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!

 
INFORMATION SHEET 

 
ANNUAL REVIEWS 

 
What are annual reviews? 
If your child has a statement, the local authority must review it at least once a year (or 
every six months for under-fives). The purpose of the review is to: 

• bring together the views of everyone who helps your child 
• review how well the aims set in the statement are being achieved 
• consider whether the provision detailed in the statement is still effective and 

relevant 
• set new targets for the next 12 months. 

 
The annual review is in four parts: 

• information is collected 
• the annual review meeting is held 
• the head teacher or SENCO writes a report of the review meeting and sends it to 

the local authority 
• the local authority reviews the childʼs statement. 

 
The head teacher or SENCO of your childʼs school will arrange for the annual review 
meeting to be held at the school. Before the meeting they will ask for written reports 
from you, your childʼs teachers, and any other professionals who know and work with 
your child. You will be sent a copy of all the reports that have been received before the 
meeting. 
 
Are annual reviews only once a year? 
Interim or early reviews can be called by the school at any time. They usually take place 
in the case of children whose needs are known to be changing rapidly or when a child is 
behaving in such a way that exclusion is possible. An interim review may also be 
appropriate if there was disagreement at the last annual review. 
 
Who attends an annual review? 
You may bring along a friend, adviser, relative or independent parental supporter if you 
wish. One of your childʼs teachers and a representative of the local authority should 
also attend. The head teacher may also invite a local authority educational 
psychologist, and a representative of the health authority or social services if they think 
they can provide helpful information and advice. 
 
Depending on circumstances, your child may be invited to the annual review meeting 
too. 
 
How should I prepare for an annual review? 
Some time before the annual review, the head teacher at your childʼs school will write to 
you and invite you to submit your views – as well as those of your child. Consider how 



2 
SOS!SEN SPECIAL EDUCATIONAL NEEDS  |  REGISTERED CHARITY 1112475 

169b HIGH STREET, HAMPTON HILL, MIDDLESEX TW12 1NL |  HELPLINE 020 8538 3731  
 

he or she is progressing in relation to the needs and objectives outlined in their 
statement, and think about any changes that have occurred at school or at home 
(educational, behavioural, communication, etc.). Put all your concerns in writing and 
send in your views. Include copies of reports from any professionals who have seen 
your child since the last annual review. If you need help, ask the school or the Parent 
Partnership Service. 
 
The head teacher will also ask for the views of staff at the school, anyone he or she 
considers appropriate, and anyone specified by the local authority (perhaps an 
educational psychologist or a representative from the health or social services, for 
example). 
 
You should receive copies of all the reports received by the head teacher at least two 
weeks before the annual review meeting.  
 
What if I receive little or no paperwork in advance of an annual 
review?  
If you receive no paperwork prior to the meeting, insist before it starts that you are given 
time to read any reports you have not previously seen. Likewise, if your report has not 
been read by others attending the meeting, insist that they read it. If this happens more 
than once, you should be tough. Tell the school that you need more time and that the 
Code of Practice on this should be respected. Firmly request a change of date. 
  
What do I do if the people who should attend do not? 
If you think relevant people (such as the educational psychologist or speech and 
language therapist) will not attend the annual review meeting, make sure they send in 
reports. If the local authority is not sending one of its officers, make sure you are told 
why. If on the day relevant people are not there, insist that their reports are included in 
the head teacherʼs formal report back to the local authority. If no local authority officer is 
present (often the local authority educational psychologist is the only representative of 
the authority), you can request a meeting with the local authority. 
 
What happens at the annual review meeting? 
The meeting should begin by introducing those who are attending, detailing who was 
invited and is unable to attend, and confirming what reports have been circulated and 
read. 
 
The reports will form the basis of a discussion about how your child has progressed 
towards meeting the targets set out in their most recent IEP and the objectives set out 
in their statement. This should include an assessment of his or her current levels of 
attainment in literacy and numeracy, as well as their National Curriculum levels. Any 
changes in your childʼs circumstances, special educational needs, and requirements for 
support should be raised. If your child is attending the meeting, he or she should be 
allowed to speak. 
 
The meeting will consider the following questions: 

• Have your childʼs needs changed? 
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• Is your childʼs statement still appropriate? 
• If your child is currently in a special school, is he or she ready to move to 

mainstream? 
• If your child is currently in a mainstream school, should he or she move to a 

special school? 
• Should the local authority cease to maintain the statement? 
• Should the statement be amended? If so, why and how? 
• If the local authority provides transport to and from school, is it still needed? 
• Is any further action required? If so, what and by whom? 

 
If you (or your child) feel that changes should be made to his or her statement, this is 
the time to argue the case. 
 
Should I take notes or minutes? 
Take as many written notes as you can and compare them to the formal minutes or 
report sent out by the school following the meeting. If there are any significant 
differences, query them with the school. Ideally, ask the friend who goes with you to 
take detailed notes so you are left free to take part in the meeting. 
 
Can I tape record the meeting? 
Technically you can, but you may not use the recording as evidence. It is a good idea, 
however, to ask to record the meeting if you are a slow writer. Some schools refuse 
permission, in which case request that the report of the meeting explains why they 
refused. 
 
What happens after the annual review meeting? 
It is the job of the school to write a report of the annual review meeting. If it is agreed 
that changes to your childʼs provision should be made, the report will include the 
recommendations. If there is no agreement because conflicting opinions are expressed 
at the meeting, the school should nevertheless record the different views so that the 
local authority is aware of them. 
 
The report of the annual review meeting must be submitted to the local authority within 
ten school days of the meeting.  
 
The local authority will decide whether to make any amendments to your childʼs 
statement – or, in some cases, whether to cease to maintain it. 
 
What if I receive no paperwork afterwards? 
The school should send you a copy of the report within ten schooldays of the annual 
review meeting. If it doesnʼt come, ask the school why. Put your request in writing. 
 
Might there be a change in the help my child receives? 
It is at the annual review that any potential changes are discussed. This applies 
whether it is felt that your child may need additional support, or less. No change should 
be made without discussion at the annual review and without the local authority issuing 
a proposed amended statement. 
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Might my childʼs statement be changed? 
When the local authority receives the report of the annual review meeting, it will 
consider your childʼs statement in the light of any recommendations. However, there is 
no clear time limit, which often causes unnecessary delay. If the delay is unreasonable 
you should write to the authority. It may decide to maintain the statement unchanged, 
amend it, cease to maintain it, or carry out a statutory reassessment. In any case, it 
must write to inform you of its decision and the reasons.  
 
If you disagree with the decision, you may ask the local authority for a meeting discuss 
the potential changes they are proposing, but you are unable to appeal to the SENDIS 
Tribunal against changes to your childʼs statement until you have been issued the final 
amended version. 
 
What if I want my childʼs statement changed but the local 
authority refuses? 
In 2010 an amendment to the Education Act provided parents with a new right of appeal 
to the SENDIS Tribunal. Parents are now allowed to appeal to the Tribunal if their local 
authority does not amend their childʼs statement following an annual or interim review.  
 
The new legislation effectively allows for a statement to be organic, and so ends the 
sense of powerlessness parents have experienced when local authorities have simply 
refused to make changes. Parents can now appeal against the decision immediately 
instead of being made to go through the extremely daunting and potentially lengthy 
process of requesting statutory reassessment. 
 
Just one note of caution. Although it is clear that the new law does not require parents 
and schools to have specifically recommended amendments included in the report of 
the annual review, it would be very wise for parents to make it totally clear at review 
meetings that they do want changes. Send your views in writing before the review 
meeting, and ensure that your views are properly minuted in the final report. If they are 
not, send a letter to the authority recording your view. 
 
 
More information about annual reviews can be found in the SEN Code of Practice. 
 
 
 
 
 


