SECTION A(ii): Parents’/carers’ views
Background information and what is important for this child / young person now.
learning / training / communication / care / health / relationships / employment / independent living / housing /
community / leisure / travel / inclusion

What is important for this child / young person in the future.

Other important things about this child / young person and the family.
Anything you need to know about this child / young person’s siblings or other family members; times or days or
barriers that make it difficult for the family to attend appointments or to meet professionals; (consider home
language, physical access, how they communicate with other people etc.)
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SECTION B: The child or young person’s Special Educational Needs (SEN)
Introduction

Cognition and Learning
Description of strengths and needs that may require additional or different provision:

Communication and Interaction
Description of strengths and needs that may require additional or different provision:

Social, Emotional and Mental Health
Description of strengths and needs that may require additional or different provision:

Sensory / Physical / Medical
Description of strengths and needs that may require additional or different provision:
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SECTION C: Health needs
The child or young person’s health needs.

SECTION D: Social Care needs
The child or young person’s social care needs.

SECTION E: Outcomes
The outcomes sought for the child or young person (over the next 12 months).
From Year 9 (age 14) consider preparing for adulthood and beyond. Employment, Supported Employment,
Independent Living, Travel, Community Participation, Good Health and Wellbeing.
E(i) Educational Outcomes

E(ii) Health Outcomes

E(iii) Social Care Outcomes
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SECTION F: The special educational provision required by the child or young person
What support is needed to achieve
these educational outcomes?

Who will do it?

How often is the support going to
be provided?

SECTION G: Health provision
What support is needed to achieve
these health outcomes?

Who will do it?

How often is the support going to
be provided?
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SECTION H1: Social Care provision
Any social care provision which must be made for a child or young person under 18 resulting from section 2 of the
Chronically Sick and Disabled Persons Act 1970 (CSDPA)
What support is needed to achieve
these social care outcomes?

Who will do it?

How often is the support going to
be provided?

SECTION H2: Any other social care provision reasonably required
What support is needed to achieve
these social care outcomes?

Who will do it?

How often is the support going to
be provided?
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National Curriculum Details
This child/young person should follow the National Curriculum at appropriate levels with work being
differentiated to take account of this child/young person’s ability and attainment levels.
Modifications - none
Exemptions - none
Monitoring
Annual Review and Individual Education Plan.

SECTION I: Educational Placement
Name of school or college
Type of school or college

SECTION J: Personal budget (including arrangements for direct payments)
Yes

No (delete as appropriate)

Agreed Educational Personal Budget
Description of resources

Funding

Direct Payment Element

Funding

Direct Payment Element

Funding

Direct Payment Element

Agreed Social Care Personal Budget
Description of resources

Agreed Health Personal Budget
Description of resources

Total Personal Budget
Date of Draft Plan
Signature on behalf of Children, Young People and Specialist Services
Signature on behalf of Social Care
Signature on behalf of the Clinical Commissioning Group

G

Template for an Education, Health and Care Plan
Page 7 of 8

SECTION K: Advice and Information
Evidence submitted by Family/Young Person
Date

Evidence submitted by Education
Date

Evidence submitted by Health
Date

Evidence submitted by Social Care
Date

Evidence submitted by other people and agencies
Date

G
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Appendix H

Template for a Statutory Annual Review
East Riding Local Authority promotes the use of person-centred tools for collecting views and for reviewing progress.
Please refer to Appendix J of the SEND Guidance.

Annual Review of EHC Plan or Statement
This form is to record the Annual Review for pupils with Education, Health and Care Plans and Statements of Special
Educational Need. When completing this document could you please keep in mind the requirements of the Statement/
EHC Plan and describe the pupil’s progress in relation to the stated needs and provision.
Child/Young Person Name
Date of Birth
Age
Academic Year
Current Address
Telephone Numbers
Email Address
Name(s) of person(s) with
parental responsibility
Name of Social Worker
(if applicable)
Current Educational Setting
Admission Date
Date EHCP/Statement
originally made
Date of Interim/Annual
Review Meeting
Current Support/Funding Level
Is this an Annual or
Interim Review?
Summary of discussions including any changes or new needs
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Attendance
Possible

Actual

Percentage

Have there been any issues with school attendance?

Yes

No

Outcomes set at last Annual Review.

If Yes to the above, please give details of what action has been taken, who has been involved and attach an
attendance certificate.

Progress towards those outcomes over last 12 months.
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Child/young person’s Views
What people like about me / What I can do well

This is what is important to me now and these are my aspirations for the future (Hobbies, leisure activities, friends,
family, what I want to do when I am older such as where I want to live, what job I would like to do.)

How best to support me (How I prefer to communicate / my health / safety / what I need to help me make decisions / my
movement and mobility / my independence / my friends / play / what helps me learn / my sensory needs / my equipment)

People important to me (Parents, brothers and sisters, grandparents, friends etc...)
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Parents’/carers’ Views
What is important for this child / young person now? (learning / training / communication / care / health / relationships /
employment / independent living / housing / community / leisure / travel / inclusion)

What is important for this child/young person in the future? (learning / training / communication / care / health /
relationships / employment / independent living / housing / community / leisure / travel / inclusion)

Other important things about the child/young person and the family (Is there anything else that parents/carers would
like others to know about the family? Are there any barriers that make it difficult for the family to attend appointments or to
meet professionals? (Consider work, home language, physical access, how they communicate with other people etc.)
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Changes - Education
Please indicate whether or not there are any significant changes by going through Part 2 of the Statement or Section
B of the EHC Plan in the child/young person’s special educational needs since the last Annual Review. If amendments
are necessary please indicate and comment.
Cognition and Learning
Yes
No
Description of strengths and needs

Communication and Interaction
Yes
No
Description of strengths and needs

Social, Emotional and Mental Health
Yes
No
Description of strengths and needs

Sensory / Physical / Medical
Yes
No
Description of strengths and needs
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Outcomes - Education
The educational outcomes sought for the child/young person (over the next 12 months or the end of Key Stage).
From Year 9 (age 14) consider preparing for adulthood and beyond. Employment, Supported Employment,
Independent Living, Travel, Community Participation, Good Health and Wellbeing.

Provision - Education
Give details of any educational provision reasonably required to achieve the outcomes
What support is needed to achieve
these educational outcomes?

Who will do it?

How often is the support going to
be provided?

National Curriculum
Are there any modifications or exemptions to the National Curriculum recommended? If so give details below.
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Changes – Health
Details of any changes to the child/young person’s health needs

Outcomes – Health
The health outcomes sought for the child/young person (over the next 12 months). From Year 9 (age 14) consider
preparing for adulthood and beyond. Employment, Supported Employment, Independent Living, Travel, Community
Participation, Good Health and Wellbeing.

Provision - Health
Give details of any health provision reasonably required to achieve the outcomes.
What support is needed to achieve
these health outcomes?

Who will do it?

How often is the support going to
be provided?

H

Annual Review of EHC Plan or Statement
Page 7 of 13

Changes – Social Care
Details of changes to the child/young person’s social care needs

Outcomes – Social Care
The social care outcomes sought for the child/young person (over the next 12 months or longer as appropriate).
From Year 9 (age 14) consider preparing for adulthood and beyond. Employment, Supported Employment,
Independent Living, Travel, Community Participation, Good Health and Wellbeing.

Provision - Social Care
Give details of any social care provision reasonably required to achieve the outcomes.
What support is needed to achieve
these social care outcomes?

Who will do it?

How often is the support going to
be provided?
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Recommendations
Please make recommendations under the following headings, giving reasons as appropriate
Should the local authority cease
to maintain the Statement/EHCP?

Yes

No

Are there any significant new
needs?

Yes

No

Yes

No

Yes

No

Are any transport
arrangements being made?

Yes

No

If so do these arrangements
need to continue? (If yes please
complete Appendix 2)

Yes

No

Are you aware of any differing
recommendations to those
made in this report?

Yes

No

If yes please specify

Are there any significant new
needs that will require further
advice/information to be
sought? (Please see Appendix 1)
If yes to the above please
specify:

Are their any additional
requests being made as part of
this review?
If yes please specify:

If this is a Nursery, Year 6, Year
11, Year 12, Year 13 or Year 14
Child or Young Person, please
detail their next educational
placement if applicable:

If yes to the above please
indicate the nature of these
recommendations and who has
made them:
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Persons contributing to this review
(Name and profession)

Written report
requested?
(Please tick)

Written report
received?
(Please tick)

Attended review
meeting?
(Please tick)

Please attach all reports received to this Annual Review

Name of person completing this form
Signature
Date
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Appendix 1 – Annual Reviews: Information checklist

Do you have the following?
Parents’ / carers’ views (collected in a person-centred way).
Child/young person’s views (collected in a person-centred way).
Up to date educational advice from your own setting (look at what is working and not working).
Up to date medical advice (e.g. CAMHS, paediatrician, physiotherapy, occupational therapy, speech and language
therapy etc). This will be needed if there is ongoing involvement and intervention.
Up to date advice on hearing and vision from the Sensory and Physical Teaching Service if they have current
involvement or needs have changed.
Up to date advice from Social Care (if they have involvement).
From Y9 – information from services providing information, advice and guidance on future education and
employment.
Psychological information and advice (this should only be sought if there have been significant changes). If in doubt
consult with your educational psychologist.
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Appendix 2 – Transport Details
1.

Is the parent/carer interested in a Personal Budget?
Yes
No

2. Does the child need a wheelchair?
All the time
Most of the time

Not very often

Not at all (If not at all, progress to question 5)

3. Does the child take the wheelchair to school?
Yes
No
4. Does the child travel in the wheelchair to school?
Yes
No
5. Is the child able to walk unaided?
All the time
Most of the time

Not very often

Not at all

6. Is the child able to climb steps in to a vehicle?
All the time
Most of the time
Not very often

Not at all

7.

Does the child require assistance to get in and out of the vehicle?
All the time
Most of the time
Not very often
Not at all

8. Is the child able to give basic verbal information to others?
All the time
Most of the time
Not very often
9.

Is the child able to read the time?
All the time
Most of the time

Not at all

Not very often

Not at all

10. Is the child able to use money e.g. pay for a ticket?
All the time
Most of the time
Not very often

Not at all

11. Does the child have good safety awareness?
All the time
Most of the time
Not very often

Not at all

12. Does the child need assistance to cross the road?
All the time
Most of the time
Not very often

Not at all

13. Does the child’s behaviour require close management by an adult?
All the time
Most of the time
Not very often
Not at all
14. Do the child’s medical needs require close management by an adult?
All the time
Most of the time
Not very often
Not at all
15. Does the child need space around them when travelling because of their behavioural needs?
All the time
Most of the time
Not very often
Not at all
16. Does the child need space around them when travelling because of their medical needs?
All the time
Most of the time
Not very often
Not at all
H
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17. Does the child require any specialist equipment to travel e.g. booster cushion, high back booster?
(Please give detail)

18. Does the child have any significant likes or dislikes?
(Please give detail)

19. Does the child currently use any travel options unaided?
All the time
Most of the time
Not very often
(if yes please give detail)

Not at all

20. Does the child currently use any travel options with help?
All the time
Most of the time
(if yes please give detail)

Not very often

Not at all

21. Is the child currently learning to use a new travel option?
Yes
No
(if yes please give detail)

22. Would the child benefit from learning to use a new travel option?
Yes
No
(if yes please give detail)

23. Is there any other information that you think is relevant to transporting the child?
Yes
No
(if yes please give detail)

H

Annual Review of EHC Plan or Statement
Page 13 of 13

I

Template for a Transfer Review

Appendix I

Template for a Transfer Review
This template should be used to send information to the local authority after a transfer review meeting, which has been
held in the education setting for the purpose of transferring a Statement of Special Educational Need into an Education,
Health and Care Plan.
As with all other processes for children and young people with special educational needs and disability it is expected
that person-centred approaches be used to collect information and organise and hold meetings.

East Riding of Yorkshire
Clinical Commissioning Group

Transfer Review Form
Meeting Date:
Educational Setting:

SECTION A(i): The views, interests and aspirations of the child and their parents, or
of the young person.
This is me, my name is:

Current photo of me/picture of what I look like:

I like to be known as:

I have participated in this plan and communicated my
views by:

My personal details
Date of birth:
Address:
Education UPN/PID or NHS Number:
Names of person/s with parental responsibility:
Home telephone number:
Mobile number:
Email:
Young Person’s mobile:
Young Person’s email:
School/College/ other setting: (name and address)
Social Worker contact details:
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What people like about me. What I can do well:

This is what is important to me now and these are my aspirations:
Hobbies, leisure activities, friends, family, what I want to do when I am older such as where I want to live, what
job I would like to do.

How best to support me:
How I prefer to communicate / my health / safety / what I need to help me make decisions/ my movement and
mobility / my independence / my friends / play / what helps me learn/ my sensory needs / my equipment.

People important to me:
Parents, brothers and sisters, grandparents, friends etc.

SECTION A(ii): Parent’/carers’ views
Background information and what is important for this child / young person now:
Learning / training / communication / care / health / relationships / employment / independent living / housing /
community / leisure / travel / inclusion

What is important for this child / young person in the future:
Learning / training / communication / care / health / relationships / employment / independent living / housing /
community / leisure / travel / inclusion
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Other important things about this child / young person and the family.
Anything you need to know about this child / young person’s siblings or other family members; times or days or
barriers that make it difficult for the family to attend appointments or to meet professionals; (consider home
language, physical access, how they communicate with other people etc.)

Targets set at last Annual Review

Progress towards those targets over last 12 months

What has been working since the last review?

What has not been working so well since the last review?
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SECTION B: The child or young person’s special educational needs
Please include sections of Part 2 in the Statement if still relevant plus any updates from reports. From Year 9 or aged 14
years and above please use the Preparing for Adulthood subheadings – Education and Employment, Independent Living,
Community Participation, Health.
Cognition and Learning
Description of strengths and needs that may require additional or different provision:

Communication and Interaction
Description of strengths and needs that may require additional or different provision:

Social, Emotional and Mental Health
Description of strengths and needs that may require additional or different provision:

Sensory / Physical / Medical
Description of strengths and needs that may require additional or different provision:
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SECTION C: Health needs
The child or young person’s health needs.

SECTION D: Social Care needs
The child or young person’s social care needs.

SECTION E: Outcomes
The outcomes sought for the child or young person (over the next 12 months or end of key stage).
From Year 9 (age 14) consider preparing for adulthood and beyond. Employment, Supported Employment,
Independent Living, Travel, Community Participation, Good Health and Wellbeing. Include projected
attainment targets.
E(i) Educational Outcomes

E(ii) Health Outcomes

E(iii) Social Care Outcomes
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SECTION F: The special educational provision required by the child or young person
What support is needed to achieve
these educational outcomes?

Who will do it?

How often is the support going to
be provided?

National Curriculum
Are there any modifications or exemptions to the National Curriculum recommended? If so give details below

SECTION G: Health provision
Any health provision required to achieve the outcomes
What support is needed to achieve
these health outcomes?

Who will do it?

How often is the support going to
be provided?
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SECTION H: Provision – Social Care
H1: Any social care provision which must be made for a child or young person under 18 resulting from section 2 of the
Chronically Sick and Disabled Persons Act 1970 (CSDPA)
H2: Any other social care provision reasonably required
What support is needed to achieve
these social care outcomes?

Who will do it?

How often is the support going to
be provided?

Admission Date

Original Statement Date

Current support/funding level
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Attendance
Possible

Actual

Percentage

Have there been any issues with school attendance?

Yes

No

If Yes to the above, please give details of what action has been taken, who has been involved and attach an
attendance certificate.

Recommendations
Please make recommendations under the following headings, giving reasons as appropriate.
Should the local authority cease to maintain the
statement/EHCP?

Yes

No

Are there any significant new needs?

Yes

No

Yes

No

Yes

No

Are any special transport arrangements being made?

Yes

No

If so do these arrangements need to continue? If yes
please complete Appendix 2.

Yes

No

If yes please specify.

Are there any significant new needs that will require
further advice/information to be sought? Please see
Appendix 1.
If yes to the above please specify.

Are any additional requests being made as part of this
review?
If yes please specify.

If this is a nursery, Year 6, Year 11, Year 12, Year 13 or
Yr 14 child or young person please detail their next
educational placement if applicable.
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Persons contributing to this review
(Name and profession)

Written report
requested?
(Please tick)

Written report
received?
(Please tick)

Attended review
meeting?
(Please tick)

Please attach all reports received to this Transfer Review and submit to SEN Team electronically

Name of person completing this form
Signature
Date
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Appendix 1 – Transfer Reviews: Information checklist

Do you have the following?
Parents’ /carers’ views (collected in a person-centred way).
Child/young person’s views (collected in a person-centred way).
Up to date educational advice from your own setting (look at what is working and not working).
Up to date medical advice (e.g. CAMHS, paediatrician, physiotherapy, occupational therapy, speech and language
therapy etc). This will be needed if there is ongoing involvement and intervention.
Up to date advice on hearing and vision from the Sensory and Physical Teaching Service if they have current
involvement or needs have changed.
Up to date advice from Social Care (if they have involvement).
From Y9 – information from services providing information, advice and guidance on future education and
employment.
Psychological information and advice (this should only be sought if there have been significant changes). If in doubt
consult with your educational psychologist.
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Appendix 2 – Transport Details
1.

Is the parent/carer interested in a Personal Budget?
Yes
No

2. Does the child need a wheelchair?
All the time
Most of the time

Not very often

Not at all (If not at all, progress to question 5)

3. Does the child take the wheelchair to school?
Yes
No
4. Does the child travel in the wheelchair to school?
Yes
No
5. Is the child able to walk unaided?
All the time
Most of the time

Not very often

Not at all

6. Is the child able to climb steps in to a vehicle?
All the time
Most of the time
Not very often

Not at all

7.

Does the child require assistance to get in and out of the vehicle?
All the time
Most of the time
Not very often
Not at all

8. Is the child able to give basic verbal information to others?
All the time
Most of the time
Not very often
9.

Is the child able to read the time?
All the time
Most of the time

Not at all

Not very often

Not at all

10. Is the child able to use money e.g. pay for a ticket?
All the time
Most of the time
Not very often

Not at all

11. Does the child have good safety awareness?
All the time
Most of the time
Not very often

Not at all

12. Does the child need assistance to cross the road?
All the time
Most of the time
Not very often

Not at all

13. Does the child’s behaviour require close management by an adult?
All the time
Most of the time
Not very often
Not at all
14. Do the child’s medical needs require close management by an adult?
All the time
Most of the time
Not very often
Not at all
15. Does the child need space around them when travelling because of their behavioural needs?
All the time
Most of the time
Not very often
Not at all
16. Does the child need space around them when travelling because of their medical needs?
All the time
Most of the time
Not very often
Not at all
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17. Does the child require any specialist equipment to travel e.g. booster cushion, high back booster?
(Please give detail)

18. Does the child have any significant likes or dislikes?
(Please give detail)

19. Does the child currently use any travel options unaided?
All the time
Most of the time
Not very often
(if yes please give detail)

Not at all

20. Does the child currently use any travel options with help?
All the time
Most of the time
(if yes please give detail)

Not very often

Not at all

21. Is the child currently learning to use a new travel option?
Yes
No
(if yes please give detail)

22. Would the child benefit from learning to use a new travel option?
Yes
No
(if yes please give detail)

23. Is there any other information that you think is relevant to transporting the child?
Yes
No
(if yes please give detail)
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Person-centred Tools
Person-centred thinking tools are ways to ensure that services meet the needs of individuals. They recognise that
everyone has a unique style of learning, communicating, building relationships and making decisions. Some tools are
provided in this section to help you personalise plans for children and young people in your education setting.
It is, however, the way that the tools are used, rather than the templates themselves that are important. Children and
young people usually find it easier to express themselves while working with a known and trusted adult. Creativity
is needed to find ways of asking questions that provide rich, detailed information. Where there are difficulties with
communication then other ways of developing a profile for a child or young person may need to be used. This might
include the use of pictures, photographs, observation and asking those closest to the child/ young person.
East Riding is recommending the use of the One-Page Profile for all children and young people. However, the other
tools included in this appendix can be used to supplement this information.
More guidance can be found on the following sites:
www.personalisingeducation.org
www.helensandersonassociates.co.uk
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Personalising Education
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Introduction
“Some schools have a production line mentality that assumes the
main thing children have in common is their year of manufacture.
We need to start waking children up to what is inside of them
and go in the opposite direction of standardisation.” Sir Ken
Robinson, RSA lecture.

Person-centred thinking tools are essentially methodical ways to ensure that education
is meeting the needs of each child or young person, recognising that each has a unique
style of learning, communicating, building relationships and making decisions. The focus
on individual children and the range of tools that can be used to put them at the
heart of all school planning, could seem a daunting task to teachers, but using personcentred practices pays dividends – contented learners make for happier and more
effective schools. You can read more about person-centred practice in education on the
personalising education website, www.personalisingeducation.org.
We know from our own experience that person-centred practices can also be powerful
when used within schools and colleges. The tools can be used directly with pupils – but
can also be applied to school management practices such as staff performance reviews.
Person-centred thinking tools and practices have their foundation in person-centred
planning, an approach to social justice and inclusion originally developed to support
people with learning disabilities. The Learning Community for Person-Centred Practices
(www.learningcommunity.us) developed the person-centred thinking tools and they are
now evidenced-based practice, used in health and social care. The government policy
‘Putting People First’1, is to ‘personalise’ public services, tailoring the service to the
individual rather than adopting a ‘one size fits all’ approach. The government expects that
person-centred thinking and planning will be mainstreamed in all adult social care as the
foundation for delivering personalisation.
This document, penned by teachers, practitioners and educational psychologists,
describes 14 person-centred thinking tools and practices that can bring enormous
benefits to schools and colleges. Please go to our website for examples and stories, www.
helensandersonassociates.co.uk.

About our terminology
We have used the word pupil in this publication to cover all children and young people
who are in education, in both schools and colleges, from the age of five upwards. The
word ‘child’ also includes ‘young person’.

www.personalisingeducation.org
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Appreciation
Summary of this person-centred thinking tool
This person-centred thinking tool involves listing all the pupil’s positive
characteristics, gifts and capacities by learning what others like, admire or
value about them. This informs the pupil’s One-Page Profile, could be used in
school reviews and helps us to think about how the pupil can use their gifts
every day to make a positive contribution and benefit others in the school or
community.
Appreciation
What we like and admire

Gifts, talents and interests

Benefits for pupils
• Enables all pupils to develop a strong sense of themselves as valued individuals
and as part of their school community, and the part they play in it. This can help
us think about ways the pupil can use their gifts to make a positive contribution to
something that is bigger than themselves. For example if a pupil is good at sport
could they use this gift to teach others or be part of a school team.

www.personalisingeducation.org
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• A way for pupils to hear what their friends and classmates like and admire about
them. Hearing what others value about them can have a positive effect on pupils’
self-esteem and well-being.
• This may show that a pupil is gifted and talented in an area that was otherwise not
known and could inform programmes for gifted pupils (for example the Gifted and
Talented register in the UK).

Benefits for parents
• To know that other people value their child and see the child’s strengths rather than
just focusing on difficulties or areas to develop.
• To know that the school has a full understanding of their child that includes strengths.
• To know what other people value about their child.
• To share what others like and admire about their child at any meeting or review, thus
setting a positive tone that can lead to more creative problem-solving and thinking.
• A way to invite parents to contribute their learning and experience of their child
and a way for families to have a conversation about what they appreciate about
each other.

Benefits for school staff and teams
• Staff can also complete this exercise as a positive contribution to team building –
knowing what everyone appreciates and values about each other.
• Can help to identify strengths and talents of team members to enable individuals to
use their gifts to have the greatest impact on the team.
• To ensure that any meeting about a pupil starts off with a positive tone.
• As a way for adults to build good relationships with pupils (in whatever role they
have) and their parents.
• Meets the expectation in schools that pupil strengths are highlighted to enable high
self-esteem.
• Can be used to gather principles and values to inform a school mission statement.
• To support the development of a whole-school approach towards personalisation.
• To collect information about what pupils, parents and staff like and admire about the
school in preparation for inspections – another way the school can be appreciative
and celebrate what is going well to share with inspectors. This tool supports the
Ofsted emphasis on the spiritual, moral, social and cultural (SMSC) development
of young people. Schools will be required to provide evidence of the behaviour
towards, and respect, for other young people and adults – this tool facilitates this.

Benefits for others
• Used by the governing body, it can identify strengths and talents in order to enable
individuals to use their gifts to have the greatest impact on the development of the
school.
• To use as an opening to any external meeting about pupils. For example in the UK
the Team Around the Child meetings or when working with parents completing a
Common Assessment Framework (CAF).
www.personalisingeducation.org
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One-Page Profiles
Summary of this person-centred thinking tool
One-Page Profiles are a summary of:
• What people like and admire about the pupil (using the Appreciation tool).
• What is important to them (using several of the tools).
• How best to support them (using several of the tools).
These profiles are a way of getting started with person-centred practices by
gathering specific information about individuals that can inform the foundation
of personalised school support. One-Page Profiles can be used to record
information about what is important to pupils in a particular setting, such as
in school or after-school clubs. It is important to remember that this approach
isn’t only about delivering what is important to the pupil; we all have a balance
in our lives of what is important TO us (happy, content and fulfilled) and what
is important FOR us (healthy, safe, valued and having every opportunity to
learn). In working with pupils we are looking to discover what support they
need to have that balances both important TO and important FOR them at
home and at school.

What people like and admire about me…

What’s important to me…

How best to support me …

www.personalisingeducation.org
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Benefits for pupils
• A One-Page Profile can be used to gather information about a pupil in a particular
setting so that everyone knows what makes sense to and for them. A full picture is
created that provides invaluable information for all those involved with that child.
• They are very helpful at times of transition to enable the new teaching staff and/or
school support team or supply teachers to get to know the pupil quickly.
• As a way of enabling people to see the pupil as an individual – people can quickly
understand what matters to them.
• To ensure that any decisions are made in the context of what matters to the
pupil as well as what is important for them to be healthy, safe, valued and having
opportunities to learn.
• To enable the school to identify any adjustments that could help the pupil to have a
‘better day’ – these are often small things that have a big impact.
• To identify how to provide the right support at the right time in the right way in
order for pupils to make optimum progress, irrespective of their starting point.
• From a One-Page Profile you can then learn what is working and not working to
create actions for positive change.
• As the beginning of a more detailed person-centred description or support plan, or
to inform CV’s, personal statements and career plans.
• Pupils can use them to support their application to be a member of the school
council, or introductions to other opportunities or settings.

Benefits for parents
• Parents should contribute to the profile, thus helping the staff to get to know their
child and sharing their expertise about how to support their child well.
• To enable parents to be involved in planning any supports for their child.
• To reassure parents at times of transition – this may be when their child is moving
to a new school or a new class within the same school. It means that new staff can
ensure strategies are in place to get the support right from the start for that child.
• As a way of parents feeling listened to, and respected, for their expertise in their
child’s life.

Benefits for school staff and teams
• Enables school staff to get know new pupils quickly and can therefore ensure that
teaching and learning is personalised from the outset, avoiding the transition ‘dips’ in
progress.
• A short time invested in reading a One-Page Profile can lead to smoother lessons
for all.
• Each staff member should also have a One-Page Profile. This enables managers and
teams to know each team member well, and how to support each other well.
• People feel listened to.
• Can be used and added to in one-to-ones and supervision sessions to record what
else we are learning about the staff member and update how to support them.
www.personalisingeducation.org
7

• From a One-Page Profile you can then learn what is working and not working for
the staff member or team as a whole to inform positive change.
• Can be used to start a person-centred team plan.
• Can be used to inform staff Individual Development Plans and to support focused
performance management meetings.

Benefits for others
• One-page profiles of Governors help them to get to know each other and think
how best to work together.
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Communication Chart 1
How the pupil communicates with us
Summary of this person-centred thinking tool
Communication charts are a simple but powerful way to record how
someone communicates through their actions as well as their words. We all
communicate in a variety of ways. This chart gives an opportunity to describe
these ways of communicating and how others should respond.
What am I
communicating
to you?
At this time

When this
happens

We think it means

We need to
do this

What do we need to do next?

Benefits for pupils
• The pupil is listened to and their behaviour can be understood as communication.
If staff understand this, then management strategies have a far greater success rate
because they centre on changing the right thing, whether that is the environment or
the pupil’s perception.
• As a way of including the pupil in sharing what works best for them when they feel
upset or angry.
• Enables everyone to understand and respond consistently to how and what the
pupil communicates.
• As a way of people getting to know the pupil.
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Benefits for parents
• To enable parents to support staff to understand the way their child communicates
with others.
• To reassure parents at times of transition.
• To help parents feel listened to and to underline that their child is respected.
• To reassure parents that staff will be able to understand the way their child
communicates with others.

Benefits for school staff and teams
• The school day is smoother as staff are more aware of when pupils are feeling
anxious or upset; it provides a way to recognise the signs earlier.
• Staff are able to listen more effectively to what a pupil is communicating to them.
• New staff and supply staff can use the information to learn quickly about how the
pupil communicates with others and be confident that strategies are in place to
support the pupil with insight and understanding.
• Staff can add more information to the chart as they get to know the pupil better
and gain a better understanding of how the pupil communicates with others. It can
help staff to spot signs or behaviours that may otherwise be missed.
• Gives school staff confidence because they know how to respond to the child
effectively.

Benefits for others
• There may be fewer incidents of difficult situations as staff are more aware of how
pupils are communicating, especially when presenting behaviours that are difficult or
challenging.
• This information can be shared with peers to support the way they communicate
with the pupil and help build better relationships.
• Peers learn that everyone is different, that we all communicate in a variety of ways
and some of us need very careful listening to in order to be understood.
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Communication Chart 2
How we communicate with the pupil
Summary of this person-centred thinking tool
Communication charts can also record how we can communicate effectively
with the pupil.

We want to tell

What are you
communicating
to me?
To do this we

Helped/supported by

What do we need to do next?

Benefits for pupils
• The pupil can more easily understand what is happening now or is going to happen.
• As a way of the pupil recognising and being reassured in the same consistent way
when they feel upset or angry.
• Adults will communicate key messages in a consistent way.
• Adults will be able to adapt the way they communicate in a way that works best for
the pupil.
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Benefits for parents
• Enables parents to share their knowledge about how they communicate with their
child and how their child best understands key messages from others.
• Reassures parents that staff can adapt their communication in order to support
their child better.

Benefits for school staff and teams
• Staff will know how to make themselves understood by the pupil.
• Lessons will run more smoothly as staff are able to communicate more effectively
with the pupil.
• Staff can add more information to the chart as they get to know the pupil better
and learn more effective ways to communicate with them.
• New staff and supply staff can quickly use information from the chart to help them
communicate better with the pupil right from the start.

Benefits for others
• There may be fewer incidents of difficult situations as staff are more aware of how
to communicate with the pupil.
• Effective ways to communicate may benefit other pupils. For example, staff will know
the importance of breaking information into smaller chunks or using signs/symbols
to support their communication.
• Teachers could use this with the whole class or tutor group to establish with the
class how they will convey key message to the whole class.
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Learning Log
Summary of this person-centred thinking tool
A Learning Log is a simple way to record learning and information about
a pupil, to continuously improve how we deliver personalised learning and
support. It can replace other daily records, to be used to structure homeschool books.
Learning Logs help us think about what needs to stay the same and what
needs to change to support the pupil in different situations. This information
can also help us understand what is important to a pupil. It can be used
in a formative way, helping people understand how best to support pupils
on a day-to-day basis and therefore to enhance their effective learning
opportunities and optimise progress. Learning Logs can be used in a
summative way, helping people put all the information together on a new
One-Page Profile or to help review a current one.
Learning Log
Date

What did the person do?

Who was there?

What did you learn
about what worked well?

What did you learn about
what didn’t work?

What does this mean we need to keep doing or do differently?

Benefits for pupils
• Develops our understanding of how to deliver personalised school support.
• To enable the school to identify any adjustments that could help the pupil to have
better support or learning opportunities.
• To identify where support might be required in order for pupils to learn effectively
and therefore maximise progress.
• Adults can learn what support is helpful and what needs to be different and make
positive changes based on this information.
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Benefits for parents
• Parents can add their knowledge to the Learning Log and contribute to staff getting
to know their child and planning the best supports for their child.
• To reassure and alleviate anxieties parents may have at times of transition.
• As a means for parents to learn what supports work best for their child in school
and finding out what staff have learned about their child as they have got to know
them over time.

Benefits for school staff
• Enables staff to record the rich detailed information they often have in their heads
so that others can benefit from this and it can be passed on.
• Can support adults reflecting on a situation and enable them to make positive
changes based on this information.
• Recording information helps us remember – we can then use this record to help us
draw up a One-Page Profile or review a current one.
• Staff may be able to spot patterns in the information gathered which can lead to a
better understanding of how best to support the pupil.

Benefits for others
• Information that is learned about the whole school could be shared with Governors
to inform the school development plan.
• Could be used to reflect on activities from the perspective of the whole school
community.
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Good Day/Bad Day
Summary of this person-centred thinking tool
This involves gathering information about what makes a good day and what
makes a bad day for each pupil. Then, by asking specific questions, we can use
this information to begin to understand what is important to a pupil and learn
how best to support them in school.

Good day?

Bad day?

What will it take to have more good days and less bad days?

Benefits for pupils
• Enables pupils to think about what makes a good day and bad day for them in school.
• This information can be used to start a One-Page Profile.
• Helps pupils to understand what is important to them in school and what makes
them a better learner.
• Supports pupils’ sense of belonging within the school setting as staff are listening to
them and supporting them to have more good days.
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Benefits for parents
• Enables parents to think about what makes a good day and bad day for their child
in school and possibly identify any further contribution they could make to support
their child to have more good days.
• Helps parents to understand what is important to their child in school.
• Reassurance that staff in school have a better understanding of their child and what
impacts on their day in school.
• Supports positive relationships with school.

Benefits for school staff and teams
• Enables staff to think about what makes a good day and bad day for the pupil in
school and what their role is in creating the best learning days.
• Helps staff to understand what is important to the pupil in school and how this
information can be harnessed to make learning effective and maximise progress.
• Helps the staff to think about any changes that could be made to how the
classroom or the school day is arranged or how lessons are organised in response
to the comments of the whole class.
• Could be used with the whole class to help everyone appreciate what makes a
good day and a bad day for their friends in school.
• When used with the school staff team it could act as a way of knowing how best to
support each other as colleagues.
• Could be used to collate responses and create school rules or class rules specific to
each cohort.
• Could be used to inform additional support work, such as Individual Education Plans
(IEPs).
• Could be used to develop strategies within school. For example, if children were
saying a bad day related to break times, staff could establish strategies to address this
such as providing structured games or clubs. Likewise, if children were saying a good
day was when they went outside to learn, more such opportunities could be provided.

Benefits for others
• Could be used with Governors as a way of learning how best to work together as a
team with a common goal of supporting and developing the school.
• When children attend after-school clubs or lunch time clubs, this could be used to
find out how best to run sessions and support the pupils.
• Demonstrates that the school listens and responds to its community.
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4 Plus 1 Questions
Summary of this person-centred thinking tool
This tool is a way of reflecting on what has been happening and what has
been learned in relation to any situation. It first asks four questions:
1 What have we tried?
2 What have we learned?
3 What are we pleased about?
4 What are we concerned about?
This tool offers an opportunity to acknowledge what has been working well
but also gives participants in the discussion a way to share their worries about
any issue.
Following reflection, the next question is:
• Given what we know now, what next?
• This last question – the plus 1 – then forms the basis of action planning.

4 + 1 Questions
What have we tried?

What have we learned?

What are we pleased about?

What are we concerned about?

What do we need to do next?
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Benefits for pupils
• A structured way for their views to be heard.
• A way of identifying what they and others have learned from any situation.
• A way of recognising and celebrating what has been working well.
• A genuine way to listen to their concerns.
• A basis for action planning.

Benefits for parents
• A clear process for identifying what has been learned in situations relating to their
child.
• A way of contributing to reviews about school around particular topics.
• A means to share both celebrations and concerns in relation to their child.
• As the basis of a survey of the school as a whole during Parents’ Evenings.

Benefits for school staff and teams
• A way of receiving feedback from both the whole school and classes or year groups
about initiatives from both pupils and parents. This information can inform school
development plans.
• As a way for a staff team to reflect on the value of any pilot projects and set actions
based on them.
• As a way to evaluate any new intervention the school may be trying out to
measure the impact qualitatively.
• Staff feel listened to and can contribute their ideas and experience to the school
development plan.

Benefits for others
• Enables the Governors to receive feedback from parents and both the whole
school and year groups, as well as the school staff, to inform school development
plans.
• As a means to reflect and learn in relation to any issue or situation that comes to
the Governors, both compliments and complaints.
• In partnership working with any other body, to reflect on progress of work together
and set actions.
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Working and Not Working from different perspectives
Summary of this person-centred thinking tool
This can be used in different ways to identify where things are working well
and where things need to be different (not working) by looking at an issue
from different perspectives. It can include the views of a number of people
while remembering that the pupil is at the centre. It gives us:
• A snapshot of how things are now.
• An opportunity to acknowledge what is working well.
• A clear way of highlighting what needs to be different, to build into actions.

What’s working?

What’s not working?
the person

family

staff

What needs to happen next to build on what’s working
and change what’s not working?

Benefits for pupils
• To learn what is working and not working for the pupil – about a subject in
particular, or about school life generally.
• Could be done as an activity in form/class time to review what pupils think about
school life and their performance.
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• Can be used with a One-Page Profile to agree actions, for example individual time
with a teacher.
• Can be used as a whole-class activity as a review process.
• As a way of discovering what needs to be put in place at times of transition from
one class or school to another.
• As a way to gather different perspectives and views, for example in parents’
evenings or Person-Centred Reviews.
• As a way for school councils to reflect on issues, for example, gathering pupils’ views
to inform the school development plan.
• As a way of reviewing additional provision in school from the child’s perspective, for
example for a termly IEP review,
• To gain an understanding of the pupil’s perspective if they are distressed in school to
develop a targeted plan to support them.

Benefits for parents
• To contribute their perspectives on issues or their child’s progress, for example in
parents’ evenings, or Person-Centred Reviews.
• Can be used as a way to consult with parents on an issue – by asking them what
they think is currently working and not working and to plan actions with them.

Benefits for school staff and teams
• Can be used in staff meetings to look collectively at what is working and not
working about a situation or issue from different perspectives.
• Useful in one-to-one sessions, performance management meetings or supervision
sessions to look at what is working from the staff and their manager’s perspective.
• To gather the staff member’s views to inform the school development plan.
• Benefits for others.
• As a way for everyone to reflect on the school’s mission and values and find out
what is working and not working about how they are implemented within the
school, from a range of perspectives.
• To review progress on the school development plan.
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Relationship circle
Summary of this person-centred thinking tool
This tool is a visual summary of who is important in the pupil’s life. It is a
way to understand the number, spread and depth of relationships that the
pupil has, and to then think about how to strengthen existing relationships
and develop new ones. The information about who is important can then
be added to the pupil’s One-Page Profile. Pupils can use photos or draw the
people in their life. It can be represented
as circles or as a map.
Relationships
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Benefits for pupils
• Can be useful as a way to reflect on relationships and how they can be
strengthened, or think about developing new relationships.
• If a pupil needs support, this can help identify who in the pupil’s life may be able to
offer this (for example if the pupil has a personal budget).
• Important when using the Matching tool to think about the relationships that work well
for the pupil and to identify the characteristics of the people they get on with best.
• To begin to develop a ‘Circle of Friends’.

Benefits for parents
• Could help them to understand their child’s network of friendships and
relationships, and anything the family can do to support this.
• Could be used with a group of parents to think about how to continue to improve
and develop relationships between the school and families as part of the school
development plan.
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Benefits for school staff and teams
• Could develop a relationship map for the whole school by getting the staff to think
about the different people and relationships that are important to the school –
for example families; inspectors; local community leaders; suppliers; professionals/
community team; and how these could be improved or extended.

Benefits for others
• A way for Governors to learn who is important to the school – another approach
to stakeholder mapping to inform the school development plan.
• Helps Governors and school staff to think about partnerships with people and how
these can be developed (for example PTA, local business leaders) and decide which
relationships to invest in and to plan ways to do this.
• Important in considering who to communicate with outside the school to share
successes (or challenges) with.
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Decision-Making
Summary of this person-centred thinking tool
This tool creates a clear picture of how pupils make decisions, the range of
decisions they make, and what information and support they need in decisionmaking. This person-centred thinking tool has two parts – the decision-making
profile, which shares the pupil’s preferences in decision-making, and the
decision-making agreement which specifies the important decisions and how
the pupil wants to be supported with them.
Decision Making
Agreement
Important decisions in my life

How I must be involved

Who makes the
final decision?

What would it take for me to have more control in my life?

Benefits for pupils
• A way to understand and record the best ways to support pupils to make decisions.
• Creates a clear description of the decisions that the pupil currently makes so that
they are not over-supported or under-estimated.
• A way to think about increasing decision-making and responsibility appropriate to
the pupil’s age and circumstances.

Benefits for parents

• Where others are involved in making decisions with the pupil (for example parents
and teachers), this tool creates clarity over their involvement and how the final
decision is made.

Benefits for school staff

• Can provide clarity about what the pupil makes decisions about, what decisions are the
parents and what the teachers decide, and how each contributes to decision-making.
• A way to think about what decisions should be co-produced with pupils, parents or
the Governors.
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• Within schools teams, the decision-making agreement clarifies the decisions that a
team can make – what is within their control?
• For the decisions that the team makes, it clarifies how each decision is made, for
example, is it by consensus, by majority vote or does the head teacher decide?
• It can be used or adapted to develop classroom/school ground rules.

Benefits for others
• Can be used with Governors to clarify the decisions that they make and the
decisions that require the input of pupils, parents and staff.
• It can inform the home-school agreement.
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Community Contributions
Summary of this person-centred thinking tool
This tool is a way to map out how connected pupils are within their local
community and the nature of their connection. This provides an opportunity
to look at where the person spends their time (outside their home) and
explore whether they are simply present, or participating, connecting and
contributing.

Benefits for pupils
• A way for pupils to think about and understand who they are with in the wider
context of the local and national community.
• A way to think about what it would take to extend the places where the pupil goes;
what is working and not working about where they go, and develop actions to
change anything that is not working.
• A way to think about how the pupil could contribute to community life; and what
opportunities could be created to connect and develop relationships.

Benefits for parents
• Helps them to see their child in the context of their local community and reflect on
how they are part of this community.
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Benefits for school staff
• A way to map places where staff and the school can make a community
contribution. It can identify where there may be opportunities to share resources or
have mutually beneficial relationships.
• See where there could be greater connections and the possible benefits of this.

Benefits for others
• Mapping contributions and connections within the community can inform the
school development plan. For example, are there ways and places where the school
could make a greater contribution to civic life?
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Roles and Responsibilities (The Doughnut)
Summary of this person-centred thinking tool
The doughnut is a tool that helps people understand not only what they
must do (core responsibilities), but where they can try things using their own
judgment and creativity. It also identifies what is not their responsibility. It is
often known as the Doughnut because it is a visual tool with an inner ring
where core responsibilities are recorded, a second ring showing where people
can use their judgement and be Doughnut
creative, and an outer ring which reflects
areas that are not the person’s responsibility.

Use judgement and creativity

Core responsibilities

Not our responsibility

Benefits for pupils
• It can be used with pupils and staff to clarify roles and responsibilities within the
school. Using the doughnut creates a culture of accountability where everyone
understands their roles and what they are accountable for and where people can
be creative.
• Benefits for parents.
• Helps parents understand what their responsibilities are and what they can expect
from teachers (and what is not teachers responsibilities).
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Benefits for school staff and teams
• Helps with staff well-being – not knowing what is expected of you is a source of
anxiety and stress.
• Can be used as a basis for personalised job descriptions and contracts.
• Can be used with pupils and parents to think together with teachers about roles
and responsibilities in a particular situation.
• Can inform home/school agreements.
• Can inform classroom agreements or rules.

Benefits for others
• The doughnut can be used to clarify responsibilities and expectations between
school staff, the senior leadership team and the Governors about their roles
generally or about key issues.
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Matching
Summary of this person-centred thinking tool
This is a structured way to think about the best matches for pupils with other
people – for example other pupils or support staff. It works across four areas;
support needed, skills wanted and needed, personality characteristics and
shared common interests.

Matching
Skills needed

Support needed and wanted

Personality characteristics needed

Shared common interests

Benefits for pupils
• Helps clarify what makes a good match between the pupil and others for situations
where people need to be paired or matched (for example school trips).
• Can be used as the person specification and job description in recruitment for
individual supporters for pupils (for example personal assistants).

Benefits for parents

• This is the main tool for person-centred recruitment for support staff (personal
assistants/teaching assistants) for pupils with a personal budget.
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Benefits for school staff
• Getting better matches between pupils can make situations more rewarding and
enjoyable for everyone.
• When recruiting people to a team, it enables the team to think about what skills
may be missing in the team, and what kind of person would be the best fit.

Benefits for others
• In recruitment, for example Governors and head teachers.
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Person-Centred Reviews
Summary of this person-centred thinking tool
Person-Centred Reviews were initially developed in education to transform
Year 9 Transition reviews, as a way of ensuring that the young person was at
the centre. The annual review process is a way of learning what is important
to and for the pupil, together with the people who are important in a pupil’s
life and the focus of the review is on creating action plans. It is now widely
used across all ages of schooling. The information from Person-Centred
Reviews can be aggregated to inform school development plans through a
process called Working Together for Change. The review looks at:
• What we appreciation/like and admire about the pupil.
• What is important to them now.
• What is important to them for the future.
• What do we need to know or do to support them?
• Questions to answer/issues we are struggling with.
• What is working and not working from different perspectives.
• Action plan.
The review thus brings together the information from all the other personcentred tools. The review process includes the pupil and their family.
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Benefits for the pupil
• A chance to attend an annual review meeting in a format that is truly pupil-friendly
and where they can be effectively included in the meeting.
• Being listened to about what is working and not working in relation to school.
• Time to focus on what action could be taken to make things better or maintain
what is working well.
• A way of starting to draw up a One-Page Profile so all teachers and assistants know
what is important to the pupil and how best to support them.
• An opportunity to think about their future and make plans based on what they
want, and what is important to them as well as what is important for them.
• An opportunity to influence the action plan that is put into place for them (as part of
an annual review) to address issues that are important to them rather than others.

Benefits for parents
• A chance to contribute to a review meeting on equal terms with professionals.
• An opportunity to share their views on what is important to and how best to
support their child.
• Another way to contribute to a One-Page Profile or person-centred description of
their child.
• A way to share what is and isn’t working at school from their perspective.
• A way to contribute to actions to bring about change.
• A way to contribute to school development and planning through processes like
Working Together for Change.
• An opportunity to think about what their child wants for the future and to
contribute to the plans based on this.

Benefits for school staff

• A process of holding a review meeting which is pupil- and family-friendly.
• An opportunity to learn from the information shared at a number of reviews to
inform the school’s development plan (through Working Together for Change).
This is a way of giving parents and pupils a direct contribution to the school
development plan.
• A way of demonstrating that this school is listening to pupils and personalising
education.
• A way of empowering the family to contribute to the review process and
addressing issues that are important to the child and family and demonstrate
partnership with parents.
• A great way for the school to ensure that actions arising from the review are pupilfocused rather than organisationally driven.
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Benefits for others
• An opportunity for Governors to hear and act on contributions to school
development plans from pupils, parents and school staff through Working Together
for Change.
• A way of setting school objectives based on these direct contributions.
• A way of demonstrating listening to pupils and parents to inform the direction of
the school.
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Conclusion

“If we can’t focus on each individual child as an individual,
we’ll never meet their needs and their capacity to reach their
potential will be compromised. One-page profiles are an ideal
way of underpinning a new approach to inclusion in every lesson
and in every school.” Andrew Webb, Vice President of the Association of
Directors of Children’s Services

A great deal has been said over the years about the importance of personalisation
in education, but what seems to have been lacking is a vehicle for the delivery of
personalised approaches. One-page profiles and other person-centred practices offer a
straightforward, commonsense method of personalisation. Teachers implementing these
tools recognise quickly that they are designed to enhance what they do, dovetailing into
existing curriculums and becoming an integral part of school life rather than an additional
paperwork burden.
In primary schools, by nurturing pupils’ emotional intelligence and encouraging them
to be aware of the support they need and the areas they need to focus on, a personcentred approach can be part of a drive to raise standards. In secondary schools, where
pupils begin to think about their futures, person-centred practices can be used to
encourage self-motivation, goal-setting and aspiration, aspects of young lives that are often
overlooked due to academic pressures.
It is our mission to bring one-page profiles and other person-centred practices to schools
UK-wide. Pupils given the opportunity to flourish as individuals will develop a precious
sense of self-worth, and they’ll become confident and motivated school-leavers.
Year 6 pupils commenting on one-page profiles:

“It makes you feel a lot more close to your teacher and since
you are going to be living around her nearly every day, it’s nice
to feel you are part of a family almost and you feel a lot more
special.”
“You can talk about you.You don’t have to make anything up.”
“If they know all about you and what you are like and everything,
then they know how to treat you.”
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Transfer Review
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Appendix K

Transfer Review Flowchart
This flowchart shows the process and timeline for transferring a Statement of Special Educational Need into an EHC Plan.

Transfer Review Flowchart for Statements

The local authority will notify the education provider of the
transfer reviews due in that year

Transfer Review Meeting date set by the educational setting
4 weeks in advance of the meeting and the local authority informed

Formal notification from local authority sent to parents / carers / young person
/ education provider 2 weeks prior to review

Hold Transfer Review meeting and submit papers to
Local Authority within 2 weeks

Local Authority will process and gather any information necessary.
10 weeks

Local Authority issues draft EHC Plan to parent/carer/young person
for consultation. 15 calendar days

Local Authority issues draft EHC Plan for consultation with the
education provider. 15 calendar days

Local Authority finalises EHC Plan within 20 weeks
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Appendix L

Developing Outcomes
The diagram is provided to help you to develop good outcomes. This document is included courtesy of Helen
Sanderson Associates.
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