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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 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




Enc
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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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