
Annual Reviews

Managing the Process Effectively



Context

• National average for Education Health and Care Plans - 3.1%

• 359,000 EHC plans

• Timeliness still an issue

• Quality still an issue

They all need reviews



Learning Objectives / Aims 

• To understand the full range of requirements relating to the 

Annual Review process.

• To produce a local area action plan that ensures the Annual 

Review process meets statutory requirements. 



Section 1

The Annual Review



Annual Review Definition

The review of an EHC plan which the Local Authority must 
make as a minimum every 12 months. 



Reflection

Spend 10 mins with LA colleagues, reflecting on your current position, such as:

1. How have annual reviews been going from the SEN team perspective –

positives, negatives?

2. What feedback do you currently seek?

3. Is anything working particularly well?  

4. Is there anything you know needs to change as a result of feedback from 

professionals or parents?



Section 2 

Reviewing an EHC Plan

Statutory requirements for the 

Annual Review process



Reviewing an EHC Plan – the Legal References 

1. Section 44 of the Children and Families Act 2014

2. Regulations 2, 18, 19, 20 of the SEND regulations 2014

3. The SEND Code of Practice 0-25 2014

http://www.legislation.gov.uk/ukpga/2014/6/part/3/enacted
http://www.legislation.gov.uk/uksi/2014/1530/pdfs/uksi_20141530_en.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/398815/SEND_Code_of_Practice_January_2015.pdf


Common misconception: 

• The annual review is the meeting.

• It is the date of the annual review meeting which dictates the 

date by which the next annual review must be completed.



• Must be reviewed by the LA as a minimum every 12 months. 

• Must focus on the child or young person’s progress towards achieving the 

outcomes specified in the EHC plan. 

• Must consider whether outcomes and supporting targets remain 

appropriate.

• Must be undertaken in partnership with the child and their parent or the 

young person, and must take account of their views, wishes and feelings, 

including the right to request a personal budget.

• Professionals across education, health and care must co-operate with LAs 

during reviews. 

The ‘musts’ for reviewing an EHC plan (I)



The ‘musts’ for reviewing an EHC plan (II)

• The first review must be held within 12 months of the date when the EHC plan 

was issued, and then within 12 months of any previous review.

• LAs must review and maintain an EHC plan when a child or young person has 

been released from custody.

• When reviewing an EHC plan for a young person aged 18+, the LA must have 

regard to whether the educational/training outcomes specified in the EHC plan 

have been achieved.

• LAs must ensure that the EHC plan review at Year 9, and every review 

thereafter, includes a focus on preparing for adulthood. 



Some common problems reported by parents

• No real notice of meeting

• Reports are not prepared and/ or distributed in enough time for proper 

consideration and comment before the meeting

• Surprises sprung on parents at meeting

• Parents' views not recorded

• The annual review report goes to the LA but the LA either does 

nothing or does not inform the parent/young person of their decision



Activity 2: The ‘Musts’

How do you / could you evidence 

each of the ‘musts’ and also avoid 

the issues on the previous slide?



Section 3 – Phase Transfers



For transfers into or between schools, reviews and amendments 

must be completed by 15 February in the calendar year of the 

transfer at the latest.

The key transfers are:

• early years provider to school

• infant to junior school

• primary to middle school

• primary to secondary school

• middle to secondary school

The ‘musts’ – Transfer between phases



• For young people moving from secondary school to a Post-16 

institution or apprenticeship, the review and any amendments to 

the EHC plan (including specifying the Post-16 provision and 

naming the institution) must be completed by 31 March in the 

calendar year of the transfer.

• For young people moving between Post 16 institutions, the 

review process should normally be completed by 31 March 

where a young person is expected to transfer to a new institution 

in the new academic year.

The ‘musts’ continued – Transfer between phases



Section 4 – Preparing for Adulthood

What to keep in mind throughout the process



Why are outcomes important?

Support and Aspiration Green Paper – a reminder

“We want to put in place a radically different system to support 

better life outcomes for young people; give parents confidence by 

giving them more control; and transfer power to professionals on 

the front line and to local communities”



We know that:

• Children who are disabled or who have SEN have disproportionately poor 

outcomes.

• Compared with their peers, children and young people who are disabled or 

who have SEN are considerably more likely to be at risk of poorer 

outcomes.

• They are less likely to achieve well at school and are four times less likely 

to participate in higher education.

• Pupils with SEN are more than twice as likely to be eligible for free school 

meals than their peers; and pupils at SEN Support more likely to receive a 

permanent exclusion or a fixed-period exclusion than pupils with no 

identified SEN.

• Looked after children are three-and-a-half times more likely to have SEN 

compared with all children.



Ofsted comments on outcomes in EHC plans

• City of London – “A large sample of EHC plans were reviewed during the inspection. They 

include detailed information about the child’s and family’s views. A range of information 

from professionals is gathered to inform the provision that is put in place to meet identified 

needs. Leaders’ review of the EHC plan process is resulting in improved plans, particularly 

in relation to health and social care outcomes. Education outcomes increasingly focus on 

appropriate short- and long-term targets.”

• Greenwich – “Since the reforms, schools and parents report that the views of children are 

better captured during the EHC plan assessment process. As a result, the EHC plan has 

the child at its heart and some professionals report the process as being ‘cathartic’. Young 

adults feel central to their EHC plan. They have regular meetings with staff to review their 

progress and are able to add new outcomes to their plans.”

Reviews must actively monitor CYP progress towards outcomes and 

longer term aspirations



Preparing for Adulthood from 

the earliest years

This means preparing for: 

Higher 
Education and / 
or employment 

Independent 
Living 

Participating in 
society 

Being as healthy 
as possible in 

adult life 



Activity 3 – Outcomes and Inspections 

Spend 5-10 minutes considering these questions about the 

impact of EHC plans:

1. If inspected today, what would you expect to see in an 

inspection comment about the outcomes achieved in your 

LA for children and young people with EHC plans?

2. What are your sources of evidence?

3. If you have had an inspection, update the comment to 

reflect the current position.



Section 5 – The Annual Review 

Process



The Annual Review Process – starting the process 

1. At least 2 weeks before the meeting invitations to attend the Annual 

Review must be sent to:

• Parent or young person

• EY provider, headteacher or principal

• LA officer (education)

• Health care professional

• LA Officer (social care)

• Any other individuals relevant to the review



The Annual Review Process – preparing information

At least 2 weeks before the meeting information and advice must be 

obtained from all those invited and circulated to all those invited. 

This information and advice should:

• Provide details about the child or young person’s progress and their 

access to teaching and learning.

• Consider whether the current special educational provision is effective.

• Consider whether the current health and social care provision is effective.

The information and advice from young people or professionals can make 

suggestions about changes that should be made to the EHC plan – this is 

especially important where amendments are sought.



The Annual Review Process – planning the meeting 

• Consider where the meeting will take place to get the best outcome.

• Enable parents and the child or young person to have their say –

does the environment encourage them to do this? 

• Consider whether the space is big enough, does the IT work, is 

there room for flipcharts etc. 

• Do parents and YP know how they can be supported? 



The Annual Review Process - during the meeting (I)

• Consider the child or young person’s progress towards the outcomes 

and whether they are still appropriate

• Consider what provision is required to help the child or young person 

prepare for adulthood and independent living 

• Review any interim targets set by the early years provider, school or 

college or other education provider

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

agree new outcomes  



The Annual Review Process - during the meeting (II)

• Take account of the views, feelings and wishes of the child, young person 

and parent, including their right to a personal budget

• Review any arrangements for direct payments



The Annual Review Process - after the meeting (I)

Within 2 weeks of the review meeting the LA or the headteacher/principal 
must send a written report to all invitees setting out:

• Recommendations on any amendments to be made to the EHC plan.

• Any difference between those recommendations and the recommendations 
of others attending the meeting – this is important for parents to see easily.

• All the information and advice obtained about the child or young person.



The Annual Review Process - after the meeting (II)

Within 4 weeks of the review meeting, the LA must decide whether to:

1. Maintain the EHC plan in its current form  

2. Amend the EHC plan

3. Cease to maintain the EHC plan 



The Annual Review Process – notice of decision (I)

If the LA decides to keep the EHC plan the same, or cease to maintain 

it, it must send a notice of the decision and with it provide:

• information about the availability of disagreement resolution services and 

information about SEND for CYP 

• the parent with notice of their right to appeal to the Tribunal and the time 

limits for doing so

• information about mediation and National Trial



The Annual Review Process – notice of decision (II) 

If the LA decides to amend the EHC plan it must within 4 weeks of the 

meeting:

• send a copy of the EHC plan to the parent or young person showing the 

proposed amendments and any evidence that supports the amendment

• inform the parent or young person of their rights to make representations 

about the content of the EHC plan and to request a particular school or 

institution

• give at least 15 calendar days for the parent or young person to 

comment and make representations on the proposed changes



The Annual Review Process – notice of decision (III)

The LA must:

• issue the amended EHC plan within 8 weeks of the original amendment 

notice 

or 

• notify the young person or parent within the same timescale of the 

decision not to make amendments



From one LA: 

• Their data analysis shows they achieved 99% completion of annual 

reviews last year.

• Every school is contacted by an officer who judges the complexity 

and level of satisfaction / concern for each child or young person.

• Using this information, the annual review process is based on the 

needs of each child or young person and that determines who will be 

involved in the process and the meeting.

Monitoring



Section 6 – When does the process differ? 



1. Preparing for Adulthood

• All reviews from Y9 onwards (and preferably before) must include a focus on PfA

• Recording the wishes, views and feelings of children and young people is an important 

part of the review. LAs and others have a duty to support and involve the young person 

and his or her parent and pay regard to their views, wishes and feelings.

• Representatives of post-16 organisations should be invited to the review, particularly 

where the young person has expressed a desire to attend a particular institution.

• The review meeting should have a particular focus on options and choices for the next 

phase of education.

• As the young person is nearing the end of formal education and the EHC plan is likely to 

be ceased within the next 12 months, there should be a focus on good exit planning.



2. Looked after children  

• Ensure that the EHC plan Annual Review coincides with one of the 

Care Plan reviews, e.g. PEP which feeds into review of the wider Care 

Plan.

• Work closely with social workers to ensure that transitions from being 

looked after to returning home are managed effectively.

• Consider if it is appropriate for a long term carer to take on the 

responsibility for managing a personal budget.



3. Release from custody

• A LA cannot cease an EHC plan because a young person has been given a 

custodial sentence.

• If a detained young person has an EHC plan before being detained, the 

home LA must arrange appropriate SEN provision while s/he is detained.

• Consider if it is appropriate for a long term carer to take on the responsibility 

for managing a personal budget.

• If a Health Care plan for a detained young person specifies health care 

provision the health services commissioner for the custodial establishment 

must arrange appropriate health care.



4. Children not attending school or other institution

• The child’s parent or young person, a LA SEN officer, a health service 

representative and a LA social care representative must be invited to 

the review and given at least 2 weeks notice of the date of the 

meeting.

• Other relevant individuals should also be invited e.g YOT, job coaches 

and any other person whose attendance the LA considers appropriate.

• The review must focus on outcomes and any changes needed to 

either the support or the outcomes themselves.

• Children, young people and parents should be supported to engage 

fully in the review meeting.



5. Children aged 0 – 5 

• LAs should consider reviewing every 3 – 6 months to ensure 

provision remains appropriate 

• More frequent reviews may not need to involve all professionals 

every time depending on the child’s needs

• The child’s parent must be fully consulted on any proposed changes 

and made aware of their right to appeal to the Tribunal 



A local LA’s reflection on its 

annual review process



Annual Reviews 

10th February  2020



‘Abyss’



Key areas to drive improvement 

● Shared knowledge and understanding of legislation

● Training with Stakeholders 

● Documentations and Annual Review 

● Process and Systems 

● Engagement 

● Team 



• Systematic training in relation to the legislation 
and respective duties  tailored to individual 
stakeholder needs, delivering too: 

• School over 4 sessions (*APDR)

• Training with Partners (Parents, Social Care and 
Health) 

• Training with SEND team 

• Engagement with YP rather than training..

Training 



Systems and Processes  

• Agree local KPI in relation to timeliness at Senior level 

across agencies

• Ensure your management systems work for you and 

start with the basics 

• Develop process and pilot - does it work? Review and 

change if not

• Build in quick wins (e.g. timely decision letter, 

feedback!)

• Identify areas that are unresolved and 

ensure wider community know about 

these and are planning for them



What about the paperwork?   
• Is the Annual Review paperwork fit for purpose? Listen to 

stakeholder feedback and make the change, and consult again

• What does the local area need the Annual Review to cover? 

Ensure the right questions are in the documents with simple 

mechanism to review YP voice etc.

• Pilot the form before going live

• Offer training and sessions to talk through the form, so people 

understand what has changed and are clear about expectations 

• Ensure the form works for the ‘back office’ and team, so you 

can be as efficient as possible when you ‘review’ 



Engagement  

• Stakeholder engagement is key to trying to move the Annual Review 

process forward as it involves everyone

• YP voice – design  tools for schools to use to enable views to be sought

• Feedback mechanisms: design the process and systems which enable 

this

• Think about how to follow up on positive and negative feedback following 

AR 

• Utilise IT - QR codes, Smart Survey, telephone calls

• Simple, ‘you are here’ in a diagraph has supported 

parents  to feel more confident in the system



• Consideration needs to be given as to how to organise the team to 

manage the demand (*it may feel like a new demand for the SEND team)

• Utilise the skill mix in the team (Coordinator Assistant, EHC Coordinator 

and Annual Review Team, Management)

• Think about using triage approaches to prioritise and achieve pace 

• Do you need a multi disciplinary team? Virtual? 

• Developing shared risk registers with CCG and social care helpful to 

identify risks, ensure better pathway planning  but also potentially identify 

where further investment/ review is needed. 

How to organise a team 



So what?? 
• Strategic oversight and monitoring of the SEND team’s performance by 

the SEND Partnership Board chaired by the CEO with two AR indicators 

included in the Board’s Strategic Performance Management Dashboard:

a) % of all AR completed within statutory timescales: 100% for the first

three quarters of the 2019/20 

b) % of parents who are satisfied with their engagement with the AR: low

% but useful feedback

• AFC/ Council have also set targets in other key performance areas: 

engagement, QA, statutory - including local 16 week KPI re AR

• At the point of the inspection the Statutory compliance was low, 

increased significantly since this point

• The changes to the AR processes and systems have driven quality: QA 

deep dives, cycle of improvement and learning from feedback and 

review 



Thoughts and reflections 

We still have a long way to go and it's hard going 

• Keep it as simple as possible and try and get the basics right, particularly 

around management systems (synergy, capita etc)

• Working with parents, young people and key agencies is an ongoing 

process so keep building in sessions and training so that people are aware 

of responsibilities, their pathways and accountability

• Share the challenges and jointly develop the solutions. Ensure at relevant 

partnership/ strategic/ leadership meetings people know where it's not right 

but also how far you have come

• Central Government need to define a Statutory timeline - unhelpful at all 

levels, with such a loose framework

• Possible suggestion that local areas pilot to support DFE’s thinking around 

timeliness and reality!

• Central Govt to support LAs with commissioning practice with 

IT companies who are exploiting an unfit system 





Open discussion – Maintaining a person-centred approach

• At the heart of the new SEN system is the requirement to co-

produce with parents, children and young people

• How can we make sure that the annual review process is person-

centred, and not process and paper dominated? 



Activity 4 – Action planning

Does your annual review process:

• Complete the review within 12 months of issue of the EHC plan or of the 

last review?

• Address all the ‘musts?’

• Take into account the needs of the attendees to get the best outcome? 

• Meet the requirements for children and young people including those who 

fall into the ‘other circumstances’ category

• Ensure that needs, provision outcomes in the EHC plan are fully aligned

Put development points from your answers above into an Action Plan 

which could help develop a checklist and improve annual reviews.



Plenary

Issues about Action Planning





Useful links

https://www.preparingforadulthood.org.uk/SiteAssets/Downloads/jze5lzuv637084755715631724.pdf

Preparing for Adulthood checklist

https://councilfordisabledchildren.org.uk/independent-support/resources/annual-review-process-guidance-

and-training

Council for Disabled Children training and factsheets

https://contact.org.uk/advice-and-support/education-learning/ehc-plans-assessments/annual-reviews/

Contact advice

https://www.gov.uk/government/publications/send-code-of-practice-0-to-25

SEND code of Practice

https://linwood.bournemouth.sch.uk/linwood/files/2018/05/Person-Centred-Reviews-booklet.pdf

An example of ensuring reviews are person-centred

https://www.preparingforadulthood.org.uk/SiteAssets/Downloads/jze5lzuv637084755715631724.pdf
https://councilfordisabledchildren.org.uk/independent-support/resources/annual-review-process-guidance-and-training
https://contact.org.uk/advice-and-support/education-learning/ehc-plans-assessments/annual-reviews/
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Flinwood.bournemouth.sch.uk%2Flinwood%2Ffiles%2F2018%2F05%2FPerson-Centred-Reviews-booklet.pdf&data=01%7C01%7CSENDdeliverysupport%40mottmac.com%7C86cd9ecca7624af4795308d797f0982f%7Ca2bed0c459574f73b0c2a811407590fb%7C0&sdata=fnAe20HNZlGnqVSZqGGhNUQ0bfPKqgjGaorVqGyCmoU%3D&reserved=0

