What is an Education, Health, and Care Plan?
The purpose of an Education, Health and Care Plan (EHCP) is to provide a coordinated process for children and young people from 0-25 years old with the most complex needs across education, health, and social care.
An EHCP must:
· Establish and record the views, interests and aspirations of the child or young person.
· Provide a full description of the child or young person’s special educational needs and any health and social care needs.
· Establish outcomes across education, health and social care based on needs and aspirations.
· Specify the provision required and how education, health and care services will work together.
The long- term focus should be on preparing for adulthood and the young person:

A good quality education, health and care plan will contain a ‘golden thread’ that connects the aspirations of the child or young person (or the aspirations of the family for the child) with their needs, provisions, and outcomes.
Department for Education quality criteria for an EHCP
· Meets the requirements of the Act, Regulations and Code of Practice
· Describes positively what the child or young person can do.
· Tells the child/young person’s story well.
· Is clear, concise, easily understandable, and accessible to all.
· Is co-produced with the family and young person.
· Sets SMART targets and outcomes.
A request for a statutory assessment EHC needs Assessment can be made by a nursery, school, college, a professional working with the child or by the family, or by a young person of 16 or over. The local authority has a statutory duty to consult the educational institution, so the request will go back to the setting for information.
In some cases, the child may not be in school (coming from abroad or is out of the school) or the family or young person may wish to request a needs assessment themselves.
The Code of Practice paragraph 9.21 states that ‘local authorities must consult the child and the child’s parent or the young person throughout the process of assessment and production of an EHC plan. They should also involve the child as far as possible in this process. The needs of the individual child and young person should sit at the heart of the assessment and planning process.’
Referral Planning Meeting (RPM) – Stage 1
This meeting will be arranged by the responsible body / lead professional that has identified barriers that may impact on a child’s / young person’s learning. In school this is usually the SENDCO, but it could be a Health Visitor, Social Worker, nursery leader, therapist etc. However, in most cases it is likely to be the school. The lead professional will be responsible for organising the initial meeting, inviting all professionals involved with the Child and Young Person (CYP) and their family. The purpose of the meeting is to draw together everybody who is involved with the CYP and their family to share their knowledge and current support on offer, and to look at what other things may still need to be undertaken to provide further support. The lead professional should ensure that the parental and child’s view forms have been sent out for completion and that they are available at the referral planning meeting. School will have copies of the forms.
The meeting will need to have some formal minutes to record (RPM1):
· Who was present?
· concern(s) raised about the possible barriers to the child / young person's learning.
· Main points of discussion.
· What assessments / involvement professionals have had up to that point?
· Agreed action for those in the meeting to follow-up to provide any further support.
· Decision on whether to refer for assessment or not.
· 
The Referral Planning Meeting Proforma RPM1 is to be used for minuting the meeting. This will capture specific issues regarding the child’s / young person’s areas of additional needs against: 
· School’s identification of additional learning need.
· Timeline for identification – assess, plan, do, review.
· Involvement of other professionals.
· Use of allocated resources to support children and young people with additional needs (£6000 plus and additional costs).
· SEND Support Plan/Plus
· Local Authority Costed Provision Map
Schools and colleges will need to clearly demonstrate that they have undertaken a graduated approach and taken all relevant and purposeful action in trying to meet a child’s / young person’s needs. If there is no current Social Care or Early Help Assessment (previously CAF) in place, then consideration must be given to this in discussion and with consent of the parent/carer. The Early Help Assessment form will help form a baseline to determine current circumstances and support around the child and the family. This will be vital to establish a clear picture of the child, their needs, and routes for support. The Early Help Assessment can be discussed with parents as part of the referral planning meeting. When submitted as part of the referral paperwork the early help assessment will be considered as part of the referral information and should be processed as per the usual Early Help process.
If a parent is happy to progress an early help assessment at a later stage, the lead professional will take responsibility for the referral following the usual early help process. If the decision is taken to proceed with the referral for statutory assessment , then all documentation and supporting evidence will need to be submitted to the SEND Team via the SEND Professional Portal or via email as a complete pack of information by the Lead Professional, including information/reports from the School Nursing Service regarding Health, and Social Care regarding any issues, knowledge or information relevant to the child/young person. All the reports, minutes, views forms etc will be presented at the Multi-Agency EHC Panel (MAEHCP) and the SEN Team will coordinate the referral for panel upon receipt.
Please note that some of the documentation, evidence, and reports as well as written consent from parents/carers are mandatory and if these are not submitted, the referral will be returned. If the decision is not to proceed with the referral, then the recorded actions and outcomes in the Referral Planning Meeting Proforma should be used to ensure professionals follow up on what has been agreed, setting appropriate timescales for these to take place, and scheduling a review programme.
This could also mean the opportunity to use the Early Help Assessment process to review and monitor actions and progress through the ‘Team Around the Family’ (TAF) meetings. The lead professional should re-consider the next steps and discuss this with the family. Please Note: Lead Professionals can contact the Early Help Team for support and advice on the ‘Early Help Assessment’ process.
 Multi-agency EHC Meeting – Stage 2  
The Multi-agency EHC Panel will have multi-disciplinary representation. It should be made up of: 
· Statutory SEND Manager/SEND Lead Officer
· Educational Psychologist
· Designated Clinical Officer (DCO)
· CAMHS Senior Leader
· Social Care Senior Leader

The Panel has its own terms of reference. The Panel will meet every two weeks within school term time, with additional panels held during the school holiday periods as necessary to ensure statutory time limits are adhered to. The Panel dates will be agreed and issued annually in July for the school year.
The purpose of the Panel is to: 
· Consider all referrals for assessment from schools and responsible bodies.
· Consider all referrals for assessment from parents / young person where of appropriate age. 
· Recommend whether to undertake a formal assessment.
· Consider all complete Education, Health, and Care Assessments and whether an EHCP is required.
· Consider any other cases when a multi-agency view may be helpful in determining provision required.
· Consider assessment places within a specialist provision.

On receipt of a referral, the MAEHC Panel must consider its content and recommend whether to undertake a formal assessment within 6 weeks. The MAEHC Panel will minute its decisions made for each referral, and a standard proforma will be used to show main points of discussion and the rationale for specific recommendations. Minutes will be sent to the referrer and parent/carer will receive a decision letter separately. 
Confirmation of Assessment - Stage 3
If yes to assess
If the decision is to undertake the statutory assessment for the child or young person, then the Local Authority SEND Service will take the lead on co-ordinating the assessment process and will collate any further assessment reports. The Local Authority will inform all those involved with the CYP and the family that an assessment is to be undertaken. If required, further relevant reports or advice from professional will be requested by the SEND Service as part of the assessment process. An officer from the Assessment Team will be allocated to each case. The officer will act as a single point of contact for the family and all professionals during the assessment.
If no to assess 
If the decision of the Panel is not to assess the child or young person, then the parents / carers will receive confirmation no later than six weeks following referral, and information around mediation and tribunal if they would like to appeal the panel decision. This would initially be through contact with the SEND Service, mediation if not resolved, and then the right to appeal to the Special Educational Needs and Disability Tribunal. Parents can seek support via the Special Educational Needs Information Advice and Support Service (SENDIASS). 
Multi-agency EHC Panel – (EHC Plan) - Stage 4  
The purpose of the MAEHC Panel is to receive all information and reports gathered during the child/young person’s assessment and decide whether an EHCP is required to meet need. 
Draft EHC Plan or SEND Support Plan – Stage 5
If yes to issue an EHC Plan
If the agreement by the Multi-agency EHC Panel is to issue a plan, then the SEND officer will take the information and start to draft the EHC Plan. The draft plan will be shared with parents, child / young person (where appropriate) and provide them with opportunity to comment on the content and discuss any further additions/amendments as appropriate within 15 days. Parents will be asked for their views on the provision they would like for their child and appropriate schools/setting will be considered by the Local Authority. The Local Authority must issue a Draft EHC Plan no later than 16 weeks of receiving the referral.
 If no to issuing of an EHC Plan
 If the decision of the MAEHC Panel is not to issue an EHC Plan, parent/carer will be informed by the SEND Service no later than 16 weeks of receiving the referral and reasons given why panel felt that the CYP’s needs could be met without the need for an EHCP, along with any recommendations and details of parent’s right to mediation/appeal and SENDIASS information. 
Consultation and Finalisation of EHC Plan - Stage 6  
Following the issue of the draft plan and any amendments from parents, then consultation will take place with the preferred educational setting that parents have asked for and the education setting(s) recommended by the Local Authority (if different). If the local authority and the education setting agree that the child’s needs can be met at the preferred establishment expressed by parents, then the EHC Plan can be finalised naming the school/setting. The Local Authority have a legal duty to name the parents preferred setting in line with the Children and Families Act unless the school is unsuitable, the child’s admission would be incompatible with the efficient education of the other pupils or the efficient use of resources. 
Mediation and Appeal
If agreement with parents/carers/young person cannot be reached:
· Further discussion between the parents/carers/young person and the SEND officer will be held.
· SENDIASS and/or mediation will be offered to try and resolve the situation.
· Parents will be informed of their right to appeal to the SEND Tribunal.
 















Statutory Assessment from request to issue of an EHC plan.
	 
 EDUCATION, HEALTH, AND CARE
STATUTORY ASSESSMENT PATHWAY
(In accordance with the Children and Families Act 2014 and SEND Code of Practice 2015)
 

	STAGE 1
	REFERRAL PLANNING MEETING (RPM)
Following evidence gathered from the implementation of the Assess, Plan, Do, Review approach an RPM meeting will have been arranged by a lead professional, due to significant concerns identified regarding potential barriers to learning for a child/young person (CYP). This should be a multi-agency meeting to share information, gather further advice and to consider other support and strategies that are available. Parents and pupil’s views must be obtained and considered at this meeting. The outcome of the meeting may not to be apply for a statutory assessment at this time:
 
A.  NO - STATUTORY ASSESSMENT IS NOT REQUIRED 
Other options may have been suggested at this stage i.e., the CYP needs can be met from provision and services already involved, or from other / new services – further intervention and support to be implemented and monitored. If necessary, applying for a statutory assessment may be considered later. An Early Help Plan, if not already in place will be offered to the family as part of the Early Help Assessment process.
 
IF A STATUTORY ASSESSMENT IS NOT REQUIRED, THERE WILL BE NO FURTHER STEPS THROUGHOUT THIS PATHWAY
 
B.  YES - IT IS A RECOMMENDATION THAT A REQUEST FOR A STATUTORY EDUCATION, HEALTH AND CARE ASSESSMENT IS MADE TO THE LA
The application form will be completed by the lead professional and sent to the Local Authority (LA) with supporting evidence and parent/carer and pupil’s views. Signed permission is required from parent/carer. Move to Stage 2.
	 

	STAGE 2
	REFERRAL RECEIVED BY THE LA – 20-week timescale starts.
LA notifies the following and asks for any relevant information:
· Child’s parent or young person
· Health Providers - SALT, OT, Physio, CAMHS, School Nursing
· Social Care
· Educational setting and Educational Psychology
· Specialist Teaching Service
Request will be considered by the Multi-agency Education, Health, and Care Panel (MAEHCP). The Panel will consider:
· Does the child or young person have or may have special educational needs and/or disabilities (SEND)?
              and
· It may be necessary for special educational provision to be made for the CYP in accordance with an EHCP.
 
Decision to assess or not will be made by LA within 6 weeks of receipt.
Move to Stage 3.
	START

	STAGE 3
	LA MAKES DECISION WHETHER TO ASSESS OR NOT
1. REQUEST FOR STATUTORY ASSESSMENT DECLINED
LA notifies parent/carer/ young person of decision and right to appeal.
THE CASE IS NOW CLOSED TO THE SEND TEAM
OR
2. LA AGREES TO INITIATE A STATUTORY EHC ASSESSEMENT
A SEN Officer is allocated, and telephone contact made with parent/carer to introduce themselves and explain the next steps.
Move to Stage 4.
	By week 6

	STAGE 4
	LA GATHERS INFORMATION FOR EHC ASSESSMENT
When a statutory EHC assessment has been agreed to be undertaken by the LA, statutory advice must be provided within six weeks from the below:
· Child’s parent and/or young person
· Educational setting 
· Educational Psychologist
· Specialist Teaching Service (where appropriate)
· Hearing Impaired and Visually Impaired Services (where appropriate)
· Health Providers - SALT, OT, Physio, CAMHS, School Nursing/Health Visitor
· Social Care
· Anyone requested by the child’s parents or young person (where the LA considers it reasonable to do so)
· Youth offending team (where appropriate)
· Any other relevant services i.e. Early Help, Armed Forces, Virtual School, Designated Teacher, and the Designated Doctor or Nurse for Looked After Children
(The LA must give to those providing advice copies of any representations made by the child’s parent or the young person and any evidence submitted).
Move to Stage 5.
	By week 11

	STAGE 5
	LA DECIDES WHETHER AN EHC PLAN IS NEEDED
The MAEHCP considers all the advice and information received to determine if the CYP has special educational needs, and if so, whether the special educational provision required can reasonably be provided from within the resources normally available to mainstream educational settings.
3. LA DECIDES NOT TO ISSUE AN EHC PLAN (Needs can be reasonably met through a SEN Support Plan/Plus and resources normally available to mainstream settings)
The LA notifies parent/young person of decision and right to appeal within a maximum of 16 weeks from request of assessment. Case closed.
OR
4. LA DECIDES TO ISSUE AN EHC PLAN (Yes, the CYP has SEN and specialist educational provision is required over and above what is normally available to mainstream settings)
The LA drafts an EHC Plan and sends it to the parent/carer and/or young person. 15 calendar days is given to comment/express a preference for an educational setting and seek agreement of a personal budget if required. The SEN Officer will contact parent/carer to discuss this.
 Move to Stage 6.
	By week 14

	STAGE 6
	CONSULTATION WITH EDUCATIONAL SETTINGS
The LA consults with the governing body, principal or proprietor of the educational setting requested by parent/carers and any settings recommended by the Local Authority. This involves sending a copy of the draft EHCP together with the supporting evidence. Settings have 15 calendar days to respond.
Move to stage 7.
 
	By week 16

	STAGE 7
	FINALISATION OF THE EHC PLAN
Following consultation with parent/carer the draft plan is amended where needed and the Final EHC Plan is issued to parent/carer. Copies sent to:
· Educational setting
· Health Providers - SALT, OT, Physio, CAMHS, School Nursing
· Social Care
 
End of statutory Assessment Process.
 
	By week 20
 
 
 
FINISH

	Please note.
At every stage, the child (where appropriate), parent/carer and/or young person is involved fully, their views and wishes are considered. The maximum time for the whole EHC Assessment process is 20 weeks.
*There may be delays to the 20 weeks if there are exceptional circumstances. 


 
Support during the EHC Assessment process
It can be a difficult and challenging time when going through the EHC Assessment process as lots of professionals are involved and there could be lots of paperwork to be completed. Some families may need support during this process. There are several organisations that will help fill in forms and give advice.
A good place to signpost families for advice and guidance is to our local SENDIASS, whose details can be found either in the SENDCo handbook or on South Tees SENDIASS | Barnardo's (barnardossendiass.org.uk)
Information needed to make the decision on a request for Statutory Assessment of SEND
The Code of Practice states: A local authority must conduct a Statutory Assessment if:
· The child or young person has or may have special educational needs, and 
· It may be necessary for special educational provision to be made for the child or young person in accordance with an EHC plan if the level of support required goes beyond what can be provided in a SEND Support Plan.

Therefore, it is important that the documentation that is submitted with the request for EHC Needs Assessment clearly demonstrates that there are special educational needs and, that if the child/young person is in an educational institution, that the SEND Support Plan is not sufficient for the child to make expected levels of progress according to their ability.
As part of the assess, plan, do, review, cycle within the SEND Support Plan, there may be a variety of support and strategies used to meet an identified need. Therefore, the EHC Needs Assessment request should provide evidence that attempts have been made to ensure a range of appropriate strategies have been identified by the educational setting and provision has been adapted to meet the needs of the learner. There are some exceptional individual situations where a child will clearly need support over and above what is reasonably available were asking for lengthy monitoring process would not be sensible and will not be expected. In these cases, an EHC Needs assessment can be requested.
As far as it is available, the documentation that should be submitted with the request for a statutory assessment is as follows:
· Parental views
· Child/young person’s views
· Copy of current SEND Support Plan/Plus (which should contain details of child/young person’s SEND, their planned outcomes and the details of any provision that has been put in place to support them)
· Copy of current provision map with costings to demonstrate that the notional SEND support funding and any High Needs Funding has been used.
· Early Years information
· Advice from other professionals or individuals important to the child or young person including recent EP/STS advice.
· Copies of recent reviews which demonstrate the actual progress being achieved by the child/young person.
· Most recent annual school or college report
· Minutes of other meetings with those involved.
· If requesting an assessment for a young person over 18 planning to remain in education or training, evidence of planned outcomes should be provided so that the appropriateness of further support for education or training may be considered.

 If the family or young person are submitting the request themselves, they may not be able to access all the above documentation, but they should try and gather as much as possible to support the application.
Who provides input to an EHC Assessment?
The Code of Practice states: ‘9.47: The local authority should consider with the child’s parent, or the young person and the parties listed under paragraph the range of advice required to enable a full EHC Needs Assessment to take place. The principle underpinning this is ‘tell us once,’ avoiding the child’s parents or the young person having to provide the same information multiple times. The child’s parents or young person should be supported to understand the range of assessments available so they can take an informed decision about whether existing advice is satisfactory. The local authority must not seek further advice if such advice has already been provided (for any purpose) and the person providing the advice, the local authority and the child’s parent of the young person are all satisfied that it is sufficient for the assessment process. In making this decision, the local authority and the person providing the advice should ensure the advice remains current.’
The Code of Practice 9.48 further states: ‘Decisions about the level of engagement and advice needed from different parties will be informed by knowledge of the child or young person held by the early year's provider, school, or post-16 institution they attend. For example, if the educational provider believes there are signs of safeguarding or welfare issues, a statutory social care assessment may be necessary. If there are signs of an underlying health difficulty, a specialist health assessment may be necessary.’ These will be requested by the SEND team as part of the statutory assessment process.
Which professionals must be involved in an EHC Assessment?
The Code of Practice paragraph 9.49 sets out which professionals must be consulted as part of the Statutory Assessment process. These are set out below:
· The child’s parent or the young person
· Educational advice from the headteacher or principal of the school or post-16 or other institution. If that is not available e.g., the child is not at school, the LA must get advice from the person teaching them (which may be a parent) or someone with experience of teaching children or young people with SEND, or knowledge of SEND provision which may be called for in different cases to meet those need.
· Psychological advice and information from an educational psychologist who should normally be employed or commissioned by the Local Authority.
· Medical advice and information from a health care professional identified by the relevant commissioning body.
· Advice and information from Social Care even if not known to the family.
· Advice and information from any other person the local authority thinks is appropriate.
· Where the child or young person is beyond year 9, advice and information in relation to provision to assist them in preparation for adulthood and independent living.
· Advice and information from any person the child’s parents or young person reasonably requests.
· Advice from a specialist visual or hearing impairment professional.
 If the decision is ‘yes’ to assess and write an ECHP
If Panel decide that an EHCP should be issued, the referrer and the parents or young person will be informed in writing, and parent or young person will soon after receiving a Draft EHCP.
The draft plan will include information on the child or young person’s special educational needs (“SEND”), health and care needs, the provision required to meet each of those needs, and the outcomes that should be achieved. It will also record the child or young person’s aspirations, views, and feelings.
This is an opportunity to check whether the Draft EHC plan contains everything it should.
A Draft EHC plan must not include the name of a particular school, college or other educational placement, or what type of placement the child or young person will attend. This is because the EHC plan must reflect the individual’s needs and the provision to meet those needs, not the resources which can be offered in a placement. This means that the name and/or type of placement will appear only in the Final EHC plan, not the draft plan.
Along with the Draft EHC plan, the LA must give notice to the parent or young person that they have 15 days in which to:
· make comments – ‘representations’ – about the Draft EHC plan.
· request a meeting with the LA to discuss the draft.
· request that a school or other institution is named in the Final EHC plan.
The LA are legally required to do this (under section 38 of the Children and Families Act 2014). If the parent/carer is not happy with any aspect of the Draft EHC plan, or the reports attached to it, they can suggest amendments they would like to be made.
Parents, carers, and young person can also ask for a meeting with the LA to discuss their concerns. If a meeting is requested, the LA is legally required to agree to meet. Parent/Carer and the young person should consider taking someone along with them for support if necessary. They should also consider writing down the exact points they want to make and the questions they want to ask, so that they can be sure that they do not miss out anything they want to say at the meeting. They can leave a copy of their points with the LA officer as a reminder to them.
When making a request for a school, college or other institution, the LA must consult with that institution about whether it should be named in the Final EHC plan (unless your request is for an independent school).
The law recognises the importance of parents or carers and young people being able to choose their educational setting as far as possible. Getting the right setting can be very important for children and young people with special educational needs. There are several different types of school: mainstream and special, and those which are under local authority control and those which are not.
All children and young people with SEND are entitled to a mainstream education, if that is what their parents want. If a parent of a child, or young person, wants that child or young person to attend a mainstream setting, the LA can only refuse if a mainstream placement would be incompatible with the efficient education of others, and there are no reasonable steps the LA could take to avoid this (section 33 CAFA 2014). The degree or complexity of their needs or disabilities, and the suitability of mainstream, is not a reason in law for refusal of mainstream. This applies not just to attending a mainstream school or college but also to taking mainstream courses. 
This is an important right. The LA cannot send a child or young person to a special school when it is not what parents, or the young person wants. This is true even if the LA view is supported by professionals.
It is important to note, however, that this is a right to mainstream education but not necessarily a right to a particular mainstream school.
Reasonable steps
If the LA can show that a child or young person’s presence would be incompatible with the efficient education of others (case law requires compelling evidence to back any such claim), then it must also be able to show that there are no ‘reasonable steps’ it can take to remove the incompatibility.
The Code says that “the term ‘others’ means the children or young people with whom the child or young person with an EHC plan would be likely to come into contact on a regular day-to-day basis.”
The Code lists examples of reasonable steps at paragraphs 9.91 to 9.94. The Code concludes this section by advising:
“A decision not to educate a child or young person in a mainstream setting against the wishes of the child’s parent or the young person should not be taken lightly.”
If parents or young people are faced with such a decision, they need to make sure that the LA has:
· identified, with concrete facts, what it is about the child/young person’s presence that would prevent the efficient education of others; and
· identified the ‘others’ whose education would be rendered inefficient; and
· considered all possible reasonable steps which might remove the problem.
Any argument like ‘the child’s difficulties are too extreme for a mainstream school’ will not succeed if the parents were to challenge the decision in the First-tier Tribunal (Special Educational Needs and Disability) (the “SEND Tribunal”). The Code suggests that only extreme and/or persistent behavioural difficulties may produce an incompatibility that is not curable by reasonable steps: “where the child or young person’s behaviour systematically, persistently or significantly threatens the safety and/or impedes the learning of others” (paragraph 9.93).
Once a school or college is named on an EHC plan, it must admit that child or young person (section 43 CAFA 2014).
The courts have considered the right to a mainstream education and have concluded that it is difficult for an LA to deny a child or young person a mainstream place when that is what they or their parents want.
If the decision is ‘no’ to assess or write an EHCP
If the statutory assessment identifies that the child or young person’s needs can be met through Quality First Teaching and/or through a SEND Support Plan, a decision to offer feedback will be given rather than an EHCP. This feedback will usually consist of all the reports gathered for the statutory assessment process, which should help the school or other educational setting to put the right SEND support in place. The parent/carer or young person and all the professionals involved will be informed of this decision in writing. This must be within 16 weeks of the date that the initial request for statutory assessment was received. In this case, the letter will also contain details of what to do if the parents or young person do not agree with the Panel’s decision and details of the mediation and tribunal service.
If the LA refuses to issue an EHCP, parent/carers or the young person has the right to appeal against this decision. The information sent to parents from the LA should explain that there is a right to appeal to the First-tier Tribunal (Special Educational Needs and Disability) and should contain details of a mediation service. Only parents or a young person over the age of 16 can appeal. Parents and young people also have the right to appeal against the health and social care sections of the plan (Sections C, D, G and H).
Before bringing an appeal to the SEND Tribunal, mediation must be considered but is not compulsory. The exception is if parents or young person are appealing only about the school or college placement, or where no school or college is named, and they are appealing about this fact.
Roles and Responsibilities 
The Educational setting/school’s role
· Hold a Referral Planning Meeting (RPM) with the family or young person and professionals to discuss SEND support and consider whether a Statutory Assessment should be requested.
· Complete an RPM1 form.
· Ensure that appropriate professional advice is brought together prior to submission of request.
· Support the family, child, or young person with completing their views forms.
· Signpost additional help and support to families and young people such as SENDIASS
· Submit all supporting evidence and advice as appropriate.
· Identify any other professionals that may be working with the family to provide input to the EHC Needs Assessment.
· Share any plans and documentation relating to the special needs of the child or young person from a school setting such as existing SEND Support Plans.
	Supporting Documentation Checklist

	The following documents are essential:
(Application will be returned if all essential documents are not received)

	Evidence of Assess, Plan, Do, Review Approach (including at least two termly monitoring reports)

	SEND Support Plan/Plus 

	Costed Provision Map to include details of SEND Range Identified

	Referral Planning Meeting minutes/SA1

	Parent’s views document, and any other information they wish to submit.

	Child / young person’s views document, and any other information they wish to submit.

	Weekly individualised timetable

	Most recent PEP (Personal Education Plan) for child / young person if in care of a Local Authority

	Most recent Pastoral Support Plan (PSP), if any.

	Optional Information:

	Educational Psychology report (dated within the last 12 months)

	Early Help Assessment Form (previously known as CAF)

	Specialist Teacher’s report (dated within the last 2 years)


Parent, carers, and young people’s role
· Attend the RPM meeting where the decision whether to request a Statutory Assessment is made.
· If there are key professionals whose involvement parents/carers want, ensure that they have been invited, and that they are able to attend.
· Submit a parent/carer’s view form. This will be provided by school setting or the SEND team.
· Submit a child/young person’s views form. This will be provided by school setting or the SEND team.
· Get copies of reports from medical or other professionals that the school may not be aware of. The more evidence that can be provided the easier it be for the MAEHCP to make a decision whether to undertake a needs assessment.
· Consider whether parent/carer would like to request a personal budget, find out what can be included and whether it would be practical.
SEND Team role
· Receive request for EHC Needs Assessment and assign a SEND officer.
· If decision is not to proceed with a EHC Needs Assessment, then inform parent or young person of decision in writing and offer feedback/meeting to provide more information. SEND team should also provide details of how they can access support to challenge the decision.
· Send request forms to school setting/professionals identified as working with the child/young person requesting advice to the EHC Needs Assessment.
· Pursue any advice/reports that are not received.
· Ensure that the family/young person has been informed about Personal Budgets and understand how to request one.
· Collate all evidence from the EHC Needs Assessment for the MAEHCP panel meeting.
· If decision is not to issue, send a letter to parent or young person regarding feedback and offer a meeting if needed. Provide details of how to challenge the decision if necessary.
· Issue a Draft EHCP to parent/carers. Parents will be asked formally for their views and preferred school placement.
· Consult schools as appropriate.
· Finalise the EHCP, including section I, placement and issue the plan.

Outside agency and/or professional’s role
· Where professional should attend the Referral Planning Meeting to discuss and review whether needs can continue to be met at SEND Support or whether a request for EHC Needs Assessment should be made. If attendance is not possible, they should submit views in writing detailing needs, provision, and outcome.
· Provide professional advice relating to a child/young person’s needs, outcomes, and suggested provision to support the statutory assessment request and the EHCP content.
· If advice is requested it must be provided, it is not sufficient to say that the child or young person is not known to the service. Contact must be made with the family/young person.
· Ensure that provision defined in the reports is detailed, specific and quantified and based on needs.
· If professional input is requested by the LA during EHC Needs Assessment, this must be supplied within six weeks of the request.
 

