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Annual Review Process 

 

 

Annual Review process for Boxgrove Primary in line with  the SEND Code of Practice (0–25). Each step 

reflects statutory duties . 

The Annual Review process is for pupils and young people with an Education, Health and Care Plan — EHCP. 

 

1. Annual Review Triggered 

• Must occur within 12 months of the EHCP being issued, and then every 12 months thereafter.  

 

2. School/Setting Arranges the Review Meeting 

•  SEND Administrative Assistant co-ordinates the meeting.  

• SEND Code of Practice 2014 states a minimum of two weeks’ notice must be given before the meeting 

date however  at Boxgrove we will endeavour to give 4 weeks’ notice to  ensure all contributions can be 

prepared and submitted in a timely manner . 

• Emergency Annual Review - Parents or school can request an early review if needed (e.g., needs have 

changed) . 6 weeks’ notice for an emergency review is recommended . 

• School must request updated reports and voluntary contributions  from: 

o 4 weeks prior to the meeting parents will be sent a  proforma which they are invited to complete 

to express their views and opinions against the EHCP outcomes set for their child ,as well as any 

others comments they wish to make .This proforma can also be found on our website under the 

SEND tab.  

o  The  young person is required to complete the  one-page profile which is shared at the meeting   

o Education, Health, and Social Care professional’s reports to be submitted 

o Any other relevant practitioners 

• All written contributions must be circulated at least two weeks before the meeting. In order for this to 

be possible we will let all relevant people know about the date 4 weeks before the meeting to give 2 

weeks to prepare any contributions.  

 

4. Annual Review Meeting Held 

• Must include the parent (or young person if appropriate) their views, wishes and feelings must be central.  

• Meeting discusses: 

o Progress towards outcomes 

o Whether needs have changed 
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o Whether provision remains appropriate 

o Any proposed amendments to the EHCP 

 

5. School Prepares Review Report 

• Within 10 school days of the meeting, the school must send a report to: 

o The (LA)  school EHCP Coordination Officer  

o All attendees and contributors 

o Within 10 school days the Annual Review document will be shared with parents/carers  

• Report must summarise discussions, recommendations, and any proposed amendments.  

• Any issues with the paperwork can be raised by the relevant contributors directly to the school EHCP 

Co-ordination Officer (previously known as the Case Officer) after the report has been shared. 

 

6. Local Authority Reviews the EHCP 

• LA considers the report and all evidence. 

• Within four weeks of the meeting, the LA must issue its decision to parents/young person.  

• LA must choose one of three options: 

1. Maintain the EHCP unchanged 

2. Amend the EHCP 

3. Cease the EHCP. 

 

• LA must send: 

o The original EHCP 

o A notice of proposed amendments 

o Evidence supporting the amendments 

o Information on rights to request a particular school/placement 

• Parents/young person have at least 15 days to comment or request changes.  

• They may also request a meeting with the LA to discuss amendments.  

 

8. Issuing the Final Amended Plan 

• The LA must issue the final EHCP within 8 weeks of sending the amendment notice.  
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9. Appeal Rights 

• Whether the LA maintains, amends, or ceases the plan, it must inform parents/young person of: 

o Their right to appeal 

o Mediation and disagreement resolution services 

• This is a statutory requirement.  
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