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Throughout this document the term parent/s is used to refer to the person/s 

with legal parental responsibility and may or may not include carers or 
guardians. 
 
 

Who is this guidance for? 
 

This document provides guidance for all educational settings in and out of 
Cornwall, including independent specialist providers, on how to complete the 

EHC plan review process for a child or young person with a Cornwall EHC plan.  
 
 

What is the purpose of an EHC plan review? 
 
EHC plan reviews are part of the continuous cycle of assess-plan-do-review.  

 
An EHC plan should be used to actively monitor a child or young person’s 
progress towards their outcomes and longer term aspirations.  

 
EHC plan reviews must focus on the child or young person’s progress towards 

achieving the outcomes specified in their EHC plan. The EHC plan review 
meeting must also consider whether these outcomes and supporting targets 
remain appropriate.  

 
EHC plan review meetings must be undertaken in partnership with the child and 

their parent or the young person, and must take account of their views, wishes 
and feelings. 
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As section 9.167 of the Code of practice states, reviews should also:  

 Gather and assess information so that it can be used by early years 
settings, schools or colleges to support the child or young person’s 
progress and their access to teaching and learning  

 
 Review the special educational provision made for the child or young 

person to ensure it is being effective in ensuring access to teaching and 
learning and good progress  
 

 (When appropriate) review the health and social care provision made for 
the child or young person which has been stipulated within their plan and 

review its effectiveness in ensuring good progress towards outcomes  
 

 Consider:  

o the appropriateness of the EHC plan continuing in the light of the child 
or young person’s progress during the previous year or changed 

circumstances, 
o whether changes may be required including any changes to outcomes, 

provision, educational setting  

 
 Set new interim targets for the coming year and where appropriate, agree 

new outcomes  

The local authority’s responsibilities regarding 

EHC plan reviews 
 

Before a EHC plan review meeting 
 
For the beginning of each academic year, the local authority provides every 
educational setting with a list of all of the children or young people they have on 

roll who will require a EHC plan review meeting of their EHC plan over the 
forthcoming academic year. These lists indicate which EHC plan reviews must 
particularly be focused on transition and preparation for adulthood. 

 
After a EHC plan review meeting 
 
When the EHC plan review documentation is received by the local authority, 

based on the information provided, the following will be considered: 
 

 Any recommendations made by those present /contributing to the EHC 
plan review meeting and whether to accept and act on these 
recommendations 

 
 Whether to maintain the EHC plan  

 
 Whether to maintain the EHC plan but amendments are required 

 

 Whether to cease the EHC plan 
 

 Whether or not any further action is required 
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 Whether new resourcing and/or an alternative placement needs to be 
considered 

 
When it is decided by the local authority that the EHC plan should be amended, 

ceased or that a statutory reassessment is required, the local authority should 
notify the child’s parent/s, the young person and/or the young person’s parent/s 
and the educational setting, within four weeks of the EHC plan review and action 

these processes as soon as possible.  
 

If there are amendments the child’s parent/s, the young person and/or the 
young person’s parent/s have at least fifteen calendar days to comment and 
make representations on the proposed changes. 

 
If the local authority decides not to amend the EHC plan or decides to cease to 

maintain it, it must notify the child’s parent/s, the young person and/or the 
young person’s parent/s of their right to appeal that decision and the time limits 
and support for doing so. 

 
The local authority will issue an amended EHC plan, within eight weeks of the 

amendment notice. 
 

Early or additional EHC plan reviews 
 

EHC plan reviews must take place at least once a year for children and young 
people aged five and over and it is recommended on a six monthly basis for 

those younger than this. 
 

There may be times where it is appropriate to hold an early or an additional EHC 
plan review.  
 

It might be appropriate when: 
 

 A child or young person is new to Cornwall 
 

 Due to unforeseen and significant changes in a child or young person’s 

special educational needs and/or the suitability of their educational 
resourcing and/or placement needs to be reviewed 

 
 Where there are significant concerns about the progress a child or young 

person is making against the outcomes specified in their EHC plan 

 
 The educational placement named within their EHC plan is at risk 

 
The local authority recognises that when an early or additional EHC plan review 
is required, then it may not be possible for the timelines set out in the remainder 

of this document to be followed. However, relevant and up to date information, 
data and supporting evidence from involved professionals, the educational 

setting, child or young person and parents is still required.       
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Educational setting EHC plan review timeline 
What you need to do and when 

 

Throughout the year 
Gather pieces of work and any other information 

 
  

Before the 30th of September 
Schedule dates for all EHC plan reviews and return the completed list back to the 
Statutory SEN Service via email 

 
 

 Six weeks before the meeting  
Send out invitations to the EHC plan review and requests for a contribution from the 
parent/s, and external professionals 

 
 

Four weeks in advance of the EHC plan review meeting 
Support the child or young person in preparing for their EHC plan review 

Support the child or young person to complete their contribution to their EHC 
plan review or when applicable an All About Me Profile form (see page 14  for 

further information  
Complete sections 1:1 to 1:9 of the EHC plan review form  

Gather data and evidence of progress 

 
 

Three weeks before the EHC plan review meeting 
Collate and circulate to all attendees:  

 A copy of the child or young person’s contribution to their EHC plan review or 
their All About Me Profile form 

 A copy of the parental contribution to the EHC plan review if provided 
 A copy of your educational provider’s report – sections 1:1-9 of the EHC plan 

review form  

 A copy of the reports provided by all the professionals invited to the EHC plan 
review 

 
 

 Hold the EHC plan review meeting  

 
 

Within two weeks following the EHC plan review meeting 
date 

Finalise and send a completed copy of the EHC plan review form to everyone invited to 

the review meeting 

Send a signed copy with all of the supporting information and evidence to the 

Statutory SEN Service  
 

 

 



7 

Completing the EHC plan review process 
 
Appendix 4 of this document contains an EHC plan review checklist which you 

might find useful to help you manage the organisation of EHC plan reviews. This 
is optional.  

 

Throughout the year 
 

Throughout the year gather photos, exemplary pieces of work, video clips, 
evidence of participation in drama productions, shows, voluntary work, 
certificates, awards etc. To be shared and celebrated at the child or young 

person’s EHC plan review. Consider saving them electronically for ease of 
access.  

 

Prior to the EHC plan review  
 

Scheduling EHC plan reviews 
 
EHC plan reviews should be planned in advance for the entire academic year. A 
list of all of the EHC plan review dates must be sent to the local authority, via 

email, using the pre-populated list that the local authority have provided you 
with by the 30th of September.  

 
When scheduling EHC plan reviews you need to consider the following: 
 

Transfer between phases of education  
 

An EHC plan must be reviewed and amended in sufficient time prior to a child or 
young person moving between key phases of education, to allow for planning for 

and, where necessary, commissioning of support and resourcing at the new 
setting.  
 

EHC plan reviews for children or young people transferring between phases of 
education must take place in the summer term, a full academic year before 

transfer.  
 
The key transfers are:   

 

Key Transfer When the EHC plan review must be held 

Early years child moving to 

school  

Autumn term one year prior to starting school 

Year 1 child in an Infant school Summer term of Y1, one year prior to 

transfer from Y2 to Y3  
Year 5 child Summer term of Y5, one year prior to 

transfer from primary to secondary  
Year 10 young person Summer term of Y10, one year prior to 

transfer from secondary to post-16 

Post 16  Summer term, one year prior to end of 

current placement   
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Children in Care 
 

In line with the Code of Practice: 10.11 for children in care a EHC plan review 
should coincide with one of the reviews in their Care Plan and in particular the 

personal education plan (PEP) element of the Care Plan. This ‘tell us once’ 
approach avoids the child, young person and when appropriate their parents 
having to repeat the same information and reduces the number of meetings 

required.  

 
Attendance at the EHC plan review meeting 
 

Invitations to a EHC plan review meeting and requests for a report should be 
sent out as early as possible and ideally a minimum of six weeks before the 
meeting. This will enable parents and professionals to plan attendance at the 

EHC plan review meeting and/or provide advice or information about the child or 
young person where necessary. To ensure attendance if may be necessary to 

contact certain professionals in advance and negotiate the date with them. 
 
The Code of Practice (9.176) states that, when a child or young person attends a 

school or other institution, the following people must be invited to the EHC plan 
review of a child or young person with an EHC plan: 

 
 The child or young person 
 A child’s parent/s  

 A young person’s parent/s if appropriate  
 A representative of any other educational setting the child or young 

person attends 
 A local authority SEN Casework Officer  

 

The Code of Practice also states that a health service representative and a local 
authority social care representative must be invited. Many children or young 

people do not have health and/or social care needs identified within their EHC 
plan. When they do, it is highly unlikely that health and social care colleagues 
will be available to attend all EHC plan reviews. Please use your discretion when 

considering whether or not to invite a health or social care professional whilst 
bearing in mind that it may be appropriate for health or social care to send a 

written contribution. 
 
The Code of Practice states that a representative from the local authority should 

be invited to each EHC plan review. For most children or young people things are 
going well for them within their current educational setting and it is not 

necessary for a representative of the local authority to attend. When local 
authority attendance is desirable please contact the local authority at the earliest 

opportunity. 
 
For all state schools and educational settings, to save on administration time, 

the local authority will be happy to accept the list of all of EHC plan review dates 
sent you at the beginning of the autumn term, as an invitation to the meeting.  

 
Other individuals/professionals relevant to the EHC plan review should also be 
invited i.e. Careers South West Advisor (for Year 9 and above) or a 

representative of the child or young person’s next educational setting if known. 
It is not necessary to invite professionals who have not had recent involvement 

or who are not currently involved with the young person.  
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Prior to the EHC plan review, before issuing the invitations, you need to establish 
who has legal parental responsibility. You cannot assume that it is necessarily 

the person who the child or young person refers to as mum or dad. For a Child in 
Care, confirm this with the child or young person’s social worker prior to the EHC 

plan review. Refer to section 1:2 for more information.  
 
Support the child or young person to prepare for their EHC plan review and 

enable them to complete their contribution. See Section 1:5 for further details. 
 

Support parent/s in preparing and contributing to their child’s EHC plan review 
 
You must ask the parent/s (when appropriate) to make and submit a written 

contribution to their child’s EHC plan review.   
 

See Appendix 1 for the Parent Carer(s) information about EHC plan reviews and 
Appendix 2 for a copy of the Parent/Carer’s contribution to EHC plan review 
form.  

 
A copy of both of these documents should be sent to parent/s when the 

invitations to the EHC plan review are sent out. See Section 1:6 for further 
details. 
 

 

Meeting Preparation   
 

1. Gather together data and evidence  
 

This needs to include: 
 

 Progress data 

 Attendance data 
 Information on what support and resourcing the child or young person 

receives and the impact this has had on the child or young person’s 
progress towards their outcomes 

 Evidence of the cycles of assess-plan-do-review which have taken place 

since the last EHC plan review 
 Evidence of shorter term targets based upon the outcomes in the child or 

young person’s EHC plan. 
 Any other information or evidence in order to complete in full all sections 

of the EHC plan review form 

 
Complete Part 1: Sections 1:1 – 1:9 of the EHC plan 
review form  

 

Support on filling each of the different sections of the EHC plan review form can 
be found later on in this document.  
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Three weeks before the EHC plan review meeting  
 

Send out to all invitees:  

 
 A copy of the child or young person’s contribution to their EHC plan review 

 A copy of the parental contribution to the EHC plan review 
 A copy of the reports provided by all the professionals invited to the EHC 

plan review meeting 

 A copy of your education provider’s report – sections 1:1 – 1:9 of the EHC 
plan review form  

 A copy of the data and evidence of progress  
 A copy of the child or young person’s EHC plan 

 

The Code of Practice: 9.176 states that the educational setting must send and 
advice and information gathered to all those invited at least two weeks before 

the meeting. The local authority have advised three weeks, as this will allow for 
any slippage due to unforeseen circumstances.   
 

Sending the reports out in advance of the meeting enables all the invitees to be 
prepared for the meeting as they will be able to highlight relevant points for 

discussion, and consider how they can make the points they wish to make in a 
way which is accessible for the child or young person. Sending the reports out 
beforehand also avoids long and protracted silences during the meeting whilst 

people are reading the reports which might be uncomfortable for the child or 
young person. 

 
Ensure that all invitees know how EHC plan review meetings are held within your 

educational setting, how the child or young person will be contributing to their 
EHC plan review meeting and what the expectations of invitees are. Some 
educational settings have made leaflets to send out to the invitees.  

 

Holding the EHC plan review meeting 
 
The EHC plan review meeting is where all the attendees are able to discuss the 

reports, data, evidence and information circulated prior to the meeting and raise 
any other points they wish to discuss.  

  

Completing the EHC plan review form  
 
The EHC plan review form is your education provider’s report. You need to 
complete Part 1 in advance of the EHC plan review meeting and this should be 

circulated along with copies of all of the other reports to all attendees at least 
three weeks prior to the EHC plan review meeting. 

 
Only the relevant assessment sections need to be on the EHC plan review form. 
To make the document more relevant and to reduce the size of the paperwork, 

delete the boxes which do not apply to the age range which you support.  
 

Please leave the section heading in place, so that any subsequent 
sections remain in sequence. 
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Why not create a ‘master’ copy of the EHC plan review form which is relevant for 
your setting. For example a secondary school (for pupils up to Year 11) could 

delete the boxes which relate specifically to early years and post 16, whilst an 
early years or primary setting could delete the boxes in the preparing for 

adulthood section. 
 
 

Part 1  
 
 

1:1 Child or young person’s current details  
 
Check that the child or young person’s details are accurate and up to date. 
 

 

1:2 Details of person/s with parental responsibility  
 
There are many important people in a child or young person’s life; however it is 
the person/s with legal parental responsibility who should be invited to the EHC 

plan review and it is their views and aspirations which should be gathered.  
 

This section needs to be completed for children and young people under the age 
of 16. This section should also be completed for young people over the age of 16 
who have been assessed under the Mental Capacity Act 2005 not to have the 

capacity to make a decision about their education. 
 

For young people 16+ you should seek clarification direct from the young person 
as to whether or not they wish parental views to be recorded as part of their 

EHC plan review. Clearly record this preference within the EHC plan review 
paperwork. 
 

All those with legal parental responsibility should receive an invitation to their 
child’s EHC plan review and receive a copy of the EHC plan review paperwork, 

particularly when the parents are not together but both have legal parental 
responsibility. There will be individual exceptions to this and these will need to 
be dealt with on a case by case basis.  

 
For children and young people in care, as a default position you should contact 

the Social Worker in the first instance as the person with legal parental 
responsibility and gather their views and aspirations. You should also establish 
with the Social Worker whether or not it is appropriate for you to directly contact 

either of the child or young person’s biological parent/s. If they do not feel that 
it is in the best interests of the child or young person for you to make contact 

this needs to be clearly stated with in the EHC plan review paperwork. 
 
Foster carers may have some delegated responsibilities, but they never have 

legal parental responsibility. As important people within a child or young 
person’s life you may invite them to the EHC plan review meeting and record 

their contribution within the EHC plan review paperwork, but please make it 
clear whose contribution you are recording. 
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For Children in Care, the Children in Care Educational Support Service (CICESS) 
should also be invited to the EHC plan review meeting. 

 
Prior to sending out the EHC plan paperwork, check that the parent/s contact 

details are accurate and up to date. Have they moved, changed phone number 
or email address? 
 

1:3 Educational Placement details   
 

Attendance and or exclusions 
 
You should gather the attendance and/or exclusion data prior to the EHC plan 

review meeting.  
 

Any attendance and or exclusion issues must be discussed within the EHC plan 
review meeting and the outcomes of this discussion and further actions recorded 
within the EHC plan review paperwork.  

 
Exceptional circumstances  

 
This section must include details of any exceptional circumstances such as: 

 
 Flexi-schooling -  only attending the educational setting on a part-time 

basis as a result of an agreement between the setting and home 

 
 Dual registration i.e. attendance at college or other alternative provider as 

a result of a personalised timetable 
  

 In some circumstances a child or young person may attend more than one  

educational setting e.g. school support placement at an Alternative 
Provision Academy (APA) or a Child Development Centre (CDC) please 

include purpose of placement, anticipated outcomes, proposed length of 
placement, entry and exit planning etc.  
 

 Being educated off-site as a result of a behavioural, medical or other need 
 

In all cases provide details of how the educational resourcing and provision 
breaks down on a daily basis across the school week, for example you could 
include a weekly timetable. 

 
Reduced timetables 

  
Schools have a statutory duty to provide a full-time education for all students 
on their roll. All students should receive full time education consistent with their 

key stage.  These are the recommended minimum hours, excluding registration, 
collective worship and breaks: 

 
 

  

KS1 21 hours 

KS2 23.5 hours 

KS3 24 hours 

KS4 (Y 10) 24 hours 

KS4 (Y 11) 25 hours 
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The use of a reduced timetable should be an exceptional measure in, especially 
for a child or young person with an EHC plan. All schools including primary, 

secondary, special schools and alternative provision academies must notify the 
Local Authority as soon as a reduced timetable arrangement is made for any 

student. Schools are required to report any arrangement for students aged 4-16 
that are not accessing a full timetable in school.  This includes students that 
access full-time hours in a combination of school and an alternative provider. 

 

For a child or young person aged 4 – 16 the Local Authority Pupil 

Placement Manager must be notified and regularly updated of the 
arrangements. The Pupil Placement Manager can be contacted by 

emailing:schoolaccess@cornwall.gov.uk More information and the online 
form and can be found in School Messenger via: 
http://www.cornwall.gov.uk/reducedtimetables 
 

For children and young people on a reduced timetable, on the EHC plan review 
form you must include the following: 

 Explanation of the reasons for the reduced timetable 

 The date the reduced timetable came into effect 
 External professionals involved 

 The plan and timescale for reintegration  
 Details of the support and the off-site alternative provision being provided 

to ensure the child or young person receives their full time educational 

entitlement  
 Details of how the educational resourcing and provision breaks down on a 

daily basis across the school week, for example you could include a 
weekly timetable. 

 
 

1:4 People invited to attend the EHC plan review meeting  

 
Only those invited to the EHC plan review should be included. Delete or insert 

rows as appropriate. Please include contact details. All written reports must be 
attached to this review form and the Documents provided in support of the EHC 
plan review table completed 

 
 

1:5 Child or young person’s contribution prior to their EHC plan 

review meeting  

 
Support the child or young person to prepare for their EHC plan 

review meeting 
 

EHC plan reviews must be undertaken in partnership with the child or young 
person, and must take account of their views, wishes and feelings, after all it is 
their review. 

 
In line with their special educational needs you must enable the child or young 

person to make and submit a contribution to their EHC plan review. The child 
and young person should also be enabled to participate as actively as they can in 

their EHC plan review meeting – unless they themselves make the choice not to 

mailto:schoolaccess@cornwall.gov.uk
http://www.cornwall.gov.uk/reducedtimetables
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attend. Some children or young people may be reluctant to attend the whole 
meeting and may instead chose to attend only part of the meeting.  

 
The first person (I/me) should only be used by the young person themselves, or 

if the child or young person is being directly quoted. 
 
It is the child or young person’s own views, wishes and feelings which should be 

recorded. For example, if a child or young person thinks they are doing so well 
that they can manage without support or that they have no additional needs, 

which needs to be recorded. It can be balanced in your reports and data 
regarding attainment, progress etc. It also opens up the discussion as to how 
support might be provided in different ways.  

 
Please see Appendix 3: Good practice guide for involving children and young 

people in their EHC plan review meeting for all educational settings for further 
information on things you need to consider to enable the child or young person 
to play an active part in their EHC plan review meeting. 

  

When to complete a Child or young person’s contribution to their 

EHC plan review form and when to complete/update an EHC plan 
All About Me Profile form 

 
The Child or young person’s contribution to their EHC plan review form (or 

equivalent) should be used for all EHC plan reviews apart from: 
 

 The EHC plan review for children or young people transferring between 

phases of education. These must take place a full academic year before 
transfer e.g. autumn term one year prior to starting school for Early Years 

children moving to school, summer term of Year 5, summer term of Year 
10 
   

 When a full statutory reassessment has been agreed 
 

For these EHC plan reviews, the All About Me Profile form should be completed 
by the child or young person, if required.  
 

 
NB: Whilst the format of All About Me Profiles can vary, please delete from 

your own records and do not use the following documents: 
  

 Section A All About Me and My Family EY and KS1-A-All-About Me  
 Section A All About Me KS2-Year 8 
 Section A My Hopes Dreams and Aspirations 14-25   
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1:6 Parent/s views and contribution prior to the EHC plan review 

meeting  
 

Support parent/s in preparing and contributing to their child’s 

EHC plan review 
 

The Code of Practice recognises that EHC plan reviews must be undertaken in 
partnership with the parent/s of a child or young person, and must take account 

parental views, wishes and feelings. Even when the decision making moves from 
the parent to the young person the Code of Practice recognises the role of the 
parent/carer in supporting a young person to make decisions, or act on their 

behalf. 
 

You must ask the parent/s to make and submit a contribution to their child’s 
EHC plan review. The parent/s must also be encouraged to be an active 
participant/s during the EHC plan review meeting.  

 
See Appendix 1 for the Parent Carer(s) information about EHC plan reviews and 

Appendix 2 for a copy of the Parent/Carer’s contribution to EHC plan review 
form.  

 
A copy of both of these documents should be sent to parent/s when the 
invitations to the EHC plan review are sent out. You may wish to personalise the 

parental information about EHC plan reviews for your specific educational setting 
and parent/s may choose to write their contribution in a differing format, for 

example they may prefer to respond via email. 
 
Other information and things that you need to consider when holding an EHC 

plan review meeting to enable parental contributions are: 
 

 What is the best time of day for the parent/carer’? 
 Does the parent/carer/s work? 
 Are they able to get to the meeting on time? 

 Are there any other children who need to be considered? 
 

How will the parent/carer’s share their views? 
 Do they need help with reading the reports/documents prior to the EHC 

plan review meeting and/or help recording their views? 

 Do they need the paperwork to be in a specific format such as braille or 
large print? 

 During the EHC plan review meeting do they need a signer or a translator 
to be present? 

 

What support is available to parent/carers 
 Who can they approach prior to the EHC plan review if they have any 

questions or queries? 
 Is there anyone the parent/carers want invited to the EHC plan review 

meeting? 

 Do they know where to get independent support and advice from? 
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1:7 Attainment and assessment 
 
Each of the boxes on the EHC plan review form gives detailed guidance as to 

what your comments should cover. 
 

If additional or different assessments have been carried out please include the 

details.  
 

The key points and interpretation of attainment and academic progress since the 
last EHC plan review box needs to be completed for all children and young 
people. Provide a brief interpretation of what the attainment and assessment 

data means. This will be useful for parents and attendees and is essential in light 
of the removal of national curriculum levels: 

 
 Overall has the child or young person made less / greater than expected 

progress? 

 Has progress only been evident in certain areas? 
 Have there been any factors since their last EHC plan review which have 

impacted on their rate and level of academic progress?  
 Comment on their concentration, motivation, enthusiasm for learning and 

interest in the world around them 

 
 

1:8 Strengths and Special Educational Needs (SEN)  
 

This section only needs to be completed when the child or young person’s 
strengths or special educational needs have substantially changed over time, 
this does not include small but important steps in progress/development.  

 
Special educational needs refer to what the child or young person finds difficult 

or challenging in terms of their learning. Not, what they need in terms of 
provision or a medical diagnosis.  
 

If a child or young person does not have special educational needs in one of the 
four broad areas of need, only complete strengths and state ‘none’ for special 

educational needs. 
 
The Remove, Amend or Add coding:  

 

Remove  This means you are suggesting that a particular strength or 
special educational need is completely removed from the 
EHC plan. When this is the case you need to consider 

whether Sections E and F (Outcome and Provision) of the 
EHC plan also need amending 

Amend This means you are suggesting substantial amendments to 
particular strength or special educational need 

Add This means you are suggesting a new strength or special 
educational need should be included into the EHC plan. 

When this is the case you need to consider how this special 
educational need will be addressed in Section E and F 
(Outcome and Provision) of the EHC plan  
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1:9 EHC plan outcomes: Progress and SEN provision over the last 

year or since last EHC plan review  
 
Insert or delete outcome boxes as required. Please leave the 4 broad areas of 

need subheadings in place, so that subsequent sections remain in sequence. 
 

Communication and interaction  

 

Cognition and learning  

 

Social, emotional and mental health 

  

Sensory and/or physical  

 
Electronic copies of a child or young person’s EHC plan are available upon 

request by emailing statutorysen@cornwall.gov.uk  so that you can copy and 
paste some parts of the document directly on to the EHC plan review form.  
 

Please only copy and paste one outcome per box.  
 

Please attach documents detailing the support and provision the child or young 
person has received over the last 12 months and evidence of the cycles of 
assess-plan-do-review that have taken place since the last EHC plan review. This 

should include: 
 

 Annotated timetables showing group size and alternative access 
arrangements 

 Reviews of shorter term interim targets e.g. SEN support plan, individual 

education plan (or equivalent) 
 

Please ensure that the paperwork does not contain information/images which 
would enable other children or young people to be identified.  
 

The following green sections are part of the EHC plan review document that 
constitutes the educational advice. They need to be completed prior to the EHC 

plan review meeting. The yellow sections need to be completed during and 
following the EHC plan review meeting: 

 
Outcome (wording from 

current EHC plan) 

Cut and paste the actual wording of the outcome 

from the EHC plan 

Progress made and 

impact/effectiveness of 
provision  

In your own words:  

 
Detail the progress the child or young person has 

made against the outcome. When greater or less 
than expected progress has been made explain 
why this is the case. 

 
Summarise and evaluate the impact and 
effectiveness of the support and provision which 
the child or young person has received over the 
last 12 months.  

 

mailto:statutorysen@cornwall.gov.uk
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The focus needs to be on the impact and 
effectiveness of the provision and support and 

how it has or has not enabled progress against 
the outcome. What has worked well? What 

hasn’t been effective and has needed to be 
replaced? 

 
Details of the actual provision and support the 
child or young person has received since their 

last EHC plan review will be evidenced in 

documents you attach e.g. cycles of assess-plan-

do-review that have taken place since the last 
EHC plan review, SEN support plan (or 
equivalent) etc.  

 

 
The following yellow sections of each Outcome needs to be completed in full as 
part of the EHC plan review meeting, using the Remain, Remove, Amend or 

Add coding to complete the remaining boxes for each outcome  

 
Remain  This means you are suggesting that the outcome and or 

provision remains in the EHC plan without any changes. 

 
Tick remain, and move on to the next outcome. 

 

Remove  This means you are suggesting that the outcome and or 

provision is completely removed from the EHC plan. 
 
Tick remove, and move on to the next outcome. 

 

Amend This means you are suggesting substantial amendments to 

an outcome and or provision. An EHC plan is only amended 
if the local authority believes that significant and substantial 

changes to the outcome or provision are required  
 
Amendments to fine tune strategies and approaches are not 

significant and substantial changes. Such developments 
need to be shared as part of the continuous assess-plan-do-

review cycle, to inform the setting of shorter term interim 
targets. 
 

Suggested amendments need to be Specific, Measurable, 
Achievable, Realistic and Time-limited (SMART). They 

should aim to cover 3 to 4 years or the end of the next key 
stage. 
 

Tick Amend and then complete the Suggested 
amendments to current Outcome and or Suggested 

amendments to current Provision boxes. Cut and paste 
the wording from current EHC plan and then amend. 
 

Add This means you are suggesting that a new outcome and 
accompanying provision should be included into the EHC 

plan. Suggested new outcomes and the accompanying 



19 

provision need to be Specific, Measurable, Achievable, 
Realistic and Time-limited (SMART). They should typically 

aim to cover 3 to 4 years or the end of the next key stage. 
 

Outcomes can be defined as the expected benefit or 
difference made to a child or young person as a result of an 

intervention. Outcomes need to clearly state where the child 
or young person will be at / what they will be doing / what 
they will have achieved after an intervention has been in 

place e.g.  
 

By the end of Key Stage/Year ………… {insert name} will 
………………………… so that she/he is able to ……………………………  
Indicators of progress will include: 

  
  

 
Only complete this section if you are identifying a significant 
long-term change to a child or young person’s level of need 

which is not already in the EHC plan.  Evidence of the level 
of need has to be provided. 

 
The suggested provision should also be Specific, 
Measurable, Achievable, Realistic and Time-limited 

(SMART). 
 

Tick Add and then complete the Suggested new Outcome 
and Suggested new Provision boxes.  

 
 
Outcome (wording from 
current EHC plan) 

 

Progress made and 
impact/effectiveness of 

provision 

 

Is this outcome still relevant?     

Remain  Remove  Amend  Add new outcome  

Is the provision still relevant? 

Remain  Remove  Amend  
Add new 

provision 
 

Suggested amendments to 

current Outcome  
Use the wording from current 

EHC plan  

 

Suggested amendments to 
current Provision  

Use the wording from current 
EHC plan  

 

or Add new Outcome  

Suggested new Outcome 

This should SMART and be 
linked to a need identified in 

the plan 

By the end of Key Stage/Year ………… {insert 

name} will ………………………… so that she/he is 
able to ……………………………  Indicators of progress 

will include: 
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Suggested new Provision 
 

 

 
If the child and young person had achieved many of their EHC plan outcomes, 
within the EHC plan review meeting, consideration needs to be given as to 
whether or not their needs can now be met at SEN support and whether or not 

the EHC plan needs to be maintained.  
 

If you are recommending that an EHC plan is ceased, then this should be viewed 
in a positive light as it reflects the effectiveness and the impact of the support 
and provision which you have put into place and is recognition of the progress a 

child or young person has made. 

 
Delete the following section if not required. 
 

Preparing for adulthood 
 

This section should be completed for students with an EHC plan whose 
review is held in the summer term of Year 8, and for all students who 

are Year 9 and above. At least one outcome must be completed for 
each of the following areas: 

 Education, training or employment 

 Independent living 
 Participating in society 

 Health  
 

All EHC plan reviews taking place in the summer term of Year 8, and for all 
students who are Year 9 and above must include a focus on preparing for 
adulthood and preparing for adulthood outcomes need to be written and or 

reviewed.  
 

When a young person leaves full time education or training their EHC plan 
ceases. If this is likely to be the case within the next twelve months, the EHC 
plan review meeting should consider good exit planning. Support, provision and 

outcomes should be agreed that will ensure the smooth transition to whatever 
the young person will be doing next, for example moving to higher education, 

employment, independent living or adult care. 
 
Gathering the young person’s views, wishes and aspirations needs to be done in 

advance of the actual meeting.  
 

Issues to be considered as part of the meeting: 
 
Education, training or employment 

 
 

 Identify the young person’s interests and skills in and out of education 
 Consider options and choices for next phase of education  
 Employment dreams and aspirations. Have they changed since their last 

EHC plan review meeting?   
 Start, or continue the conversation about paid work 
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 Identify the curriculum needs that would support the young person’s 
employment aspirations 

 Discuss, identify and put into place work experience options 
 Identify local post 16 options including employment, internships, 

apprenticeships, traineeships, Further Education, 6th form, self-
employment etc 

 Arrange visits as appropriate 

 Explore possibility of a part time weekend or holiday jobs 
 Who in the young person’s local community or support network could 

support their career plan? 
 Identify who will provide career guidance and help the young person 

develop a career plan. When will this happen? 

 Start preparation for job seeking e.g. CV, interview techniques/ practice 
 Identify support required within employment  

 Signpost to support/information available on the Local Offer including 
benefit entitlement to support employment 

 

Participating in society   
 

 Discuss mobility and transport needs 
 What social and community activities and opportunities are available and 

who will help them to access these?  

 Are there any groups or associations in the local community that support 
the young person’s interests? 

 Does the young person require support to develop and or maintain 
friendships and relationships within their wider community? 

 

Independent living 
 

 Record the young person’s aspirations 
 Talk about and develop the skills for independence, including managing 

money, travel, staying away from home etc. Identify the skills that need 

to be developed and what opportunities the young person will require e.g. 
using public transport independently  

 Start, or continue the conversation about where, how and with whom the 
young person wants to live as an adult. Identify possible options such as 

living at home, renting, home ownership, supported living, independent 
living etc.  

 Identify and signpost to additional/specialist support via Local Offer 

 Signpost to support/information available on the Local Offer  
 Young person and or family understands eligibility for adult services 

 Young person and or family know benefit entitlement 
 
 

Health 
 

 Who will help the young person understand which health professionals or 
services may work with them as they get older/as adults? 
 

 Who will help the young person to know how to access and engage with 
mainstream health professionals and services e.g. GP  

 How will the young person access dental care, the opticians, equipment, 
specialist support, prescriptions, sexual health advice etc. 

 Discuss, if appropriate, the transition from specialist paediatric services to 

adult health care 
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Part 2 
 
Sections 1:1 to 1:9 of Part one of the EHC plan review form, along with all the 

other reports, data, evidence and information which was circulated prior to the 
EHC plan review meeting should be revisited and discussed during the EHC plan  

review meeting so that all invitees can raise any points or issues they wish to 
discuss. 
 

Part 2 of the EHC plan review form should be completed during the EHC plan 
review meeting. 

 
 

2:1 Child or young person’s contribution at their EHC plan review 
meeting 

 
Using bullet points, in this section please provide a summary of the child or 
young person’s views, interests and aspirations gathered prior to and during 

their EHC plan review meeting.   
 

Attach copies of the child or young person’s contribution to the completed EHC 
plan review form. 
 

What is the child or young person’s main method of communication i.e. verbal, 
augmented forms of communication, British Sign Language? 

 
Provide details on how has the child or young person been involved in preparing 

for and contributing to their EHC plan review meeting e.g. by completing a 
written contribution, by producing a video, by drawing a picture, selecting 
symbols and by attending their EHC plan review meeting. 

 
 If despite your best endeavours the child or young person chooses not to 

share their views, make it clear that the child or young person chose not 
to participate 

 

 When it is not possible for you to directly obtain the child or young 
person’s views and you are reliant upon adult interpretation of their 

views/preferences/observed behaviours  by someone who knows the child 
or young person well, make this clear within your advice and use 
quotation marks if appropriate 

 
 

2:2 Parent/s views and contribution to the EHC plan review 
 

Using bullet points, in this section please summarise the points raised by the 
parent/carer during the EHC plan review and how these were addressed. 

 
Attach copies of the parent/carer’s written contribution. Please indicate if a 
written parental contribution was not provided.  

 
If parents do not attend the EHC plan review or if they do not provide a written 

contribution, try contacting them by phone in order to ascertain their views. If 
this is not successful please record this on the form and still submit the EHC plan 

review paperwork within the required timescales.   
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2:3 Health Needs which relate to SEN 
 
This section is specifically about health needs which relate to special educational 

needs – not general health needs typical to all or do not impact on education. 
 
If a child or young person does not have any health needs which relate to their 

special educational needs write none. 
 

Amendments to an EHC plan can only be made by the appropriate health 
professional. Any amendments must be provided in writing by the health 
professional and a copy attached to the EHC plan review form. 

 
 

2:4 Social Care Needs which relate to SEN 
 
This section is specifically about social care needs which relate to their special 
educational needs. 

 
If a child or young person does not have any social care involvement which 

relates to their special educational needs write none.  
 
Amendments to an EHC plan can only be made by an appropriate social care 

professional. Any amendments must be provided in writing by a social care 
professional and a copy attached to the EHC plan review form.  

 
 

2:5 Resourcing and placement  
 

Any request for change in resourcing or placement relies upon additional 
information and evidence being provided from the educational setting and 
appropriate external professionals. 

 
For the majority of children and young people the provision specified on their 

EHC plan and provided by their current educational placement will successfully 
meet their special educational needs. If in the view of those present at the EHC  
plan review meeting, the current resourcing or placement is not able to meet the 

child or young person’s special educational needs you must provide the 
following: 

 
Resourcing 

 
 What special educational needs are currently not being met? 
  

 What additional or different resourcing may be required to meet these 
special educational needs? What specific and additional interventions 

would be put into place, by whom and when?  
 

 Evidence to support the above, this must include recent reports from 

external professionals and records to show implementation of their 
recommendations   
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Placement  
 

 What special educational needs are not being met within the child or 
young person’s current educational setting? 

  
 What other options have been considered e.g. a managed move, a full-

time school support placement in an APA, use of external providers? 

 
 What impact would a change in placement have for the child, young 

person and their family? 
 

 Evidence to support the above, this must include recent reports from 

external professionals and records to show implementation of their 

recommendations 

Time limited additional resources 
 

If the local authority has previously agreed to time limited additional resources 
e.g. for a complex transition, these will automatically cease unless evidence to 

support the continuation of additional resources is provided.   
 
Based on the information and supporting evidence provided, the local authority 

will consider the points raised in this section. However, it should not be assumed 
that this will automatically result in either a change of resourcing or placement 

or an extension of additional resources.  
 

 

2:6 Transfer between phases of education 
 
What is important about the next placement for the child or young 

person? 
 
Gather this information from the child or young person prior to the meeting 

when appropriate.   
 

What is important about the next placement for the parent or carer? 
 
Prior to the EHC plan review meeting parent and carers will need guidance and 

sign posting as to what options are available. They may need time prior to the 
meeting to schedule and arrange visits to local educational settings so they are 

able to make an informed decision. 
 
When discussing the options available with the child and their parents, or the 

young person, please ensure that you do not explicitly recommend one 
particular provision or one particular type of provision. This can unintentionally 

create false expectations. The local authority will always try to take into account 
a young person’s or their parent’s preference, but this isn’t always possible or 
appropriate. In the first instance the local authority will aim to place a child or 

young person in the educational setting closest to where they live; that can 
appropriately met their special educational needs. 

 
A draft EHC plan is produced prior to transition and this document, placement 

options and preferences are discussed by the local authority with parent/s or the 
young person as part of this process. 



25 

2:7 Personal budget statement 
 
A young person or a child’s parent has the right to request a personal budget 

statement during the EHC plan review process of an EHC plan. This information 
will be collated and forwarded to the parent/s or the young person, if requested, 
by the local authority following receipt of the EHC plan review paperwork. 

 
Further information on personal budgets and personal budget statements can be 

found on the Cornwall Council website http://www.cornwall.gov.uk/education-
and-learning/schools-and-colleges/special-educational-needs-file/education-
health-and-care-needs-assessments-and-planning/personal-budgets/   

 
 

2:8 Transport 
 
It is important to reconsider travel arrangements in light of the progress a child 
or young person might have made over the previous year. Enabling a young 

person to travel to and from their educational placement with increasing 
independence (when appropriate) can be an extremely positive experience for 

them and represents one way in which we can support them in preparing for 
adulthood. 
 

Travel arrangements might be reconsidered if there is a significant change in the 
child or young person’s special educational needs or a significant change in their 

health or social care needs.  
 
If travel arrangements need to be reconsidered, please provide details and 

attach the supporting evidence to the SEN review form. A Transport Request 
Form (TRF) should also be submitted to the Pupil Transport Team. This includes 

temporary, time limited travel arrangements which the local authority might 
have agreed for a small number of children and young people.  
 

Where a child or young person requires individualised transport arrangements 
which fall outside of the Council’s normal policy (e.g. an individual taxi), 

supporting evidence should include the written views of two local authority 
education, health or social care professionals currently involved with the child or 
young person. 

 
Post–16 travel arrangements: 

 
Beyond Year 11, the Local Authority does not have a statutory duty to provide 
home to school transport free of charge for children and young people. For 

young people aged 16 to 18 years with an EHC plan the same discretionary 
entitlement and financial contribution applies as for any other student of this 

age. Please ensure the young person and their parents are aware of the post-16 
transport policy at www.cornwall.gov.uk/post16transport.  
 

There is a separate transport policy for young people aged 19-25 who have an 
EHC Plan, also available at  www.cornwall.gov.uk/post16transport /  

 
 

 
 
 

http://www.cornwall.gov.uk/education-and-learning/schools-and-colleges/special-educational-needs-file/education-health-and-care-needs-assessments-and-planning/personal-budgets/
http://www.cornwall.gov.uk/education-and-learning/schools-and-colleges/special-educational-needs-file/education-health-and-care-needs-assessments-and-planning/personal-budgets/
http://www.cornwall.gov.uk/education-and-learning/schools-and-colleges/special-educational-needs-file/education-health-and-care-needs-assessments-and-planning/personal-budgets/
http://www.cornwall.gov.uk/post16transport
http://www.cornwall.gov.uk/post16transport%20/
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2:9 Recommendations of those present at the EHC plan review 

meeting 
 

Tick one of the four choices per person. 
 

If Is any further action required  is ticked please detail what has changed in 
regards to the child or young person’s special educational needs and please 
attach to the EHC plan review form the supporting evidence. 

 
These are recommendations for the local authority to consider and it should not 

be assumed that the recommendations will result in change. It is for the local 
authority to consider the evidence provided and decide whether changes to an 
EHC plan are required. 

 
 

2:10 Other information  
 

Please include within this section any additional information those present at the 
EHC plan review meeting wish to share. Not everyone who attends an EHC plan 

review will necessarily support the same recommendations. When this is the 
case, the differing recommendations should be clearly recorded within this 
section.  Including the views of the child or young person.  

 
 

After the EHC plan review meeting  
 
 

2:11 Signature  
 
A signed copy is required. Electronic signatures are preferred to enable the form 

to be sent as a Word document.  
 
Read through and check both Part 1 and Part 2 of the EHC plan review form are 

complete. 
 

This form must be copied and sent to all attendees of the EHC plan review 
meeting (including those who were invited, but did not attend) within two weeks 
of the EHC plan review meeting. 

 
Use encrypted email to send all the documents within two weeks of the EHC plan 

review meeting to statutorysen@cornwall.gov.uk . The EHC plan review form 
should be sent as a Word document from the school/setting official email 
address.  
 

 

 

mailto:statutorysen@cornwall.gov.uk
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Appendix 1: Parent/Carer(s) information about EHC plan reviews  

Information for Parents/Carers about a EHC plan review 

meeting of their child’s EHC plan 

We hope that you will be able to attend your child’s EHC plan review meeting to 
discuss his/her progress and future needs. It is very important for the local 
authority to receive the views of parents/carers. We hope that this information 

will help guide you through the EHC plan review process. If it is not possible for 
you to attend the EHC plan review meeting, please send in your views so that 

they can be recorded and taken into account.   

Filling in the parental contribution 

Just say what you think, there are no right or wrong answers. If there isn’t 
enough room to write down all the information you want to provide, or you don’t 

want to use the form, please attach extra sheets or if you prefer you can send 
the information on plain paper or via email. Please return the completed form 

(or alternative) to your child’s educational setting by the date they have 
requested, so that a copy of your views can be sent in advance to all the other 

people who will be attending the EHC plan review meeting. 

We understand that children and young people have many important people in 

their lives; however we do need it be the person/s with legal parental 
responsibility that completes the form and attends the EHC plan review meeting. 

Support for you 

If you don’t feel able to attend the EHC plan review meeting but would like to 
phone your views through please discuss this with your child’s educational 
setting. You may if you wish bring along a friend or family member. If you would 

like help in preparing for the meeting, Special Educational Needs and Disability 
Independent Advisory Support Service (SENDIASS) can advise you:  

Telephone:  01736 751921  

E-mail:   sendiass@disabilitycornwall.org.uk    

Website:  www.cornwallsendiass.org.uk  

 

If you have any specific needs, please make your child’s educational setting 
aware so that these can be accommodated.  

People invited to the meeting 

It is your child’s educational setting who invites people to 
your child’s EHC plan review. They will always invite the 

child or young person, parents, a relevant teacher and a 
representative from the local authority to attend an EHC 
plan review meeting and other professionals may also be 

invited. If you feel that there are professionals who could  

 

 

mailto:sendiass@disabilitycornwall.org.uk
http://www.cornwallsendiass.org.uk/


28 

make a useful contribution to your child’s EHC plan review, you can ask for these 
people to be invited. Not everyone invited to an EHC plan review meeting may 

be able to attend, but they may send a written report. It is also important that 
your child gives their views as fully as possible and the educational setting will 

support them to do this.  

The purpose of a EHC plan review meeting 

The purpose of the EHC plan review meeting is to:  
 review your child’s progress against their EHC plan outcomes  

 discuss and review the additional support they have received since their 

last EHC plan review meeting 

 discuss arrangements for the next year  

 decide whether the EHC plan is still needed or whether it needs to be 

amended if your child’s special educational needs have changed 

significantly   

Before and during the EHC plan review meeting 

Your child’s educational setting will send you a copy of their report and a copy of 
other people’s reports at least two weeks before the meeting, so that you have 
time to read and think about them. This may not always be possible when an 

EHC plan review meeting has been scheduled at short notice or it is an 
emergency review.  It would also be helpful for you to look at your child’s EHC 

plan before the meeting, to see what progress has been made.  

At the EHC plan review meeting, your child’s EHC plan and any reports written 

for the meeting, including yours and your child’s, will be the starting point for 
discussion.  

After the meeting 

After the meeting, your child’s educational setting will send you and everyone 
who was invited to the meeting a copy of the completed EHC plan review form. A 
copy of the EHC plan review form and all of the paperwork you received prior to 

or discussed during the meeting is sent to the local authority. The local authority 
will consider the recommendations of the EHC plan review meeting. They will 

decide whether your child still needs an EHC plan and, if 
so, whether it needs to be amended. They will write to 
you to let you know their decision and give you the 

contact details of an SEN Casework Officer should you 
need to discuss. The EHC plan review is completed once 

the local authority has written to let the parent and 
school know the decision.  
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Appendix 2: Parent / Carer’s contribution to EHC plan review meeting 
 

Parent/Carer’s contribution to EHC plan review meeting 

 

My child’s name  

Educational setting  

Date of meeting  
 

Please confirm that you are the person/s with legal parental  

responsibility by ticking the box  
 
If you’d prefer to email your contribution or use a different format 
please do so. 

 

What things are great about ……………………………………… 

 
 

 
 

 
 

 

 
 
 
 
What is important to ………………………………………………… 

 
 
 
 
 
 
 
 
 
 
What you need to know to help support………………………. 
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What is working well?  
 
 
 
 
     
 
 
 
 

What is not working so well? 
 
 
 
 
 
 
 
 
 

Any other comments you wish to make, things you wish 
to make people aware of or discuss within the meeting 
 
 
 

 
 
 
 
 
 

 

Name  Date 

Signature   

Relationship to child  

 

Name  Date 

Signature   

Relationship to child  
 

 

 

Please return this form to your child’s educational setting 
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Appendix 3:  Good practice guide for involving children and young people in their EHC 

plan review meeting for all educational settings 

 

Good practice guide for involving children and young 
people in their EHC plan review for all educational 

settings 
 

It is essential that all children and young people are involved in their EHC plan 
review meeting. What this will actually mean will vary according to the child or 
young person’s special educational needs, but factors such as, age, being non-

verbal or significant and complex needs should not be regarded as barriers to 
the child or young person’s participation. 

 
Participation can range from the child or young person helping with the 
preparations, to attending the meet and greet / welcome part of the EHC plan 

review meeting, through to the child or young person playing a full part in the 
entire EHC plan review meeting. 

 
Contributing to their EHC plan review, including the EHC plan review meeting 
may help the child or young person: 

 
 Understand how decisions are made and how they have a right to 

contribute to the decision making process 

 

 Recognise that what they say is valued and that they are taken seriously 

 

 Be more receptive to the support they receive 

 

 Recognise their achievements and improve their self-esteem  

 

 Be more motivated to get involved in decisions about their education and 

future 

 

  Develop skills in discussion, decision making and negotiating 

 
The examples and suggestions which are included within this document are 

merely prompts and should only be used as an initial guide to how the child or 
young person can be included. Each educational setting and the child and young 

person should feel free to be creative – what this will look like within an early 
years setting for example might be very different from say a college setting.   
 

Ask yourself the following questions: 
 

How you will go about gathering their views, wishes and feelings? 
 

What will enable them to contribute to their EHC plan review as 
fully as possible? 
 
For example this could be by using drawings, symbols, objects, pictures or 

photographs. You could use a range of media such as a book, poster, a slide 
show or something else they have made that they are proud of. If the child or  
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young person has communication difficulties what support will they need so that 

they can contribute for example PECs, symbols or Makaton. 
 

Preparing the child or young person to contribute to their EHC plan 
review meeting 
 

It is important to discuss with the child or young person:  
 

 What the purpose of their EHC plan review meeting is 
 

 Who will be invited and why 

 
 What will be discussed within the meeting 

 
 When and where the meeting will take place 

 

When scheduling the EHC plan review meeting, to enable the child or young 
person to play an active part you also need to consider other factors such as: 

 
What is the best time of day for them? 
 

o Will they be missing their favourite lesson? 
 

o Are they more able to focus in the morning or in the afternoon? 
 
Is there anyone the child or young person would like to be invited to their EHC 

plan review?  
 

Recording the child or young person’s views prior to the EHC plan 
review meeting 
 

It is extremely import to remember that it is the child or young person’s own 
views, wishes and feelings which should be recorded. If a child or young person 

thinks they are doing so well that they can manage without support, then that 
needs recording. It can be balanced in your reports and data regarding 

attainment, progress etc recorded at other points in the EHC plan review 
meeting. The child or young person’s perspective opens up the discussion e.g. 
how support might be provided in different ways.  

 
Gathering the child or young person’s views should not be done without parents’ 

knowledge and they should be given a copy of the completed form or a copy of 
any other way in which you have gathered the child or young person’s views 
when you circulate all of the information to invitees three weeks in advance of 

the EHC plan review meeting date. Tell the child or young person that you will 
do this and give them their own copy.   

 
So how will the child or young person share their views? 

 

 Are they able to fill in a form? Or would they prefer to present their views 
in another format? 

 
 Does the child or young person require support to contribute to their EHC 

plan review? 

 



33 

 Who is the best person to support them? 
 

The documents : EHC plan review child or young person contribution example 1-
4 give examples of how a child or young person views might be recorded, please 

feel free to use alternative formats, just so long as they are clearly identifiable 
as the child or young person’s contribution to their EHC plan review meeting and 
focus on how the child or young person feels about themselves, about their 

education and their learning since their last EHC plan review, as well as their 
aspirations for the future and what they need to do to achieve this. If using a 

form please say how much help the child or young person had and if anyone 
helped them, on the bottom of the form.  
 

Involving the child or young person in their EHC plan review meeting 
 

The following are only some of the preparation a child or young person could be 
involved in. This is by no means an exhaustive list. 
 

To prepare for their EHC plan review meeting a child or young person could: 
 

 Design and prepare the invitations to their EHC plan review meeting 
 

 Make badges or nameplates for the attendees 

 
 Organise and prepare refreshments 

 
 Select examples of their work or photographs which they want to be 

displayed and shared during their meeting 

 
 Decide how they would like to participate in their meeting:  

 
o Whether they want to stay for part or all of the meeting 

 

o Whether they do not want to attend the meeting but would prefer 
to video their contribution in advance 

 
 

During the EHC plan review meeting 
 
Don’t forget to warmly welcome the child or young person to their EHC plan 

review meeting. 
 

Start the EHC plan review meeting by celebrating something positive. 
 
During the EHC plan review meeting consider the following: 

 
 Does the child or young person feel central to the discussions? 

 
 Is the language accessible to the child and young person? 

 

 Is the written material accessible to the child or young person?  
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During the EHC plan review meeting ensure that: 
 

 People in the meeting, as far as possible, speak to the child or young 
person and not just ‘over their head’ or about them 

 
 The EHC plan review meeting is not used as an opportunity to publically 

chastise a child or young person 

 
 If it is considered appropriate for a child or young person only to be 

present for part of the meeting because the discussion needs to focus 
upon issues which they might find distressing or uncomfortable, that the 
child or young person is made aware of the outcome of any discussions 

and what impact this might have on them in the future  
 

At the end of the meeting or the end of their time in the meeting thank the child 
or young person for their contribution to and participation in their EHC plan 
review meeting. 

 
 

Following their EHC plan review meeting 
 

Whether they attend their EHC plan review meeting in full, for part of the 

meeting or chose not to attend the child or young person must be made aware 
of the discussions and recommendations which have been made. You will need 

to consider the timing of this and ensure any feedback does not pre-empt local 
authority decision making.   
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Appendix 4: EHC plan review checklist 

 

Name: 

EHC plan review checklist 
 
Starting the EHC plan review process                      
Date completed 

Date and time set and venue arranged   

Letter sent inviting people and requesting reports   

Interpreters/translators/signers etc. organised   

  

 
Document collection                                         Tick or date when collected 

 

Part 1 of EHC plan review form completed,  data/evidence  

collated  

  

Interim targets reviewed and set (if done ahead of meeting)  

Child or young person’s contribution prior to their EHC plan 
review meeting completed 

 

Parental contribution prior to EHC plan review meting 
received 

 

Annotated copies of EHC plan received   

Transition plan (where appropriate)  

Exit plan (where appropriate)  

 

Professionals reports collected                                             Date received 
(list names here insert delete rows as required) 

 

   

  

  

  

  

  

 
Three weeks before the meeting                                        Date completed 
 

Information sent out to all invited to the EHC plan review 
meeting 

  

 
After the meeting – within two weeks 

 

Part 2 of EHC plan review form completed   

All documents and reports collected and collated  

Completed EHC plan review form sent out to everyone 
invited to the meeting within two weeks of the meeting 

 

Complete set of all EHC plan review paperwork emailed to 
Statutory SEN Service within two weeks 
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Appendix 5: EHC plan review child or young person contribution example 1 

My name is 

 
 

What people like and admire about 

me 

 

 
 

This is me 
 

 

(insert photo or drawings) 

 

 

 

 

(insert photo or drawings) 

 

 

 
 

 

What makes me happy 

 

 
 

What I need to be supported 
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Appendix 6: EHC plan review child young person contribution example 2  

 

My views – child / young person’s contribution 

We would like to hear from you. 
 

You can say what YOU feel about school, about things you do well and 
things that help you. You can do this by yourself or you can have help. 

Say what you want for each question.  
 

My name is: 
 

How I feel about school? 

 

 

 

 
I like 

 

 
I  

sometimes like 

 

 
I don’t like 

Literacy     

Numeracy    

Art     

P.E.    

The classroom     

Playtime    

Lunchtimes    

Assembly     

Homework    
 

I am good at 

 
 
 

 
 

 
 

 

http://www.bing.com/images/search?q=+face+image+green&view=detailv2&qpvt=+face+image+green&id=429C5369DD77DFA7F6B0E9E66B89DD714084379A&selectedIndex=5&ccid=qEbdNwdF&simid=607993595810349265&thid=OIP.Ma846dd370745cd9772da77faa78da452o0
http://www.bing.com/images/search?q=+face+image+yellow+not+happy+not+unhappy&view=detailv2&adlt=strict&id=43C3CD50C374853A38DB7793D7895B3091C544AE&selectedIndex=117&ccid=4i74JIAF&simid=608040303578058202&thid=OIP.Me22ef8248005427ec1c7f2e88924ffb2H0
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Things I find harder are 
 

 
 

 
 

 
 

 
 

 

 

Things I can do now that I couldn’t before 
 

 
 

 

 
 

 
 

 

 

Things I want to be able to do 
 

 
 

 
 

 
 

 
 

 

What would help me to do these things 
 

 

 

http://www.google.co.uk/imgres?imgurl=https://threequartersandcounting.files.wordpress.com/2015/07/smiley-face-with-rainbow-colors.jpg&imgrefurl=http://threequartersandcounting.com/2015/08/27/smiley-faces/&h=236&w=236&tbnid=rj1ExLWDShwUZM:&docid=wngCdLU9Cwt_OM&ei=vN8HVtLhEISosgHC2ZKQBA&tbm=isch&ved=0CI0BEDMoYzBjahUKEwjSr7qtmpfIAhUElCwKHcKsBEI
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What do you like doing?  

At home with family of friends? At school with friends? 
 
 
 
 
 
 
 
 
 

 

Write or draw anything else you would like to say 

about school 
 

 

 

 

 

 

 

 

 

 

 

 

 
 

Signed by child/young person ……………………………………………………. 

Date…………………………………………… 

Signed by helper………………………………Relationship………………… 

Date…………………………………………….  

Please explain how you helped 

 

 

 

http://www.google.co.uk/imgres?imgurl=http://www.cliparthut.com/clip-arts/315/smiley-face-315167.gif&imgrefurl=http://www.cliparthut.com/love-smiley-face-clipart.html&h=450&w=450&tbnid=VanwBdREAvNyGM:&docid=vl1TSZsHH9xozM&ei=1t8HVv7MIcGtsgHm16DIBw&tbm=isch&ved=0CC8QMygsMCw4ZGoVChMI_o_-uZqXyAIVwZYsCh3mKwh5
http://www.google.co.uk/imgres?imgurl=http://www.cliparthut.com/clip-arts/315/smiley-face-315167.gif&imgrefurl=http://www.cliparthut.com/love-smiley-face-clipart.html&h=450&w=450&tbnid=VanwBdREAvNyGM:&docid=vl1TSZsHH9xozM&ei=1t8HVv7MIcGtsgHm16DIBw&tbm=isch&ved=0CC8QMygsMCw4ZGoVChMI_o_-uZqXyAIVwZYsCh3mKwh5
http://www.google.co.uk/imgres?imgurl=http://www.cliparthut.com/clip-arts/315/smiley-face-315167.gif&imgrefurl=http://www.cliparthut.com/love-smiley-face-clipart.html&h=450&w=450&tbnid=VanwBdREAvNyGM:&docid=vl1TSZsHH9xozM&ei=1t8HVv7MIcGtsgHm16DIBw&tbm=isch&ved=0CC8QMygsMCw4ZGoVChMI_o_-uZqXyAIVwZYsCh3mKwh5
http://www.google.co.uk/imgres?imgurl=http://www.cliparthut.com/clip-arts/315/smiley-face-315167.gif&imgrefurl=http://www.cliparthut.com/love-smiley-face-clipart.html&h=450&w=450&tbnid=VanwBdREAvNyGM:&docid=vl1TSZsHH9xozM&ei=1t8HVv7MIcGtsgHm16DIBw&tbm=isch&ved=0CC8QMygsMCw4ZGoVChMI_o_-uZqXyAIVwZYsCh3mKwh5
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Appendix 7: EHC plan review child young person contribution example 3  

My views – young person’s contribution 

 

We would like to hear from you. 
 
You can say what YOU feel about school or college, 
about things you do well and things that help you. 
 
You can do these questions by yourself or you can have 
help. Say what you want for each question.  
 

My Name: 
 

1. Do you like school/college? 
 

Yes     No        A bit  
 
 

What do you like about 
school/college? 

 
 

What don’t you like about school or 
college? 

 
 
 

What could make school or college better for you? 

 

2. How often do you go to school or college? 

 
Always           Most of the time             Sometimes              Never             
 
 
 

Is there anything or anyone who could help you go more? 

 
 

 

3. What do you find easiest at school or college? Why? 
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4. What do you find hardest at school or college? Why? 
 

 
 
 
 
 

 
5. Does anyone help you with things you find hard? 

 
Yes                 A bit               No                   

 
6. Would you like school or college to help 

you more? 
 
Yes                  No 
 

7. In what other ways could school or college help you? 
 

 
 
 
 

 

8. Do you have homework to do? 
 
Yes                  No 
 

What would help you with your homework? 
 
 
 
 

    

9. What do you like doing? 
 

At home with family of friends? At school or college with friends? 
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10. What do you want to do when you leave school or  
college? 

 

 
 
 
 
 

 

11. What would help you do this? 
 

 
 
 
 
 

 

12. Is there anything else you would like to write about? 
 

 
 
 
 
 
 
 
 
 

  
Signed by young person …………………………………………………………………… 

Date…………………………………………… 
 

Signed by helper………………………………………… Relationship ………………… 

Date……………………………………………. 

Please explain how you helped 
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Appendix 8: EHC plan review child or young person contribution example 4  

 

My Views - Child’s/Young person’s contribution 

 

My Name is        
 

 

 

I am a    years old              

 

 

 

This is a photo/drawing  

of me: 
 

 

 

 

 

 

 

Here are some photos/drawings of the people 

or things that are important to me:  
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At school I like                 At school I don’t like 

 

 

 

 

 

 

 

 

At school I’m good at      At school I find this hard 

 

 

 

 
 

At school I want to get better at 

 

 

 

 
 

Signed by child/young person ……………………………………………………………………… 
 

Signed by helper………………………………………… Relationship ………………………… 

Please explain how you helped 
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If you would like this information 
in another format please contact: 

Cornwall Council 
County Hall 

Treyew Road 
Truro TR1 3AY 

Telephone: 0300 1234 100 

Email: enquiries@cornwall.gov.uk 

www.cornwall.gov.uk 

 

 

mailto:enquiries@cornwall.gov.uk

