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This guidance was revised by the Directorate of Children’s Services and Learning, Special Educational Team Service in December 2006.

If you have any comments, revisions or additions you would like to make, we would welcome your views.

Please contact:

Jean Forfitt

Senior Special Needs Officer

Southampton City Council

4th Floor (South)

Marland House

(off Civic Centre Road)

Southampton  SO14 7PQ

Tel No:
023 8083 3281

Fax No:
023 8083 3290

Email@
jean.Forfitt@southampton.gov.uk
This guidance is also available on the Southampton City Council website @ www.southampton.gov.uk
The Annual Review 

Guidelines for Schools

The Annual Review - Guidelines for Schools

Introduction

The school must have a copy of the statement of special educational needs.  The statement consists of the statement cover and all the appendices.  The statement  and any previous reviews must be available to all those who work with the child in order to inform the individual education plan (IEP).  The IEP should be updated when the annual review is completed and new targets set and reviewed at least termly.

These guidelines provide specific advice and guidance to schools and independent non-maintained schools which provide placements for Southampton children with Statements of Special Educational Needs.

Further information is to be found in Chapter 9 of the SEN Code of Practice pages 121-134 and section 9 of the SEN Toolkit.

Purpose of the Annual Review

The annual review should aim:

· to assess the child’s progress towards meeting the long term objectives specified in the statement and to collate and record information that the school and other professionals can use in planning their support for the child

· in the case of the first annual review, to assess the child’s progress towards meeting the targets agreed and recorded in the IEP’s following the making of the statement; and in the case of all other annual reviews to assess progress towards the targets in the IEP’s set at the previous review

· to review the special provision made for the child, including the appropriateness of any special equipment provided, in the context of the National Curriculum and associated assessment and reporting arrangements.  Where appropriate, the school should consider providing a profile of the child’s current levels of attainment in basic literacy, numeracy and life skills for pupils being assessed with P - levels, and English, Maths and Science for pupils under National Curriculum level 1, and a summary of progress achieved in other areas of the curriculum, including the National Curriculum.  Where the statement involves a modification or disapplication of the National Curriculum, the school should indicate what special arrangements have been made for the child

· to consider the continuing appropriateness of the statement in the light of the child’s performance during the previous year, any additional special educational needs which may have become apparent in that time and any needs that have been met and are no longer an issue, and thus to consider whether to cease to maintain the statement or whether to make any amendments, including any further modifications or disapplication of the National Curriculum, and

· if the statement is to be maintained, to set new targets for the coming year; progress towards those targets can be considered at the next review.

Objectives and Targets

For practical purposes in Southampton the following distinction is made:

· long term objectives: the overall objectives set for the child’s progress for the duration of the statement 

· annual objectives: the medium term objectives set for the year

· targets: specific short term targets related to the established long term objectives and annual objectives will appear in the IEP which should be reviewed on at least a termly basis.

The Timing of the Annual Review

The annual review process must be completed within one year of the date of the final statement and within each twelve months thereafter.   The process is not complete until the Local Authority (LA) has circulated its recommendations, this can be up to six weeks after the annual review meeting is held.

The annual review can be brought forward and this is sometimes helpful or necessary to:

a) bring the annual review meeting in line with the school’s other arrangements for reporting to parent(s)/carer(s)

b) spread annual reviews evenly over the year where there are many children with statements

c) deal with annual reviews at a single point of the school year where there are only a few children with a statement

d) reflect the circumstances of the child and the need for early decisions to be made regarding transfer between phases

e) enable the LA to respond to an exceptional change in circumstances.

If the annual review is to be brought forward, the parent(s)/carer(s) should be consulted and the SEN Team informed.  Ideally, arrangements for bringing dates forward should be made at the beginning of the academic year.

The annual review cannot legally be delayed for over 1 year from the date of the statement or the date the LA issued recommendations from the previous review.

Initiating Action

As advanced warning, the SEN Team will provide each school with a list of children with statements and the completion date for each annual review.  This will be in the form of a printout issued on an annual and termly basis.  This list will be copied to Health and Social Services professionals and the Southampton Educational Psychology Service.  In Year 9 and above it will also be copied to the Connexions Service.

The LA formally initiates the review when the SEN Team writes to the school providing the list of children requiring an annual review and asking the Headteacher to convene the review meeting.  You will need to invite the appropriate people to attend and invite them to submit written reports.

A separate parent(s)/carer(s) booklet about annual reviews is published and can be found on the Southampton City Council website @ www.southampton.gov.uk.

The annual review meeting should be held six weeks before the completion date.  The completion date for the annual review is marked by the circulation of the LA’s recommendations at the end of the process and it is this that must be achieved within the 12 months timescale.

Seeking Written Advice

In preparing for the review meeting, the Headteacher must request written advice from:

· the child’s parent(s)/carer(s)

· anyone specified by the LA, or,

· anyone else the Headteacher considers appropriate.

If you are aware that a parent/carer will have difficulty in responding in writing you may wish to put them in touch with the Southampton Parent Partnership Service.  Telephone number Helpdesk 023 8055 7607.

The child should also be encouraged to give his/her views and/or make a written contribution where he/she is able to do so.  The school will need to consider how the child can be supported to do this.  A suggested format is given with the Child’s Contribution to the Annual Review – Guidelines for Schools and an electronic copy can be accessed via the Southampton City Council website @ www.southampton.gov.uk.

The written advice will be used as the basis for the discussion at the review meeting and should relate to:

· the child’s progress towards meeting the objectives in the statement and from subsequent annual reviews and any short term IEP targets to help meet the objectives

· the application of the National Curriculum 

· the progress the child has made in their behaviour or attitude to learning

· the child’s current non-educational needs/provision

· the continued appropriateness of the statement

· any transition plan (for Year 9 or above young people)

· any amendments to the statement

· whether the statement should cease to be maintained.

All of the above points must be covered when the Headteacher asks for advice from parent(s)/carer(s).  From others, the Headteacher can ask for advice generally or select specific advice to be given by individuals.

Health Authorities or Social Services Departments are required by section 322(1) of the Education Act 1996 to respond to the Headteacher's request for written advice unless they can show:

· that such advice would not help the school meet the child’s needs

· that the Health Authority does not have the resources available to enable them to comply with the request

· that the Social Services Department consider the request is incompatible with other statutory duties.

At least two weeks before the date of the meeting, the Headteacher must circulate copies of all the advice received to all those invited to the meeting, inviting additional comments, including comments from those unable to attend.

If requesting written advice from other professionals, it is therefore important to request this at least eight weeks ahead of the annual review date.

The Annual Review Meeting

The Headteacher must invite:

· the child’s parent(s)/those with parental responsibility (if the child is looked after, under a care order, the child’s social worker, residential care worker or foster  parents)

· a relevant teacher

· a representative of the relevant LA

· any person specified by the LA

· any other person the Headteacher considers appropriate (for example, the Connexions Personal Adviser in Year 9 and above).

Wherever possible, children should also be actively involved in the review process, attending all or part of the review meeting.

Parent(s)/carer(s) may need support in attending reviews and help in writing advice, especially for a first review.  This is of particular importance where the parent(s)/carer(s) might have a communication difficulty because their first language is not English or because of a sensory impairment.  Alternative communication systems might be required or the timescales planned to take account of the need for particular arrangements to be made.

Children Looked After by the Local Authority

Where the child with a statement is subject to a care order, the local authority designated by the order will share parental responsibilities with the child’s birth parents.  Such a child might be looked after by the local authority in a residential or foster placement, or might live at home.  The extent of the contribution to be made by the child’s parent(s)/carer(s), the residential care worker or foster parents and the social worker should be determined by the Headteacher in consultation with the child’s social worker.  Where the local authority accommodates the child with a statement the child’s parents retain parental responsibility for that child.

Where a child is subject to a care order, an education supervision order, or is accommodated by the local authority, the local authority social worker must include information on the arrangements for the education of the child within the Child Care Plan and review the plan.  The Child Care Plan must incorporate a Personal Education Plan completed by the social worker in consultation with all the professionals involved.  This plan sets out the educational arrangements for the child and should include information from the statement, the annual review and IEPs.

LA Officer Attendance at Annual Reviews

It is unlikely that all relevant professionals will be able to attend all review meetings.  When invitations are sent out it is advisable to indicate if there is a high priority placed on the individual’s attendance and the nature of concerns.  It would be helpful to provide the SEN Team with a list of children for whom attendance by a LA Officer is regarded as necessary.  It is not feasible, or appropriate, for an Officer from the SEN Team to attend all the annual reviews of statements.  However, attendance is considered in the following circumstances:

a. where the annual review was arranged by the SEN Team (e.g. children being educated at home).

b. situations where the child is out of school.

c. cases where a significant change is likely to be recommended.  For example, placement, provision, or ceasing to maintain the statement.

d. situations where particular difficulties are being experienced by the school.

e. secondary transfer Year 5 annual review.

Conduct of the Review Meeting

Issues relating to the funding of statements should be discussed between the school and the SEN Team.  It is not appropriate for these discussions to form part of the annual review process or to involve parent(s)/carer(s).

The Headteacher carries responsibility for chairing the meeting and, given the need to take notes of the key points and recommendations, may wish to arrange for an additional member of staff/administrative assistant to act as scribe.

The SEN Toolkit (Section 9) advises that schools should have a consistent format for annual review meetings and suggests this should include:

· introductions

· confirmation of reports received and read

· review of progress since the statement was issued or the last review

· recommendations

· planning for the next 12 months

· other issues requiring action

· arrangements for the next review

· an explanation of what happens next.

More specifically, in the light of the reports, those present at the meeting should consider the following:

· the child’s/young person’s views

· the parent(s)/carer(s) views

· the child’s/young person’s overall progress over the past year, especially in relation to each special educational need

· the child’s/young person’s progress towards meeting the overall objectives set out in the statement

· the successes the child/young person has achieved in meeting the targets in the IEP and the objectives set out in the statement

· National Curriculum levels including the most recent end of key stage assessment

· the child’s/young person’s current levels of attainment in literacy and mathematics

· comments upon any continuing difficulties, noting successful strategies

· any new targets to be set to meet the objectives set out in the statement

· whether any additions or amendments should be made to an existing transition plan

· any significant changes in the child’s/young person’s special educational needs

· any changes to requirements for equipment, aids and access. 

Furthermore, the following issues should be considered and discussed, and consequent recommendations should be recorded with reasons:

· does the statement remain appropriate?

· is the child/young person fully included within their school community? If not how can this be accomplished?

· is the child/young person ready to be included in a mainstream environment?

· what does the child/young person need in order to be included successfully?

· is any further action required and if so by whom?

· have the child’s/young person’s needs changed?

· should the LA cease to maintain the statement?

· should the statement be amended? If so, why and how?

· are there any other significant recommendations?

A review meeting may make recommendations on any of the matters listed above.  As the annual review updates the statement on an annual basis, an amended statement is only likely to be proposed when there is a change of placement.  

· significant new evidence having emerged which is not recorded in the statement

· significant needs recorded on the statement no longer being present

· the provision needing to be amended to meet the child’s/young person’s changing needs and the targets specified at the annual review meeting, or

· the need to consider a change of schools e.g. when the child’s needs would be more appropriately met in a different specialist school or a mainstream school.

In the circumstance of differing opinions being expressed at the meeting, these views should be recorded so that the LA is aware of the views of those present. If all those present cannot agree to the recommendations, the Headteacher should ensure that this disagreement is recorded together with the reasons for it. 

Clearly the above list does make for an extensive agenda. To provide structure and to support the appropriate coverage of these items, a model Agenda for Annual Review Meetings form is presented as an Appendix.  This agenda links with the Headteacher’s Report of the Annual Review Meeting and Recommendations.
The decision as to whether or not to amend the statement rests with the LA.  The review meeting and the review report may also recommend that the LA should cease to maintain the statement.

Submitting the Report

Following the annual review meeting the Headteacher must prepare a report, and submit it to the LA no later than 10 school days after the annual review meeting or the end of that school term, whichever is earlier.  The Headteacher must send a copy of the report to all concerned in the review, including the parent(s)/carer(s) and any relevant professionals.  This should include all those who attended the review and those who were invited but unable to attend.

The Headteacher should make sure that the recommendations are clear and that any relevant professional reports are appended to the review report so that the LA is able to review the statement and make decisions without any unnecessary delay.  A recommended format and guidance about completion of the review report is given as an Appendix and an electronic version can be accessed via the Southampton City Council website www.southampton.gov.uk.

The Role of the LA After Receiving the Review Report

The LA must then consider the statement, in the light of the review report and recommendations and any other information they consider relevant.  The LA must decide whether to accept the Headteacher’s recommendations.  In particular, the LA must decide whether to amend or cease to maintain the statement.  This is normally done through the SEN Panel process to ensure transparency and consistency in decision-making.  An electronic version of the annual review report will be required for SEN Panel and this will replace the former referral form.  The LA must send a copy of its decision on these matters to the Headteacher, the child’s parent(s)/carer(s) and anyone else they think appropriate by the completion date, normally as soon as possible after the annual review meeting was held.

Where the decision is to amend the statement, the LA will advise parent(s)/carer(s) about the process.  A statement will be amended if there are significant changes in the child’s special educational needs, the appropriate provision and/or placement which need to be recorded.  The annual review report will be the key document to enable the amendment to be made.

Exceptionally, a further statutory assessment may be considered in which case clear supporting evidence based on the annual review report will be essential.

For the sake of clarity, the advice above refers to the Headteacher. The Code of Practice makes it clear that the Headteacher can delegate all or some of the duties and functions described.  Headteachers retain responsibility for ensuring that the proper procedures are followed.

Annual Review Procedures

Initiating Action
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Example of Timescale:

Statement of special educational needs finalised 25 March.

The entire process must be completed by 25 March the following year.

The LA will wish to receive the annual review report by 21 February the following year.

1. October: school receives list of all children with statements whose annual reviews are due in the following spring term.  This list is copied to Educational Psychologists, Health, Social Services and Connexions Service (Year 9 and above).

2. To allow time for the annual review report to be written, the Headteacher has scheduled the annual review meeting for 31 January.

3. 6 December: the Headteacher writes to all involved parties inviting them to submit written advice by 11 January and attend the annual review meeting on 31 January.

4. On 17 January, the Headteacher circulates all the written evidence to those invited to attend the annual review meeting.

5. 31 January meeting takes place.

6. 11 February report circulated to LA SEN Team, EPS and those who attended the meeting.

7. LA makes recommendations by 25 March and the annual review of the statement is completed.

Phase Transfers

In order to ensure that full discussion of secondary transfer takes place at an appropriate time to suit the timing of secondary transfer for all children, it is recommended that children in Year 5 have a review during the spring or summer term of Year 5.  This will mean that children due for review following the normal statutory timescale during the autumn term of Year 5 will need a second review in the summer term of Year 5.

Helpful Hints on Good Practice

1. Allow adequate time for the review, normally at least an hour.

2. Follow the advice available on managing meetings, such as providing an appropriate venue, introducing participants making clear the purpose of the meeting.  This is an important meeting for parent(s)/carer(s) and their child and they deserve consideration.

3. For some parent(s)/carer(s), it may be helpful to set a clear timescale to complete the review and this should be explained at the start of the meeting.

4. The annual review form should be completed before the meeting excluding Section 10.

5. The annual review form should be available at the meeting and updated/amended following the meeting.  Copies of the child’s statement should also be available at the meeting.

6. Some parent(s)/carer(s) may find it helpful to have a simple agenda set prior to the meeting to help them follow the annual review format.

7. It is not necessary in most reviews to take minutes of the meeting as the annual review form is a summary of the meeting but it may be helpful to have a scribe to write any changes to the annual review summary form.

8. Consider carefully how to involve the child in the meeting before, during and after the review.  See section on Child’s Contribution to the annual review for advice on involving young people fully.

Appendices

Annual Reviews
MODEL LETTER: INVITATION TO PARENT(S)/CARER(S) TO ATTEND THE ANNUAL REVIEW MEETING (UP TO AND INCLUDING YEAR 8)

Dear ………………..

Re: Annual Review Meeting

Each year we meet to talk about ………………’s special educational needs.

This year we are planning to meet at (the school / setting) on (date) at (time). 

If this is not a convenient date for you please contact me as soon as possible.

Your views are important and it is very helpful to have these in writing. I have, therefore, enclosed some questions you might like to consider.  You may complete this form, or send your views in your own words; either way please let me have them by (date). If you would like any help to do this, please contact the Southampton Parent Partnership Service. 

Your views will then be copied and sent to everyone invited to ……………..’s review meeting. You will be sent copies of other people’s views to read before the meeting. This will be done at least two weeks beforehand, as required by the Special Educational Needs Regulations.

I hope that you will be able to attend this meeting, as it is very important for us to be able to share our views to ensure that we are meeting ………………’s needs, and to help us to make plans for his/her future. The Local Authority has also been invited to send a representative. Even if you are unable to attend, your written comments will be most helpful in making sure that we take full account of your views and any issues that concern you.  

You are welcome to bring a friend, relative, adviser or Independent Parent Supporter. Please let me know before the meeting if you wish to do so, to help with the planning.

I look forward to receiving your written comments by (date) and seeing you on (date).

Yours sincerely,

Headteacher

MODEL LETTER: INVITATION TO PARENT(S)/CARER(S) TO ATTEND THE ANNUAL REVIEW MEETING (YEAR 9 AND ABOVE)

Dear ………………

Re: Annual Review Meeting

Each year we meet to talk about ………………’s educational needs.

This year we are planning to meet at (the school / setting) on (date) at (time). If this is not a convenient date for you please contact me as soon as possible.

As …………….. is now in Year 9(10/11/12/13) we will be looking ahead to plan for his/her future education and progression into adult life. You may like to think about your hopes for ………………’s future and how you can help him/her prepare for adulthood.  A member of the Connexions Service will also attend this meeting; they will be able to explain some of the options that could be considered for ………... during (his/her) last years at school and beyond. The Local Authority has also been invited to send a representative.

Your views are important and I have enclosed a form for you to complete and return by (date). If you would like any help in completing the form, please contact the Southampton Parent Partnership Service.

Your views will then be copied and sent to everyone invited to ………………’s review meeting. You will be sent copies of other people’s views to read before the meeting. This will be done at least two weeks beforehand, as required by the Special Educational Needs Regulations.

The Local Authority will need to liaise with Social Services to determine whether your child is considered to be a disabled person as required by Section 5 of the Disabled Persons Act 1986.  Not all children with a statement are considered disabled.  Social workers will carry out their own assessment to determine what advice, care and support they can offer to you and your child.  An assessment must be carried out but your child does not have to be registered if you do not agree.

I hope that you will be able to attend this meeting as it is very important for us to be able to share our views to ensure that we are meeting ………………’s needs, and to help us to make plans for his/her future. Even if you are unable to attend, your written comments will be most helpful in making sure that we take full account of your views and any issues that concern you.  

You are welcome to bring a friend, relative, adviser or Independent Parent Supporter. Please let me know before the meeting if you wish to do so, to help with the planning.

I look forward to receiving your completed comments form by (date) and seeing you on (date).

Yours sincerely,

Headteacher

PARENT(S)/CARER(S) ANNUAL REVIEW CONTRIBUTION FORM
Child’s Name ……………………………………………….   Date of Birth .…../……/…..

Parent/carer name[s] ………………………………………

Date of Meeting …………………………………………….

I / we will be attending the Annual Review meeting     
YES / NO 

1. How well do you think your child has done over the last year?

…………………………………………………………………………………………...…….….….

…………………………………………………………………………………………..…..…….….

…………………………………………………………………………………………….………….

…………………………………………………………………………………………….………….

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

2. What do you think has helped your child, and what, if anything, has held your child

    back?

…………………………………………………………………………………………...…….….….

…………………………………………………………………………………………..…..…….….

…………………………………………………………………………………………….………….

…………………………………………………………………………………………….………….

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

3. In your view, have there been any significant changes in your child’s special

    educational needs in the last year?

…………………………………………………………………………………………...…….….…

…………………………………………………………………………………………..…..……….

…………………………………………………………………………………………….………….

…………………………………………………………………………………………….………….

………………………………………………………………………………………………………..

4. Do you think Part 2 of your child’s Statement needs to be changed? 
      YES / NO

(This will only be necessary if the needs have changed significantly as the annual review up dates the statement on an annual basis)

    [If you would like another copy of your child’s Statement, please contact me or the Local

    Authority]

5. Is there anything specific you would like your child to achieve within the next year?

…………………………………………………………………………………………...…….….….

.…………………………………………………………………………………………..…..…….…

..…………………………………………………………………………………………….………...

…………………………………………………………………………………………….………….

6. Is there anything else you would like to discuss at the meeting?

…………………………………………………………………………………………..…..…….….

…………………………………………………………………………………………….………….

…………………………………………………………………………………………….………….

………………………………………………………………………………………………………..

Signature …………………………………… 

Date ……………………

Relationship to Child …………………………………………

Please return this form to the school by the date shown on the attached letter so it can be circulated in advance of the meeting.  Thank you.

PARENT(S)/CARER(S TRANSITION REVIEW CONTRIBUTION FORM 

[Year 9 onwards]

Child’s Name ……………………………………………….   
Date of Birth .…../……/…..

Parent/carer name[s] ………………………………………

Date of Meeting …………………………………………….

I / we will be attending the Annual Review meeting     
YES / NO 

1. How well do you think your child has done over the last year? 

…………………………………………………………………………………………...…….….….

…………………………………………………………………………………………..…..…….….

…………………………………………………………………………………………….………….
…………………………………………………………………………………………...…….….….
2. What do you think has helped your child, and what, if anything, has held your child back? 

…………………………………………………………………………………………...…….….….

…………………………………………………………………………………………..…..…….….

…………………………………………………………………………………………….………….

…………………………………………………………………………………………….………….

3. In your view, have there been any significant changes in your child’s special educational 

    needs in the last year? 

…………………………………………………………………………………………….………….

…………………………………………………………………………………………...…….….…

…………………………………………………………………………………………..…..…….…

………………………………………………………………………………………….……………

4. Do you think Part 2 of your child’s Statement needs to be changed?
 YES / NO

    (This will only be necessary if there is a significant change in needs as the annual review up    dates the statement on an annual basis)      

    [If you would like another copy of your child’s Statement, please contact me or the Local

    Authority]

5. Is there anything specific you would like your child to achieve within the next year? 
…………………………………………………………………………………………...…….….….

…………………………………………………………………………………………..…..…….….

…………………………………………………………………………………………….………….

…………………………………………………………………………………………….………….

6. Transition Planning: What hopes do you have for your child’s adult life?

…………………………………………………………………………………………...…….….….

…………………………………………………………………………………………..…..…….….

…………………………………………………………………………………………….…………..

………………………………………………………………………………………………….……..

7. Transition Planning: What hopes does your child have for the future?

…………………………………………………………………………………………...…….….….

…………………………………………………………………………………………..…..…….….

…………………………………………………………………………………………….………….

……………………………………………………………………………………………………….

8. Transition Planning: What do you think would help your child to prepare for the future?

…………………………………………………………………………………………...…….….….

…………………………………………………………………………………………..…..…….….

...…………………………………………………………………………………………….………..

………………………………………………………………………………………………………..

9. Is there anything else you would like to discuss at the meeting?

………………………………………………………………………………………….………….…

…………………………………………………………………………………………..…..…….….

…………………………………………………………………………………………….………….

…………………………………………………………………………………………….………….

Signature …………………………………… 

Date ……………………

Relationship to Child …………………………………………

Please return this form to the school by the date shown on the attached letter so it can be circulated in advance of the meeting.  Thank you.

INVITATION TO CHILD TO ATTEND THE ANNUAL REVIEW MEETING

An informal acceptance may suffice or include a simple written acceptance.


AGENDA FOR ANNUAL REVIEW MEETINGS (Headteacher’s version)  

(You will need to have copies of the current statement, but not the appendices, for all attendees)

1. Introductions 

· Circulate the attendance sheet for completion.

· Confirm written contributions to the review. (NB Where reports that have not been circulated in advance are to be tabled at the meeting, these should be made available before the start to facilitate reading).

2. Review actions agreed at the last annual review

3. Review the accuracy of Parts 1 and 2 of the statement

· Confirm with the parents that all the details in Part 1 (front cover) are correct.

· Review whether there are any significant changes to the child’s needs which may require the statement to be amended.

4.   Review the child’s progress since the statement was issued/last reviewed
      In the light of any views expressed the review meeting should consider:

· the child’s progress towards meeting each of the overall objectives in Part 3 of the statement

· any continuing difficulties with some insights into strategies and approaches that have proved effective.

5.   Attainment

Review National Curriculum levels / P Scales and most recent Key Stage assessment, levels of attainment in core subjects, standardised test results and external examination grades.

6.   Views and personal achievements

      The following should be considered:

· the child/young person’s views

· the views of the parents/carers

· other relevant contributions.

7.   Review other associated plans (as appropriate)

· If the young person is in Year 9 or above the transition plan needs to be prepared or reviewed.
· If the child/young person is ‘looked after’, confirmation is needed that the school has a current Personal Education Plan. This should be reviewed if the annual review and LAC review meetings are linked together.
· If the child/young person has a Health Care Plan, this should be reviewed.
8. Future planning

· Priority target areas must be set for the next twelve months (or whatever period is appropriate). NB These can be translated into precise targets after the meeting.

· Future provision should be discussed at phase transfer reviews.

9.  Travel (special schools only)

· If appropriate.

10.  Recommendation

· Should the LA be recommended to cease to maintain the statement?

· Should the LA be advised that amendments are recommended? 
· Statements need updating from time to time and amendments are likely to be recommended if:

· significant new needs have been identified during the review process

· objectives have been met, or provision is no longer required. 
· Should the LA be recommended to maintain the statement with no amendments?

· Are there any other significant recommendations? 

· Where it is decided to take action on any matter, the meeting should agree who is responsible.  If it is agreed to refer to an external agency, the Headteacher should take the lead with appropriate LA consultation).

NB.  Parents/carers should be advised that a report of the meeting and recommendations will be sent to the LA who will then give consideration to the recommendations of the meeting.

11.  Date of the next Annual Review meeting

 12.  Any other business

AGENDA FOR ANNUAL REVIEW MEETINGS   

1. Introductions 

2. Review actions agreed at the last Annual Review

3. Review the accuracy of Parts 1 and 2 of the statement

4.   Review the child’s progress since the statement was issued/last reviewed
5.   Attainment

6.   Views and personal achievements

7.   Review other associated plans 

8. Future planning

9. Travel (special schools only) – if appropriate

10. Recommendations

11. Date of the next Annual Review meeting
12. Any other business
HEAD TEACHER’S REPORT OF THE ANNUAL REVIEW MEETING

AND RECOMMENDATIONS
  SECTION 1 – CONFIRMATION THAT PART 1 OF THE STATEMENT IS ACCURATE.

	Date of Meeting:       

	1a.  Name of Child/Young Person

Legal Surname       
Known as (if different to above)       
First name(s) (please give first name in full, as registered)       
D o B                    Gender  FORMDROPDOWN 

NC Year   FORMDROPDOWN 

LAC      Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

	Address (including postcode)
     
Same address as last year? Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

Contact tel. no.       

	School       
Admission Date       
Date Statement Issued       
	Year Group       
Is the child/young person placed out of their chronological year group? Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	Attendance (please give the % of attendance per term)

An authorised copy of the attendance data could be attached instead.

     
	Autumn
	Spring
	Summer

	
	     
	     
	     
	     
	     
	     

	1b.  Details of those with Parental Responsibility

	Title:   FORMDROPDOWN 
 (please select from menu)   

Surname                                             

First name (in full)       
Relationship to Child/Young Person

     
	Address (if different to child) 

     
Contact tel. no. (if different to child)
     

	Title:   FORMDROPDOWN 
 (please select from menu)  

Surname       
First name (in full)       
Relationship to Child/Young Person

     
	Address (if different to child)
     
Contact tel. no. (if different to child)
     


1c.  ATTENDEES – please note that the child/young person is expected to attend the review or a part of it. 

Circulate this sheet for completion by those present – if attendees are encouraged to record their address it will save you time and ensure they receive a copy of this report promptly.

	Names of those invited to the Annual Review meeting
	Attendance

YES/NO
	Apologies received

YES/NO
	Written contribution/

advice/report

YES/NO
	Role
	Address for correspondence

(include e-mail address if possible)

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	Pupil
	As shown on front sheet

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	Parent
	As shown on front sheet 

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     


Agreed level of child involvement in the Annual Review meeting:

SECTION 2:  MATTERS ARISING FROM LAST ANNUAL REVIEW 

(This section must be completed in full). 

	2a.      Review of actions agreed at the last Annual Review.

	Action
	By whom
	Outcome

	     
     
     
     
     

	     
     
     
     
     
	     
     
     
     
     


2b.
Child’s / young person’s strengths

     
2c.
Targets set by school and worked towards since Statement / last Annual Review:

     
2d.
Extent to which all the targets set by school have been met

For each target, describe child’s/young person’s current skills and if target has been met, partially met or not met.

     
2e.
Factors identified as affecting the achievement of targets, such as significant changes in child’s/young person’s circumstances

     
SECTION 3: REVIEW PART 2 OF THE STATEMENT  

	3a.  Confirmation that the description of needs is still appropriate.  

Please refer to DCSF Guidelines for description of these categories

	Type of SEN

Highlight one only
	Categories of SEN  

	
	Primary Need

Mark one only
	Additional Needs

Mark as appropriate

	
	
	

	Communication &  Interaction
	Speech, Language and Communication
	 FORMCHECKBOX 

	Speech, Language and Communication
	 FORMCHECKBOX 


	
	Autistic Spectrum Disorder
	 FORMCHECKBOX 

	Autistic Spectrum Disorder
	 FORMCHECKBOX 


	
	
	

	Cognition & Learning
	Specific Learning Difficulties
	 FORMCHECKBOX 

	Specific Learning Difficulties
	 FORMCHECKBOX 


	
	Moderate Learning Difficulties
	 FORMCHECKBOX 

	Moderate Learning Difficulties
	 FORMCHECKBOX 


	
	Severe Learning Difficulties
	 FORMCHECKBOX 

	Severe Learning Difficulties
	 FORMCHECKBOX 


	
	Profound and Multiple Learning Difficulties
	 FORMCHECKBOX 

	Profound and Multiple Learning Difficulties
	 FORMCHECKBOX 


	
	
	

	Behavioural, Emotional & Social Development
	Behavioural, Emotional and Social Difficulties
	 FORMCHECKBOX 

	Behavioural, Emotional and Social Difficulties
	 FORMCHECKBOX 


	
	
	

	Sensory and/or Physical Needs
	Hearing Impairment
	 FORMCHECKBOX 

	Hearing Impairment
	 FORMCHECKBOX 


	
	Visual Impairment
	 FORMCHECKBOX 

	Visual Impairment
	 FORMCHECKBOX 


	
	Multi-sensory Impairment
	 FORMCHECKBOX 

	Multi-sensory Impairment
	 FORMCHECKBOX 


	
	Physical Difficulties
	 FORMCHECKBOX 

	Physical Difficulties
	 FORMCHECKBOX 



	3b.  Is Part 2 of the Statement still an accurate description of the

       child’s/young person’s educational or non-educational needs?
	Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 


	If ‘NO’ please note significant changes in the child’s/young person’s primary and additional needs and append supporting evidence (e.g. Educational Psychologist’s report).

 FORMCHECKBOX 
       
 FORMCHECKBOX 
       
 FORMCHECKBOX 
       
 FORMCHECKBOX 
       


	3c.  Details of existing provision including from school or LA i.e. Outreach Service,

       EWS, PSS and Health provision.  (Please attach timetable of support in school).

	     



SECTION 4: REVIEW OF PART 3 OF THE STATEMENT 

Broad objectives that the provision should aim to meet.

	Copy or cut and paste objectives from the statement into this space - reference objectives by numbers. 

	     



	Part 3a Objectives
	*1
	*2
	*3
	*4
	*5
	*6
	*7
	*8
	*9
	*10

	Progress
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	No Progress
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Some Progress
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Good
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Achieved
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	No Longer Relevant
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments


	     


Progress should be judged against the descriptions from the SEN Code of Practice 2001 section 6:49.

SECTION 5: ATTAINMENT 

	5a.  Foundation Stage / Early Learning Goals Profile Scores

     



5b.  Assessment of the child’s achievements in the core subjects

	Subject
	Level achieved NC or P level
	Level working on NC or P level
	Relevant assessment/ test results 

(please specify e.g. SATs)

	En1. Speaking and Listening
	     
	     
	     

	En2. Reading
	     
	     
	     

	En3. Writing
	     
	     
	     

	Combined English score
	     
	     
	     

	Combined Maths score
	     
	     
	     

	Combined Science score
	     
	     
	     

	ICT
	     
	     
	     

	Other significant subjects or curriculum areas

	Personal & Social Development
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	5c.  Details of any modifications, disapplications or arrangements made to deliver a        broad and balanced curriculum.

     
5d.  Extent to which any arrangement has been effective.

     



SECTION 6: VIEWS AND PERSONAL ACHIEVEMENTS

(This section must be completed in full).
	6a. Child’s/young person’s views.

      Please confirm that the child/young person’s views using an appropriate format 

      are appended to this report                                                                            

 (only ONE version necessary).                                                                     YES/NO

      If the child’s/young person’s views are not available please give the reason for this. 

     

	Key personal achievements reported by child/young person.

     


	Any additional comments expressed by the child/young person at the meeting.

     



	6b. Views of the parents/carers.
      Please confirm that views are appended to this report.                  YES/NO

      If they are not available please give the reason for this.

     


	Key personal achievements reported by parents/carers at the meeting.

     

	Any additional comments expressed by the parents/carers at the meeting.

     


	6c. Additional comments - note other relevant contributions to discussion.
     


SECTION 7: REVIEW OF RELATED PLANS – as appropriate

7.a Transition Plan (only applies to young people in Year 9 and above). 

	If the young person is in Year 9, please confirm that a Transition Plan has been prepared and is attached. 

(Please give reasons if Transition Plan is not available)
     

	YES/NO

	If the young person is in Year 10 or above, please confirm that the reviewed Transition Plan is attached.

(Please give reasons if review of Transition Plan is not available)
     

	YES/NO


7.b  Personal Education Plan (only applies to ‘looked after’ children). 

	Does the school have a copy of the current Personal Education Plan?

If ‘NO’ please comment.

     

	YES/NO


7.c  Health Care Plan

	Does the child/young person have a Health Care Plan? 

If ‘YES’ please review and attach to this report.

Comments

     
If ‘NO’ but the child/young person has routine medication, please review the medication arrangements.

Comments

     

	Yes   FORMCHECKBOX 

No    FORMCHECKBOX 



SECTION 8: FUTURE PLANNING 

	- T    Target area priorities agreed for the next twelve months (or whatever period is                           

appropriate). These will need to be modified into SMART targets (i.e. Specific, Measurable, Achievable, Relevant and Time-limited) soon after the meeting.

The targets should link directly to the objectives on the statement / last annual review and should be additional to or different from those within the normal differentiated curriculum.                      

8a.  Objectives (Part three of the Statement)

     
8b.  Specific targets for the coming year

     
8c.  How will the special educational provision available be used to meet these

       targets?

     
8d.  How will the non-educational provision be used to meet these targets?

     



SECTION 9:  SUMMARY - Recommendations from the Annual Review Meeting, 

                         including suggested amendments.

	Are any changes needed to Part 1: INTRODUCTION of the statement?
     Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

If yes, please specify the changes required:

     
NB Any revision of Part One of the Statement to correct details which have changed such as the child/young person or parent/carers’ legal name or address is not an amendment.  If this is required the statement may be reissued, but it should be noted that this does not constitute an amendment to the document.  It will therefore not be reissued in a ‘proposed form’ and does not then carry with it the right of appeal.


	In the light of the progress reported, the current levels of attainment and      ’s inclusion in the life of the school, the advice to the Local Authority, from those contributing to this Annual Review, is to: 

(Please mark as appropriate)

 FORMCHECKBOX 
  cease to maintain the statement
 FORMCHECKBOX 
  amend part 2 to reflect changes noted in section 3b of this report
 FORMCHECKBOX 
  amend part 3 to reflect       
 FORMCHECKBOX 
  amend part 5 to reflect       
 FORMCHECKBOX 
  amend part 6 to reflect       
 FORMCHECKBOX 
  maintain the statement with no amendments. 

NB Please do not attach a copy of the statement showing requested amendments, unless these have been discussed and agreed with an SEN Officer at the meeting.


	Other recommendations for action (please include who will action and timescale).
	

	NB:  Schools cannot make named recommendations in respect of Part 4 of the Statement.

     

	

	

	If any part of this report is not agreed by all those present, please record the different views expressed.

     



	If the recommendations from the meeting are not consistent with all the written advice, please note which report(s) indicate a different view.

     



This is an accurate note of the Annual Review meeting 

Compiled by:       
  
Role:      
In the event of a query, please contact:      
Signed: ……………………………………….. Headteacher    Date:      
Name:       (Please print)
Please ensure that you send this report, together with any written advice not previously circulated, to the SEN Team, Educational Psychology Team, the parents/carers and to all who were invited to attend the review meeting, within 10 school days of the meeting or by the end of term, whichever is the sooner.
Transition Planning

Guidelines for Schools
TRANSITION PLANNING

The annual review in Year 9 and any subsequent annual reviews until the young person leaves school must include the preparation and subsequent review of a transition plan. The aim of the transition plan is to plan coherently for the young person’s transition to adult life.  

The annual review must consider the same issues as at all other annual reviews. In the paragraphs that follow, guidance is provided on annual reviews in Year 9 and subsequent years.

NB. Year 9 refers to the 10th year of compulsory education, regardless of placement out of the chronological year group.

Part One: Planning the Annual Review & Transition Review

Involvement of Connexions:

The Connexions Service is responsible for overseeing the delivery of the transition plan and the Connexions Personal Adviser (PA) should co-ordinate its delivery. 

The LA must send Connexions a list of all those young people living in their area who will require a Year 9 annual review no later than two weeks before the start of the school year.

A Connexions representative must be invited by the Headteacher to the Year 9 annual review meeting and must attend. The Headteacher must also invite Connexions to provide written advice.

Connexions representation at subsequent annual reviews is not compulsory but attendance should be arranged if there is a particular need. The Code of Practice advises that Connexions should be invited to and should attend the annual review meeting in Year 11 in order to ensure that the transition plan is updated appropriately. 

In the young person’s final year of school Connexions has a responsibility, under Section 140 of the Learning and Skills Act 2000, for ensuring that an assessment of the young person’s needs on leaving school is undertaken and the provision identified. Every effort should be made to link this with the final annual review and the transition plan. As there is a focus in the Section 140 Assessment given to the local provision – whether it is appropriate and what support the young person would require in that particular environment – the Personal Adviser should attend the leaver’s final annual review and complete the Section 140 Assessment Form.

Involvement of Social Services:

LAs must seek information from social services departments as to whether a young person with a statement is disabled and so may require services from the LA when leaving school. 

The Headteacher must invite a social services representative to attend the Year 9 annual review.  Where a young person is subject to a care order, accommodated by the LA or is a ‘child in need’, Children’s Services and Learning should ensure that a social worker attends and contributes to the formation of the transition plan.

Involvement of Health:

Health professionals involved in the management and care of the young person should provide advice towards the transition plan in writing and, wherever possible, should attend the Year 9 annual review.

Post 16 Provision:

The school remains responsible for convening annual review meetings until the young person leaves school.

A key planning issue, which calls for effective partnership working between all parties, concerns Post 16 educational provision. This can be a sensitive area where the school the young person attends offers such provision and, therefore, has a vested interest.  All appropriate Post 16 options should be properly explored and considered through the review process. Planning should commence at the stage of development of the transition plan in Year 9.

The availability of transport to Post 16 educational provision should also be carefully considered. Young people are only entitled to assisted transport if they are attending the nearest college to their home that can offer an appropriate course. Appropriate means:

1. For a course or programme which is not designed specifically to meet the needs of those with SEN - provision is “appropriate” where it enables the student to meet his or her career objectives.

2. For a course or programme that is designed specifically to meet the needs of those with SEN – provision is “appropriate” where it meets the SEN of the student.

 If parent’s/carers or the young person has a preference for a college other than the one closest to their home that can offer an appropriate course, they will not be entitled to transport assistance. The Transport Coordination Unit can advise on distances between home and colleges.

The LA remains responsible for young people staying on at school beyond the statutory leaving age up until the age of 19 or the end of the Academic Year in which they reach the age of 19 if they are completing a course of study. Where the young person may require services from the LA on leaving school it is critical that the transition from children’s to adults’ services, which takes place on the young person’s 18th birthday, is prepared for appropriately.

If a young person leaves school to attend college or training, the statement will lapse automatically.

Where Post 16 provision has already been identified by the time of the Year 11 annual review meeting, the Headteacher should invite a representative from the provision to the annual review meeting.

With the agreement of the young person and their parents, the school or LA should ensure that a copy of the statement, together with a copy of the most recent annual review and transition plan, is passed to the social services and any Post 16 provision that the young person will be attending. The precise arrangements for this transfer of information should form an action point at the final annual review.

Where a decision might need to be taken about a specialist college placement, a copy of the transition plan will be shared with the local Learning Skills Council (LSC). The LA works in partnership with the Connexions Service on referrals to the LSC.

Part Two: The Annual Review Meeting & Transition Review

The Agenda for the annual review meeting includes an item on transition plan preparation/review.  A model transition plan form and accompanying guidance notes are available.

Whilst the LA is responsible for ensuring that the transition plan is produced and reviewed for young people.  The Headteacher manages and arranges the process. The drawing up of the transition plan should be done in consultation with the Connexions Service.

The Local Authority will need to liaise with Social Services to determine whether the young person is considered to be a disabled person as required by Section 5 of the Disabled Persons Act 1986.  This is a statutory duty for the Local Authority.  Not all young people with a statement are considered disabled.  Social workers will carry out their own assessment to determine what advice, care and support they can offer to the young person and their family.  An assessment must be carried out but the young person does not have to agree to be registered.

The extension of Person Centred Planning to transition is an approach that is gathering interest. Resources can be located in various places such as on the Valuing People web site and on www.helensandersonassociates.co.uk. The publication ‘All My Life’s a Circle’ also provides examples of Person Centred Planning tools.  These resources will need to be adapted to suit your particular needs and that of the child/young person and family.

If a Person Centred Planning approach is used in transition planning the school will still need to complete the Transition Plan as a record of the meeting and an action plan for future reference.

Further guidance on transition planning is to be found in Chapter 10 of the SEN Code of Practice and Section 10 of the SEN Toolkit.

The Educational Psychology Service and Standards and School Inclusion Service have also produced some helpful guidance on good practice supporting children through transition from Key Stage 2 to 3 which could also prove helpful in planning for older children.

Appendices

Transition Plan

Transition Plan Guidance

TRANSITION PLAN

The Annual Review in Year 9, and any subsequent annual reviews until a young person leaves school, must include the drawing up, and subsequent review of a Transition Plan. The Transition Plan describes what needs to be put in place to ensure an effective transition to adult life. The Plan will be shared with other people who support transition to help make sure it works.  

Section 1: Personal Details

Name:
  
     




Date of Birth:

     
Known as:
     




Gender:

 FORMDROPDOWN 

Address:
     
Telephone: 
     
National Insurance number (if known):

     
Name of parents/carers/person responsible:
     
School:
     
Year group (please tick at each review):
  9  FORMCHECKBOX 
   10  FORMCHECKBOX 
   11  FORMCHECKBOX 
   12  FORMCHECKBOX 
   13  FORMCHECKBOX 
   14  FORMCHECKBOX 

Expected school leaving date:
     
Looked after young person:
Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

List of key people supporting transition: 

	Name
	Contact details

	     
	     

	     
	     

	     
	     

	     
	     


Section 2: Vocational and Additional Education

This is a consideration of the young person’s developmental needs in vocational and additional curricular planning and also the arrangements for Post 16 education/employment/training.

What       (please complete name) wants to do:

	Aims
	By When

	     

	     


Summary of key issues to be addressed during transition including transport arrangements:

	Issue(s)
	Raised by

	     

	     


Objectives/targets:

	Action
	By whom
	By when
	Review date

	     
     
     
     

	     
     
     
     
	     
     
     
     
	     
     
     
     


Section 3: Personal and Social Skills

This is a consideration of what will be necessary to help the young person work towards personal, social and independence skills and take up a role in the community.

Summary of key issues to be addressed during transition:

	Issue(s)
	Raised by

	     

	     


Objectives/targets:

	Action
	By whom
	By when
	Review date

	     
     

	     
     
	     
     
	     
     


Section 4: Health and Welfare Needs

This is a consideration of the special health and welfare needs that will require planning and support now or in the future.

Summary of key issues to be addressed during transition:

	Issue(s)
	Raised by

	     

	     


Objectives/targets:

	Action
	By whom
	By when
	Review date

	     
     

	     
     
	     
     
	     
     


Section 5: Additional support arrangements

Practical and technological help required:

	Practical help required (adaptations, aids or general support during the transition period)
	Reasons

	     

	     

	Technological aids required and training needs (record provision for securing technological support on transition)
	Reasons

	     

	     


Additional professional support required:

	Which local services could provide relevant information, advocacy and advice if required?
	Services required

	     

	     

	Which new professionals need to be involved in planning for transition?
	Services required

	     

	     


Headteacher’s signature:




     Date:       
Young person’s signature:




     Date:       
Youth Service Personal Adviser’s signature:

     Date:       
The transition plan will be shared with Social Services so that they can determine whether the young person is considered disabled under the Disabled Persons Act 1986.  Information may also be shared with other agencies including Transition Operational Group to ensure that we can plan for services needed as a young person moves into adult life.  Please sign below to confirm that you are aware of this and agree to this assessment for your child and sharing of information regarding your child with other agencies.

Parent/carers Signature: 

    


      Date:      


Transition Plan Form Guidance Notes

These notes explain some of the questions asked on the Transition Plan form.
Section 1: Personal Details


Name:



DOB:

Male:            Female:

Address:


Telephone: 

National Insurance number (if known):

Name of parents/carers/person responsible:

School:

Year group (please tick at each review):

9   10   11   12   13   14


Expected school leaving date:

Looked after young person:
Yes/No


List of key people supporting transition: 

	Name
	Contact details

	
	

	
	


Section 2: Vocational and Additional Education

This is a consideration of the young person’s developmental needs in vocational and additional curricular planning and also the arrangements for post-16 education/employment/training.

          What ……………………………………(please complete name) wants to do:

	Aims
	By When

	

	


         Summary of key issues to be addressed during transition:

	Issue(s)
	Raised by

	

	



Objectives/targets:  

	Action
	By whom
	By when
	Review date

	

	
	
	


Section 3: Personal and Social Skills

This is a consideration of what will be necessary to help the young person develop personal, social and independence skills and take up a role in the community.

Summary of key issues to be addressed during transition:


	Issue(s)
	Raised by

	

	



Objectives/targets:

	Action
	By whom
	By when
	Review date

	

	
	
	


Section 4: Health and Welfare Needs

This is a consideration of the special health and welfare needs that will require planning and support now or in the future.

Summary of key issues to be addressed during transition:

	Issue(s)
	Raised by

	

	



Objectives/targets:               

	Action
	By whom
	By when
	Review date

	

	
	
	


Section 5: Additional support arrangements

Practical and technological help required:

	Practical help required (adaptations, aids or general support during the transition period)
	Reasons

	
	

	Technological aids required and training needs (record provision for securing technological support on transition)
	Reasons

	

	


Additional professional support required:

	Which local services can provide relevant information, advocacy and advice if required?
	Services required

	

	

	Which new professionals need to be involved in planning for transition?
	Services required

	
	


Head teacher’s signature:





                  Date:

Young person’s signature:





                  Date:

Youth Service Personal Adviser’s signature:


 
                  Date: 

Signature: 







  Date: 



Child’s Contribution to the Annual Review

Guidelines for Schools

Child's Contribution to the Annual Review

The Voice of The Child

‘Children who are capable of forming views, have a right to receive and make known information, to express an opinion, and to have that opinion taken into account in any matters affecting them. The views of the child should be given due weight according to the age, maturity and capability of the child.’

See Articles 12 and 13, The United Nations Convention on the Rights of the Child

Introduction

The SEN Code of Practice 2001 strengthens the idea that the views of children should be sought and taken into account in any matters affecting them. 

As one of the major aims of education is to enable young people to become as self-sufficient as possible, every effort should be made to help them all to make choices and decisions at whatever level, during their time in school. At the same time it is recognised that not only is there a huge diversity of special needs, but also individuals with widely differing capabilities. Indeed, although a small number of children may be unable to express their opinions about how they perceive their future in a meaningful way, they should still be encouraged to make choices.

Principles
The main principles of successful child participation are that as far as possible:

· there should be a culture throughout their school life (including early years opportunities), whereby teachers, parent(s)/carer(s) and adults from other agencies are prepared to provide opportunities for them to make choices and to set targets for themselves

· adults should listen to children’s views and encourage them to take an active role in making decisions which are likely to affect them

· a fine balance is maintained between giving children opportunities to voice their opinions and to make informed decisions, and overburdening them with issues that are beyond their experience and understanding

· children recognise their views are valued and that participation is meaningful.

Section 4 of the SEN Toolkit gives guidance and suggestions for ‘Enabling Pupil Participation’. 

Some Ideas On Consulting Children

Listed below are some suggestions for enabling children with SEN to express their views:

· indicating what interests them through gazing intently, turning towards or reaching out for objects or people

· indicating how they are feeling through facial expressions, body movements and responses such as tears and laughter

· indicating preferences between given options (the child chooses from options selected by the adult, which take into account the safety, health and welfare of the child) by:

· reaching out, grasping or pointing

· nodding or shaking their heads as options are shown to them

· nodding or shaking their heads in response to questions with yes/no answers such as ‘Do you want ……?’

· verbal communication

· suggesting additional options, using language, mime, movement

· expressing feelings, using language, mime, movement, painting, music

· making representational drawings and models

· compiling books about themselves

· discussing issues raised in books

· making up and acting out stories personally or using puppets

· taking part in group activities and discussions

· showing on a line or ladder how things might change and how much, including how it might be possible to change



· group discussions, brainstorms, examining pros and cons, prioritising

· drama, music and movement

· writing stories, letters, plans

· making maps, posters, books, models

· using cameras, DVD/video/audio-tape recorders

· using a prompt/recording sheet e.g. a ‘salmon line’:

· Draw a Salmon Line

· 


· Write GREAT at the head and POOR at the tail.

· Ask the child to mark where they feel they are regarding various aspects of school life and record the words at that point on the line e.g. Reading, Spelling, Maths, PE, Music, etc.  Homework, Confidence, Friendships, etc.

· Date the line and store in their file.

· In preparation for the next review, ask them to show where they think they are now regarding the subjects marked on the last Salmon Line.

Child Participation At Review Meetings

The review meeting is a forum in which a child’s progress is discussed and decisions made about future targets, resource requirements and placement. It is considered that as far as possible and practical, all children should have the opportunity to contribute to the discussions which take place. Some children with severe learning and difficulties may not be able to communicate their wishes or feelings in any formal ways but should be encouraged throughout their lives to make relevant choices. Some children may exhibit behaviours that would interfere with the review meeting and consequently their presence will need to be arranged carefully. Many children are perfectly capable of presenting a view and therefore should be involved in reviews where as much as possible is conducted through them. In other words, they should not be 'talked about' while they are present, but be active participants. In some cases there may be very sensitive issues that probably need to be discussed without the child being present. It may be, for example, that a parent will refuse to attend if the child is present.

Bearing in mind the range of need and the capabilities and ages of individuals, listed below are some suggestions to encourage pupil participation:

Before The Review Meeting

· explain to the child what the review meeting is, when it will take place, who will be present and what it entails

· record a child's opinions about his/her progress on the IEP and on a 'pupil comment form' if it is an annual review of a statement. Often help will be needed to complete this in a one-to-one situation, and the views expressed written down by the teacher, key worker or a partner chosen by the child. Another example might be using ‘Writing with Symbols Programme’

· it may be useful to ask children what aspects of their school life they would like to share with the people at the meeting. The use of a ‘Record of Achievement’ document might be helpful

· if there could be disagreements between children and their parents then it is generally useful to have tried to tease out the issues in advance of the meeting

· consideration should be given to the length of time the child spends in the meeting, such as joining the beginning or the end of the meeting. However, there is an expectation that some children should be present throughout

· consideration may also be given to reducing the number of adults present whilst the child is in attendance

· children should be strongly encouraged to attend the meeting. When children are adamant that they do not want to attend, then other ways of involving them in the process should be sought. In some instances appropriate technical or communication support may be required (i.e. equipment or personnel). Certainly a person who knows the child well and is able to convey information both to and from him/her, is crucial

· role play and coaching are useful methods for helping a child to prepare for an annual review meeting.

During The Review Meeting

· children should not be patronised or feel out of their depth. It should be clear that their opinions and preferences are taken seriously and, where possible, actions should be undertaken which show them that this is the case

· when children are present then discussion may centre around the responses made on the proforma prior to the meeting, or alternatively be prepared with a set number of questions which you are sure the child will understand, e.g. 'If you have a problem who do you talk to?' 'Do you hand homework in on time?' 'Who are your best friends?'

· the questions need to be balanced between the academic and social matters that schools present

· children should be praised for progress that has been made and encouragement given in their endeavours to attain new goals. As far as possible they will also need to feel that they have had some say in the setting of new IEP targets.

After The Meeting

· an explanation of the outcomes of the meeting and what action is to be taken must be conveyed to the pupil. This can be done both in written and verbal ways

· management systems need to be in place to take account of the views and ideas expressed by the child and for suitable responses to be made

· if unreasonable or impossible requests are made by children then it would be generally good practice to discuss these at an opportune time outside the meeting.

PERSON CENTRED PLANNING

An extension of Person Centred Planning transition planning is an approach that is gathering interest.  Resources can be located on the Valuing People web site and on www.helensandersonassociates.co.uk.  ‘All my life’s a Circle’ also provides examples of Person Centred Planning tools.

Appendices

Child’s Contribution to the Annual Review

Version 1

Version 2/3

Annual Reviews – Recording the views of Children

HAVE YOUR SAY – ADULT SHEET FOR VERSION 1

Child’s Name ……………………………………………

Date …………………………

Activity 1
Script to be read to child:

· We are having a meeting to talk about you.  Your mum and dad (change as appropriate) will be asked to come to the meeting and also (add name of teacher, LSA etc).  There may also be other grown ups who want to help you at the meeting.
· We want to know at the meeting what you think about school.  We want you to colour in a face for different things that I will read to you.  You can colour a happy face or an OK face or a sad face (show the child each face) for each one.

Please read the headings of the child’s contribution and encourage the child to colour their selected face.  Add any further relevant headings.  Record below any comments from the child as they complete the colouring.

Please read back these comments to the child and make changes as appropriate.

Activity 2
Script to be read to child:

If we wanted this to be a smiley face, (point to a selected OK or sad face) what could you or a grown up do to make things better.

Record below any relevant comments from the pupil in response to this question:

Activity 3
Script to be read to child:

· On the back page please draw a picture of yourself doing something you enjoy in school.

· The picture can be in or out of the classroom and can include other people if you wish.

Record below any relevant comments as the pupil completes the drawing:

Please read back these comments to the pupil and make changes as appropriate.

Now name and date the child’s contribution.  Add the names of people who will see the form and tell the child.  Ask the child if they enjoyed completing the form and record their comments:

Child’s Contribution

Child’s Surname:
………………………………..…………………

Child’s Forename:
………………………………………………..…

Date of Birth:

……………………………….………………….

School:

………………………………………………..…

(

Have your say!

My name is ………………………………..

My class is 
………………………………...

These are my thoughts

· Drawing




(

(

(
· PE and Games
         
(

(

(
· Music

                           
 (

(

(
· Reading

                            
(

(

(
· Writing

                          
(

(

(
· Spelling




(

(

(
· Number work



(

(

(
· Assembly




(

(

(
· Computers



(

(

(
· Science




(

(

(
· Homework



(

(

(
· Lunchtime



(

(

(
· Break time



(

(

(
· Moving about school


(

(

(
· Getting on with



(

(

(
      grown ups


· Getting on with



(

(

(
  other children

· Is my behaviour good


(

(

(
· Can I share my feelings

(

(

(
     with others

· Can I reach my targets


(

(

(
Do you have any other comments?

My Drawing

Completed by: ____________________________________________

On: _____________________________________________________

Completed with:___________________________________________

Relation to child:___________________________________________

(Name of Child)…………………………………………
Date…………………………

Signature of child……………………………………………………………………………

Signature of helper………………………………………
Date ……..…………………..

Designation …………………………………………………………………………………



(parent / LSA / teacher etc)

Date of completion………………………………………………………………………….

· I would like to share this report myself





(
· I would like ………………………… to share it for me



(
· I would like to share it with help from …………………………


(
Discussed with / copy sent to parents / carers

Date discussed……………………………………………………………………………..

Date sent……………………………………………………………………………………..

Children & Learning Services

Child’s Contribution to the Annual Review (Version 2 and 3)

Where possible, children should be given the opportunity and encouragement to contribute to their assessment and annual review.

The views, perceptions and wishes of the child are as important as those of other contributors.  This right for the child to be heard has been reinforced in the Children's Act and, more recently, through the SEN programme of action.

Most children will need some assistance in completing the form, and it is necessary to decide who is best able to offer this help.  A number of people could be well placed, e.g. classteacher, education welfare officer, educational psychologist, social worker, a close friend etc.  Some children might need to make their contribution orally and have it recorded for them.  If this is the case, please indicate on the form.

The form should not be completed without the parents' or carers' knowledge, and they should be given a copy of the completed form.  Please could you make sure that the parents' or carers’ permission is given before the interview takes place.

This form is a guide and it might be appropriate to vary the headings according to the age of the child.  Some children might have difficulties with speech and language.  Under these circumstances you may wish to describe your impressions of what the child might tell us, if they could.  If you do this, please make it clear that you are outlining your impressions.  It will be especially important to discuss your record of these impressions with the child's parents or carers.

Children & Learning Services

Child’s Contribution to the Annual Review

(Version 2)

Please complete in black ink
Child's Details
(a)
Surname/family name  …………………………….. Date of Birth ……………..…

(b)
Forename/s  ………………………………………………………………………….

Present School  ………………………………………………………………………………

This is a chance for you to say what you feel about your schooling, things you do well, help that you want and future plans.  On this form you can tell your teachers, parents and others about your feelings and ideas.

Please remember that there are no right or wrong answers.  You can have help to answer the questions if you wish.

If you want, you can ask an adult in school, a friend or someone at home to help you fill it in.


1. What has gone well since your last review and what do you enjoy about school?  You might want to comment on friendships, work in different lessons, how you get on with teachers or other activities at school.

2. Do you feel that you have any particular problems or concerns in school. These could be to do with friendships, work, your behaviour, how you get on with teachers or any other activities at school.

3. The targets set at your last review were:-

· ​











· 
















































Please put a score by each one to show how you feel you have got on with these targets.

1 = Not very well

2 = OK

3 = Good (I have reached this target)

For any target where you put a 1 or 2 can you say how you, the other students or the adults in school or at home could help you reach this target.

*

*

*

4. Do you want to continue with any of the above targets or can you suggest some new targets?

5. What sort of help are you having to reach these targets?  Do you have support in lessons or are you taken out of lessons for support group work?   Do you have special work provided or regular discussions with an adult in school?

Would you like this help to be different and if so, how?

6. Is there anything else you would like discussed at your next review meeting?

7. This form will be shown to people who want to help you.  Is there anything you would like to discuss with an adult in school that you don’t want to record on this form?



     Yes


     No

Which adult would you like to talk to?………………………………

8.  Did you enjoy completing this form? 



     Yes


     No        

      Would you like this form again before your next review?  


     Yes 


     No


(Name of Child)…………………………………………
Date…………………………

Signature of child……………………………………………………………………………

Signature of helper………………………………………
Date ……..…………………..

Designation …………………………………………………………………………………



(parent / LSA / teacher etc)

Date of completion………………………………………………………………………….

· I would like to share this report myself





(
· I would like ………………………… to share it for me



(
· I would like to share it with help from …………………………


(
Discussed with / copy sent to parents / carers

Date discussed……………………………………………………………………………..

Date sent……………………………………………………………………………………..

Annual Review of the Statement of Special Educational Needs:  Child’s Contribution

(Version 3)

Please complete in black ink

Child’s details

(a)
Surname/family name………………………………..Date of Birth……………..

(b)
Forename/s………………………………………………………………………….

Present School……………………………………………………………………………

This is a chance for you to say what you feel about your schooling, things you do well, help that you want and future plans.  On this form you can tell your teachers, parents and others about your feelings and ideas.

Please remember that there are no right or wrong answers.  You can have help to answer the questions if you wish.

1.
How do you think you are getting on in your present school?

2.
What are you best at in school?

3.
What do you find the hardest in school?  Why do you find this difficult?

4.
Where do you feel you are making most progress?  What helps you do well here?

5.
How do you get on with adults in school?

6.
How do you get on with other children?

7.
What would help you to do even better in school?

8.
What do you enjoy doing after school and at the weekends?

9.
What would you most like to achieve in the next year or two?

10.
Do you have any other comments?

(Name of Child)……………………………………………………………………………….

1.
has been able to record his/her own views




(
2.
has been able to describe his/her views orally which



(

I have written down

3.
has been unable to record his/her views or describe them


(

orally.  This form represents my impression of what he/she


would say if they were able to do so

Please tick whichever declaration is appropriate 

Signature of child……………………………………………………………………………

Signature of helper…………………………………………………………………………..

Date of completion………………………………………………………………………….

Discussed with / copy sent to parents / carers

Date discussed……………………………………………………………………………..

Date sent……………………………………………………………………………………..

School plans dates of annual review meetings











LA triggers activity before the


beginning of each term by providing each school with a list of annual reviews required the following term











Normally 8 weeks before meeting





Review meeting held





At least two weeks before the review meeting, the Headteacher circulates all written advice to those invited to attend the meeting





Headteacher sends out requests for


written advice and invitations to the


review meeting








2 weeks before meeting





Within 4 weeks





LA reviews the statement (this could be through SEN Panel), decides on the outcome and any action required and informs all involved.  This is the completion of the annual review





Within 10 school days after meeting





Headteacher prepares review report and circulates to all involved





Child’s Name


*******************************





You are invited to come to the Annual Review Meeting to talk about 





your school life during the past year.





Date:   			Time:		Place:





We will choose some new targets to work on in the future.





Please let me know if you would like to come.





Teacher’s Name:





Child’s Name


******************************


I would like to come to the Annual Review Meeting to talk about my 





school life and to choose some new targets.





or





I would like to attend part of the review.





I would like to be supported at the review by………………………..














In order that the Transition Plan can be shared with Social Services who are able to assess and support the young person under the Disabled Persons Act 1986 and other services who support and plan for services  for young people in transition to adult services, it is essential that this signature be obtained from the parents/carers.








State details of what is needed by each service.








Ensure service details are transferred to Section 1 of the Transition Plan in order that contact may be made where appropriate.





Specify what action will be taken to address the issues raised and the achievement of objectives and targets.





The agreed specific objectives and targets.





To record what needs to be given consideration.





Specify what action will be taken to address the issues raised and to support the achievement of objectives and targets (including leisure and social activities).





The agreed specific objectives and targets.





Record who raised each issue.





To record what needs to be given consideration.





When will the action be reviewed?





By when will the action be carried out? 








Who will be responsible for the action?





Specify what action will be taken to move towards the achievement of aspirations.





The agreed specific objectives and targets.





The KEY issues to be addressed. 








Record who raised each issue.





By what date does the young person want to achieve those aspirations?





Record the educational, training and employment aspirations as stated by the young person.





This needs to list all those (including voluntary and community organisations) able to support transition.  


The young person and their parent/carer need to understand what each has to offer, how this may support transition, and how information about what they offer can be accessed.








As defined by Social Services








Usually issued shortly before 16th birthday. 
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