INFORMATION SHEET
ANNUAL REVIEWS
Note: this relates to ARs at schools. For children who are not in school, it is the duty of LAs
to arrange and chair AR meetings. For children in other provision such as nurseries, colleges
and PRUs the headteacher’s responsibilities pass to the head of the relevant placement.
What are annual reviews?
If your child has an Education Health and Care Plan (EHCP), 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 outcomes set in the plan are being achieved
consider whether the provision detailed in the education health care plan is still
effective and relevant
set new targets for the next 12 months.

When must an annual review be held?
Within 12 months of when the EHCP was first issued, and thereafter within 12 months of the
last review.
However, interim or emergency reviews can be held at any time, e.g. if the child’s situation is
deteriorating, there is a threat of exclusion, the school feels it is unable to meet the child’s
needs at any time. In that event the school can arrange the review and/or the parent can ask
the LA to arrange one.
In addition, for children in the 12 month period before a change of phase, reviews must be
timed so that they can be concluded and an amended EHCP be issued by 15 th February in
most cases, or 31st March for a move to a post 16 placement. For moves between post 16
placements, amended EHCPs must be issued at least 5 months before the new placement is
due to take effect.
If young people moving to post 16 placements do not meet the entry requirements for their
chosen course, or change their minds about what they want to do after the 31st March or 5
month deadline, LAs should review the EHCP as soon as possible.
1

The annual review is in four parts:
1. information is collected
2. the annual review meeting is held
3. the head teacher or SENCO writes a report of the review meeting and sends it to the
local authority
4. the local authority reviews the child’s plan.
The head teacher or SENCO of your child’s school will arrange for the annual review meeting
to be held at the school. Before the meeting they should ask for written reports from you,
your child’s teachers, and any other professionals who know and work with your child.
Who attends an annual review?
You may bring along a friend, adviser, relative or independent parental supporter if you wish.
One of your child’s 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, giving at least two weeks’ notice.
Depending on circumstances/age, your child may be invited to the annual review meeting
too. It may be worth asking them to prepare something giving their views.
How should I prepare for an annual review?
Some-time before the annual review, the head teacher at your child’s school will write to you
and invite you to submit your views – as well as collect the view and wishes of your child or
young person. Consider how he or she is progressing in relation to the needs and outcomes
outlined in their EHCP, 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.
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).
What if I receive little or no paperwork in advance of an annual review?
You will be sent a copy of all the reports that have been received before the meeting: the
Code of Practice states that this should be two weeks before, but so long as you have had
adequate time to consider the reports it is probably not worth insisting on this.
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If you are given new paperwork on arrival at the meeting, insist before it starts that you are
given time to read it. Likewise, if your report has not been read by others attending the
meeting, insist that they read it.
If necessary, tell the school that you need more time and that the Code of Practice on this
should be respected. If necessary, request a change of date: technically the AR is not valid if
you have not had adequate time to prepare.
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, try to make sure they send in reports. If
the local authority is not sending one of its officers, ask why. If on the day relevant people
are not there, press for their reports to be included in the head teacher’s 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 with introductions of those who are attending, detailing who was
invited and is unable to attend, and confirming what reports have been circulated and read.
It may be useful to ask for a copy of the agenda beforehand.
The CoP requires that the meeting should focus on the child’s progress towards achieving the
outcomes in the EHCP, whether changes are needed to the support specified for that
purpose, and whether the outcomes themselves should be changed.
The reports will form the basis of a discussion about how your child has progressed towards
meeting the targets and/or outcomes set out. This should include an assessment of their
current levels of attainment in literacy and numeracy, and other subjects where relevant.
Some reports can show assessment data in fairly obscure, difficult-to-understand formats; do
not be afraid to ask for full explanations, and make a note of them. It may be helpful to ask in
particular about rates of progress over the last year, and whether the gap between your child
and others in the class is narrowing. Any changes in your child’s 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 child’s needs changed?
Is your child’s EHCP 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? Is the school still able to meet the child’s needs?
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Should the local authority cease to maintain the EHCP?
Should the education health care plan 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 EHCP this is the time to
argue the case. Also, if you would like to consider arranging some of your child’s provision
under a Personal Budget, this is the time to raise the matter. The LA should refer you to
sources of advice and information, and there should be further information about this on
their Local Offer website.
For ARs from Year 9 onwards, ARs must include a focus on preparing for adulthood, and
transition planning resulting from this should be built into the EHCP. It is particularly
important to include the child/young person’s views on these issues. Representatives of post
16 organisations, particularly those the YP wants to attend, can be invited to these meetings,
and Year 9 meetings should focus on options for the next stage of education.
As the young person nears the end of formal education and if the plan is likely to be ceased
within 12 months, the review should focus on good exit planning with a view to ensuring
smooth transition planning for the next stage.
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?
Yes, but you may not use the recording as evidence unless a judge has given you permission.
There are various apps available for this purpose: make sure your phone is put into Airplane
mode.
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 child’s 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 and you
within two weeks of the meeting.
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The LA must then consider the report and decide whether it proposes to amend the ECP or
cease to maintain it, and must notify the parents and the school etc. within four weeks of the
AR meeting.
Might my child’s Education Health and Care plan be changed?
Yes, it might, but this is not automatic. It depends on whether those at the meeting consider
that it is still fit for purpose and up to date. In general, if your child is making adequate
progress with the support set out in the Plan, it should not need to be changed unless there
are major changes planned in future, e.g. a change of school.
Some parents worry that LAs may use an AR to take away provision ordered by a tribunal. It
is unlikely that they will do this within at least a year of the tribunal: they will be aware that,
if the parent has to appeal again, the next tribunal is unlikely to depart from its predecessor’s
opinion unless there has been a significant change in the child’s circumstances – and if the
LA’s action constituted a blatant attempt to undermine the tribunal’s ruling, the tribunal
might well consider a costs order against the LA.
When the local authority receives the report of the annual review meeting, it will consider
your child’s EHCP in the light of any recommendations, and must issue its decision within four
weeks of the meeting. If the LA decision is delayed and this is adversely affecting your child,
you can enforce the deadline by way of an application for judicial review in your child’s name
– but in practice simply threatening this is generally all that is required. The LA must notify
you whether it is going to maintain the EHCP as it is, amend it, or cease to maintain it. If it is
not going to amend it, or is ceasing to maintain it, it must notify the parents/young person of
their appeal rights, and give information about mediation and sources of support and advice.
If the LA proposes to amend the Plan, it must start the process without delay: however, no
time limit for this is specified. We would suggest that if the AR report spells out the
amendments required, it is reasonable to expect the LA to issue a draft plan almost
immediately. However, if it is necessary to obtain professional advice a little more time
should be allowed. If a full reassessment is required, that process should be started without
delay. The maximum time for this is 14 weeks from the date of the decision to reassess.
What is the process for amending an EHCP?
The LA must send a copy of the existing plan and a notice with details of the proposed
amendments, including copies of any evidence to support the proposed changes. The
parent/YP should be informed of their right to request a meeting to discuss this, and must
have at least 15 calendar days to comment on the proposed changes, including requesting
the school to be named.
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If the LA decides to proceed with amending, it must finalise the amended EHCP within 8
weeks of the original amendment notice. If it decides not to, it must notify the parents/YP,
explaining why, within the same time limit and give notice of appeal rights.
What if I want my child’s EHCP changed but the local authority refuses?
Parents can attend mediation and/or appeal to the Tribunal if their local authority does not
amend their child’s EHCOP following a review. When appealing, they can appeal against the
entire contents of the Plan, irrespective of whether they have requested the changes in
question during the AR meeting or not. It is however obviously helpful if all the relevant
changes have been discussed during the meeting.
What if the LA decides to cease to maintain the Plan?
The LA can only do this if it determines that a Plan is no longer necessary (e.g. if the CYP no
longer needs the specified SEP), or if it is no longer responsible for the child. For a YP over
19, the LA must take account of whether the education/training outcomes in the EHCP have
been achieved. LAs must not cease to maintain simply because the YP is 19 or over.
An LA is no longer responsible if:
 A YP leaves education to go into paid employment (including employment with training,
but excluding apprenticeships)
 The YP goes into HE
 The YP leaves education and no longer wishes to engage in further learning
 The CYP has moved to another LA area
If an EHCP is being ceased because the child is going into Higher Education, this should not
take effect until they have actually reached university. In most cases whether the child goes
to university is uncertain until A Level results have been received, and unfortunately it is not
unknown for a child with SEN who attains a university place to be unable to cope with going
there.
Note: where the YP under 18 is excluded or leaves voluntarily, the LA must not cease the
EHCP, unless it is no longer necessary: the focus of support should be on re-engaging the P in
education or training as soon as possible, and the LA must review the EHCP and amend it as
appropriate to try to re-engage the YP in education or training.
If a YP over 18 leaves education or training before the end of their course, the LA must review
the EHCP to determine whether the YP wishes to return; if they do, and if it is appropriate,
the LA must amend the EHCP as necessary and continue to maintain it.
If an LA is considering ceasing to maintain it must inform the parent/YP and consult them plus
the school etc. named in the EHCP. If it decides to cease to maintain, it must notify the
parents/YP of their right to appeal and give mediation information. Usually support should
6

continue to the end of the academic year. If a YP reaches their 25 th birthday before their
course has ended, the EHCP should be maintained to the end of that academic year.
Note: if the LA decides to cease to maintain, it must continue to maintain the EHCP and the
education provision specified in it at least until appeal rights have expired or any appeal has
been concluded.
More information
More information about reviewing an Education Health Care Plan within 12 months can be
found in the SEN Code of Practice Paragraph 9.169; and information on reviews and reassessment in the Children and Families Act 2014 section 44(1)(a).
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