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LONDON BOROUGH




SEN PERFORMANCE TEAM
Annual Review of the Statement of Special Educational Needs and Transition Plans: Guidance for Schools and other Education Providers

Introduction:

This document provides guidance for schools and other education providers on procedures for conducting Annual Reviews and for co-ordinating the Transition Plan for a Statement of Special Educational Needs.

Purposes and Aims of the Annual Review:

· To integrate a variety of perspectives on the pupil’s progress and attainments

· To gather and record information, which the school, other professionals, parents and carers can use in planning the pupil’s educational programme

· To discuss and record the pupil’s progress towards meeting the long-term objectives specified in the Statement of Special Educational Needs

· To monitor progress towards achieving the specified short term targets identified at the last Annual Review and Individual Education Plan and to set new targets

· To recommend possible amendments to the Statement to reflect the pupil’s changing needs which can inform the decision making of the Local Education Authority (LEA).

Purpose and Aims of Transition Plans:

In Year 9 the Annual Review must include a Transition Plan. This plan should be reviewed and amended if necessary, at any subsequent Annual Reviews until the pupil leaves school.

The purpose of the Transition Plan is:

· To record the aspirations of the young person and parents/carers for post-16 education, training or work

· To discuss post-school education placements and/or work opportunities

· To determine what action is required to ensure the pupil’s needs are met and by whom

· To agree and arrange the short or long-term involvement of other agencies e.g. the Health Authority and Social Services

There will be input from the Connexions Service (SEN Careers Advisor).

It is important that the LEA is notified as early as possible if an application for further education funding is necessary. This only applies if funding is required for a specialist college placement

Annual Review: General Information:

· Annual reviews for pupils under 5 should be held at 6 monthly intervals.

· The date of the Annual Review meeting must be no later than 12 months from the previous Annual Review or from the issuing of a final Statement following a Statutory Assessment

· The Annual Review meeting can be held at an earlier date if necessary and appropriate

· For Year 5/6 pupils secondary transfer issues should be considered at the Annual Review (please refer to the LEA's guidance on Secondary Transfer for Statemented Pupils).

· If a secondary school has already been identified then it is recommended, as good practice, that the secondary school SENCO should be invited to the Primary School review.

· The Head Teacher may delegate the responsibility for Annual Reviews to a named teacher.

A representative from the Local Education Authority (LEA) should be invited to attend the Annual Review meeting. Form sen_ar2.doc should be sent to the LEA.  As it may not always be possible for a representative from the LEA to attend it would be helpful if specific concerns could be indicated on the form.  Advice and guidance can be obtained from the Statementing Officers, the school’s Educational Psychologist or the SEN Support Service by telephone either prior or subsequent to the meeting.

If a representative from the LEA is able to attend the meeting, a mutually convenient date should be agreed before the school issues invitations.

The LEA representative will not be in a position to make any decision about changes of placements or of resource levels. Decisions of this nature are made by the Local Education Authority.

If the school feel that it is important to have a representative from one of the LEA’s Support Services and/or Educational Psychology Service an invitation should be made specifically to that service.

Initiating the Annual Review:

· In early July, the LEA will send the Trigger list (sen_ar1.doc) and a letter to the Head Teacher of each school requesting that an Annual Review meeting be convened for each pupil on the Trigger List.

· The list will show the pupil’s date of birth, Statement date and last Annual Review date.

· The accuracy of the information on the Trigger List will need to be confirmed. Any errors, including omissions, should be immediately brought to the attention of the LEA.

· The LEA will issue an up-dated Trigger List to schools in September.  

· Along with the Trigger List will be attached a Planning Sheet for Annual Reviews.  Schools should return this with the amended Trigger List.  If an LEA Representative is definitely required to attend, individual sen_ar2.doc letters should be sent prior to each review.

It is important that schools notify the LEA of any leavers on an ongoing basis or at least at the end of each term. The LEA also needs to know those pupils in Year 6 who will not be transferring to secondary school in the following academic year.

The Annual Review Meeting:

· Annual Review meetings should only be postponed in exceptional cases. If the school is in any doubt, it should contact the LEA.

· Advice should be collected from teaching staff and any other professionals who are involved with the pupil, using sen_ar7(a) or 7(b).doc and sen_tp1.doc (if relevant), so that it can be circulated to invitees before the meeting.

· Parents should be encouraged to attend the Annual Review meeting and to contribute both in the form of written advice, using sen_ar4.doc which has been specifically designed for parents, as well as at the meeting itself.  For parents for whom English is not their first language assistance can be sought from the Barnet Translation Service on 020 8359 2096.  If parents require independent support and advice this can be provided by the Barnet Parent Partnership Scheme on 020 8359 7694.

· The pupil should be encouraged to participate in the Annual Review process. In some cases, this may mean their attendance at some or all of the meeting. In other cases, the pupil's views can be recorded outside the meeting or in sen_ar5.doc.   Consideration needs to be given as to the most appropriate medium to facilitate the child/young person’s ability to communicate their views depending on the severity of their needs.  An agreed person should carefully explain the content and outcome of the meeting to the pupil.   The pupil’s views must be circulated to attendees and submitted as part of the Advice accompanying the Annual Review Report.  

The Annual Review Report (sen_ar8)  and the Transition Plan (sen_tp2)  can be used for guidance and as a basis for planning review agendas. 

Summary of Action taken by the School

· The Head Teacher can choose to delegate the responsibility for Annual Reviews to a named teacher.

· If it is felt that it is essential that an LEA representative attend the Annual Review meeting, this should be highlighted to SEN Assessment and Monitoring Section on form sen_ar2.doc.

· The school representative should draw up a list of invitees. Please see sen_ar8.doc Section 4 for a possible master list.

· Invitations should be sent to the parents/carers and to the others on the master invitation list.

· The advice proformas sen_ar4.doc, sen_ar5.doc, sen_ar7(a) or 7(b).doc and sen_tp1.doc (if appropriate)  advice document  should be sent to all parents/carers and others invited.

· Written advice received by school should be forwarded to the LEA Representative, if they are to attend the review.  If no representative is to attend please forward the advice to the LEA appended to the Annual Review Report (sen_ar8.doc).

· Annual Review/Transition Plan meeting held by school.

· Annual Review/Transition Plan Report drafted and sent to parents/carers for comments.

· Annual Review/Transition Plan Report forwarded to LEA.

Note:  Health Authorities and Social Service Authorities are under a statutory obligation to respond to requests for Annual Review advice.
Possible Recommendations of the Annual Review Meeting (see Annual Review Report)

· Minor and/or straightforward changes to the Statement for example the inclusion of updated advice

· Major changes to the Statement, for example significant changes in needs or concerns about the levels of provision or placement

· Requests for statutory re-assessment

· Requests for assessment by external agencies, e.g. Educational Psychology Services, Therapy Services

· The LEA to cease to maintain the Statement

· No change

Note: If parents are not in agreement with any of the recommendations of the Annual Review meeting then this must be made clear on the Annual Review Report.  Any parental/carer recommendations, which are not generally agreed by others in attendance at the meeting, should be recorded in the Report.
Following the Annual Review Meeting and/or Transition Plan

The LEA will consider the recommendations of the Annual Review Report and subsequently write to parents/carers outlining the action that it proposes to take. This letter will be copied to the school.

Suggested Timescale for Annual Reviews & Transition Plans

(the following is a suggested timescale but it is advisable that they be regarded as a maximum)

	Timescale
	action


	Letter/

Proforma

	Week 1
(i)
	Draw up list of invitees (use Annual Review Report format for suggested list)


	
sen_ar8.doc

	
(ii)
	Letter and advice proforma sent to all invitees:

Parents/carers and child/young person


	
sen_ar3.doc

sen_ar4.doc

sen_ar5.doc


	
	LEA Representative
	
sen_ar2.doc


	
	Other Professionals
	
sen_ar6.doc

sen_ar7(a) or 7(b).doc

sen_tp1.doc (if relevant)

	Week 4
	Advice and confirmation of attendance due


	

	Week 5
	Advice circulated to all invitees


	

	Week 7
	Annual Review meeting held


	

	Week 9
	Draft Annual Review Report/Transition Plan (if relevant) written and sent to parents


	
sen_ar8.doc

sen_tp2.doc (if relevant)

	Week 11
	Annual Review Report/Transition Plan (if relevant) sent to Special Educational Needs Performance Team


	
sen_ar8.doc

sen_tp2.doc (if relevant)


Planning Sheet for 

Annual Reviews
(Please return this to the LEA with the amended Trigger List.  If an LEA Representative is essential then please submit form sen_ar2.doc to the LEA)

SCHOOL


	PUPIL NAME
	DATE OF BIRTH
	ANNUAL

 REVIEW

DATE
	ANNUAL REVIEW

TIME
	ANNUAL REVIEW

Chaired by:
	Transition Plan included

Write or Review
	LEA Rep.

Required 

(please tick)
	LEA 

Representative
	LEA Contact 

for parents
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