Annual Review Procedures

1
Introduction

1.1 Every pupil who holds a Statement of Special Educational Need (SEN) must have his or her Statement reviewed at least annually.  

1.2 The Annual Review should take the form of a meeting involving the parents, the school, the pupil, a representative from The Learning Trust and any other involved professional.  This meeting is an opportunity to consider the pupil’s progress over the previous 12 months and to monitor and evaluate the continued effectiveness and appropriateness of the Statement.  Discussion at the Annual Review meeting may result in recommendations to amend the description of the pupil’s needs or the provision specified in the Statement.  

1.3 Although The Learning Trust has a statutory responsibility to ensure that Annual Review meetings are held for each Statemented pupil, it is the school’s responsibility to organise and coordinate the Review meeting and to complete a summary of the pupil’s progress and review recommendations.  

1.4 These guidance notes provide support to schools and other education providers on procedures for conducting Annual Reviews.  Further, more detailed, information about Annual Reviews can be found in:

· The Education Act 1996, Section 328

· The Special Educational Needs Code of Practice – Chapter 9 

· The Education (Special Educational Needs) (England) (Consolidation) Regulations 2001 – Sections 18 to 22.

2
Purpose of the Review Meeting

2.1
The Annual Review should:

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

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

· discuss and record the pupil’s progress towards meeting the long-term objectives specified in the Statement of SEN

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

· recommend possible amendments to the Statement to reflect the pupil’s changing needs and progress towards objectives  

2.2 The Annual Review for pupils in year 9 should involve the agencies that may play a major role in the young person’s life during the post-school years.  These reviews must involve the Connexions Service.  As a result of the discussion at this Review, a Transition Plan should be drawn up.  This plan is reviewed at each subsequent Review.  

3
Timing of the Annual Review 

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

3.2 If a Statement has been amended (following a previous Annual Review or receipt of other updated information), the Review meeting date should continue to be determined according to the date on which the Statement was made or reviewed – rather than date of the amendment.  

3.3 Children under 5 years old should have their Statements reviewed every 6 months.  

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

3.5 When setting the date for the Annual Review meeting, schools may wish to consider the circumstances of the child – for example, where the child is preparing to transfer from early years provision to reception, from primary to secondary school or is approaching school leaving age.  In the case of secondary transfer, schools should seek guidance from the SEN Assessment Team on the 11+-transfer timetable and when information is required.  Where children are in Year 6 and have not had an Annual Review in the summer term of Year 5, the Annual Review must be completed and sent to the SEN Assessment Team before the autumn half term.

4
The Annual Review for Children at School

4.1 The Headteacher of a school is responsible for initiating the Review process.  However, this responsibility may be delegated to a qualified teacher or SENCO at the school.  In this case, the headteacher must ensure that the responsible teacher is aware of the duties regarding Annual Reviews outlined in the SEN Code of Practice and in the 2001 Regulations.  

4.2
Schools should always invite a representative from The Learning Trust to attend the Annual Review meeting.  However, as it may not always be possible for a representative from The Learning Trust to attend, it would be helpful if specific concerns could be indicated on the form.  Advice and guidance can be obtained from the SEN Assessment Team, the school’s Educational Psychologist or the Learning Support Service.  Contact details for these services are shown at the end of this document.  

4.3
If a representative from The Learning Trust is to attend the meeting, a mutually convenient date should be agreed before the school issues invitations to others.

4.4
The Learning Trust representative will not be in a position to make any decision about changes of placement or of resource levels at the Annual Review meeting.  The Learning Trust will make decisions of this nature through Complex Needs Panel.

5
Initiating the Annual Review

5.1
At the start of each academic year, The Learning Trust will provide each school with a “trigger list” of pupils on the school roll requiring Annual Reviews.  The list will give the pupil name, date of birth and the date (according to the SEN database) that the review is due.  Schools will need to confirm the accuracy of the information on this list.  Any errors, including omissions, should be immediately brought to the attention of The Learning Trust.

5.2
A similar list detailing all Hackney resident Statemented pupils will be sent to the Health Authority and to Hackney Social Services.  

5.3
The date of each review should be discussed and confirmed during the yearly planning meeting between the school and the Educational Psychologist in September.  

5.4
An Annual Review planning sheet (circulated with the trigger list) should be returned to The Learning Trust confirming Annual Review dates for pupils on the school’s roll over the coming year.  

6
Who Should Attend the Annual Review?

6.1
The Headteacher should determine, in liaison with The Learning Trust, who should attend the meeting.  However, the following should always be invited:

· a Learning Trust representative

· the pupil’s parents/carers.  If the pupil is a Looked After child, the pupil’s carer and social worker should be invited.  Headteachers should also advise parents that they may wish to bring a friend or adviser to the review meeting 

· relevant school staff who either teach the pupil or who are responsible for the provision of education for the pupil.  This may include the pupil’s teacher or form/year tutor, the SENCo, a Learning Support Assistant working with the pupil or Learning Support Teacher working with the pupil.  The choice of appropriate staff will lie with the Headteacher  

· any person/professional whose attendance the Headteacher considers appropriate

· any person/professional The Learning Trust considers appropriate  

6.2
Where appropriate, the pupil should also be invited to attend all or part of the review meeting.

6.3
If an invited professional is unable to attend the review meeting, the Headteacher should make a judgement as to their need for attendance and whether the meeting can proceed without them.   

6.4
A formal invitation should be sent out by the school to all those identified to attend the meeting.  This should be sent out as far in advance of the meeting as possible.

7
Written Advice

7.1
In preparing for the review meeting, the Headteacher must request written advice from all those invited to attend.  All advice received must be circulated to all those attending the meeting at least 2 weeks before the review date.  Therefore, it is suggested that requests for written reports are made with the formal review invitation.  

7.2
Written advice will be used as the basis for the discussion at the review meeting and must be attached to the review report sent to The Learning Trust after the meeting.  

7.3
Proformas for comments and written advice from parents/carers, the pupil, school staff and other professionals can be obtained from the SEN Assessment Team.  

8
The Annual Review Meeting

8.1
The review meeting is normally held in school and chaired by either the Headteacher or their delegated representative.

8.2
Parents should be encouraged to attend the Annual Review meeting and to contribute both in the form of written advice as well as at the meeting itself.  Where English is not the parent’s first language, the school should ensure that an interpreter is available.

8.3
The review meeting should discuss and evaluate all information available about the pupil’s specific progress and to set new targets for the coming year.  

8.4
The Learning Trust has developed an Annual Review Report proforma, which must be completed as part of the Annual Review process.  The sections in the report should be used to guide the discussion at the review meeting.  The key areas for discussion should cover:

· accuracy of current basic pupil information

· attendance
· Progress & Assessment – against set targets and National Curriculum levels.  Information on standard testing and any changes in the pupil’s circumstances should be considered.  The parent/carer’s views and the pupil’s view on progress should also be discussed.  

· current provision – including information on what support the school is providing from their own resources as well as any additional support from The Learning Trust or other agencies (if a pupil is placed in special provision, consideration of opportunities for inclusion should be made) 

· review of any support with home to school transport

· appropriateness of the current Statement (Are any amendments required?  Is the Statement still required?)
· target setting for the coming year.  

8.5
Following full discussion of the pupil’s progress and provision, the review meeting is likely to make one of the following possible recommendations:

· minor and/or straightforward changes to the Statement such as the inclusion of updated advice (in general minor amendments will be noted in a formal response to parents following the Annual Review, but may not lead to an actual amendment of the Statement) 

· major changes to the Statement (e.g., significant changes in needs or concerns about the levels of provision or placement)

· requests for statutory re-assessment.

· requests for assessment by external agencies (such as the  Educational Psychology Service, Therapy Services,  etc).

· The Learning Trust cease to maintain the Statement

· no change in the Statement  

8.6
Any recommendation should be recorded on the Annual Review Report form.  

8.7
You should attach additional sheets of paper if you are unable to record all the required information or discussion that took place at the meeting in the space provided on the Annual Review report form.   However, please remember to clearly reference these on the final form.  

9
After the Meeting

9.1
The completed Annual Review Report form must be signed and dated by the meeting Chairperson.  This will normally be the Headteacher or their delegated representative.

9.2
The signed report must then be forwarded to The Learning Trust within 10 school days of the Annual Review meeting or the end of that school term (whichever is earlier).  All written advice and comments received by invitees as part of the review process should be attached to the report.  

9.3
The Learning Trust will consider the recommendations of the Annual Review Report and subsequently write to the parent/carers outlining the action that it proposes to take.  This letter will be copied to the school.  

9.4
A copy of the signed report should also be sent to the pupil’s parent/carers.  

10
Further Advice and Information

10.1
SEN Assessment Team:

Neil Hudson, Head of SEN Assessment
020 8820 7550

Kaye Garrett, Principal SEN Officer
020 8820 7589
Ian McFee, Principal SEN Officer
020 8820 7506
Steve Rooke, Principal SEN Officer
020 8820 7505

Saleem Yousaf, Principal SEN Officer                     020 8820 7507
10.2
Educational Psychology Service

Andrew Lee, Principal EP
020 8820 7520

10.3
Inclusion Service
Lizzie Yauner
020 8820 7326 / 7624

Glossary of terms

The following is a list of acronyms you may come across during the Annual Review process:

	ASD
	Autistic Spectrum Disorder

	BESD
	Behaviour, Emotional & Social Difficulties

	CAT
	Cognitive Ability Test

	CTM
	Cease to Maintain

	DPH
	Deaf or Partially Hearing 

	EBD
	Emotional and Behavioural Difficulties

	GCSE
	General Certificate of Secondary Education

	GNVQ
	General National Vocational Qualification

	HI
	Hearing Impairment

	IEP
	Individual Education Plan

	KS1
	Key Stage 1

	KS2
	Key Stage 2

	KS3
	Key Stage 3

	KS4
	Key Stage 4

	LSA
	Learning Support Assistant

	LST
	Learning Support Teacher

	MLD
	Moderate Learning Difficulties

	MSI
	Multi-Sensory Impairment

	NCY
	National Curriculum Year

	OT
	Occupational Therapist

	P-Level
	Performance Level

	PD
	Physical Difficulties

	PEP
	Personal Education Plan

	PLASC
	Pupil Level Annual School Census (Annual January DfES return previously known as Form7)

	PMLD
	Profound and Multiple Learning Difficulties

	PSP
	Pastoral Support Plan

	SALT
	Speech and Language Therapist

	SATs
	Standard Assessment Tests

	SEN
	Special Educational Needs

	SENCo
	SEN Coordinator

	SLCN
	Speech, Language and Communication Needs

	SLD
	Severe Learning Difficulties

	SpLD
	Specific Learning Difficulties

	TA
	Teaching Assistant

	UPN
	Unique Pupil Number

	VI
	Visual Impairment
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