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Good Practice Guide for Completing Annual Reviews 
An EHCP is to give a clear, accessible picture of a young person’s needs, strengths, and aspirations so that everyone involved can work together toward supporting the young person to become as independent as possible. An EHCP is about creating a coordinated plan that builds confidence, develops practical life skills, and removes barriers so the young person can thrive in school, in the community, and eventually in adulthood.
When to hold an Annual Review 
· An annual review of an EHCP must be held every 12 months, or every 6 months for children under 5, to ensure the plan remains accurate and effective. 
· An earlier review can be arranged when there is a significant and sustained change in need. This change comes when there is clear impact on the young person’s progress and means that the provision in Section F is no longer appropriate. 
· Early reviews are also held for pupils who are approaching a phase transfer, ensuring that support is updated in good time so the next educational setting has a clear, relevant plan that reflects the young person’s current needs and aspirations. These reviews should take place in the summer term prior the transition year (e.g., nursery to primary, first to middle, primary to secondary, middle to high, secondary to post‑16).
Before Review 
	At beginning of Academic Year
	Check the dates that reviews are due for all young people in your setting. The Statutory Assessment and Review Team can support in providing this date. 

	At beginning of Academic Year
	Consider before arranging the review if any updated referrals need to be submitted. 

	At beginning of Academic Year
	Contact Social care Coordinators (scehcpreviewinvites@northumberland.gov.uk) provide them dates of all annual reviews in your setting. 

	At least 6 weeks before
	The date of the review should be confirmed with the family and they should be provided with a parent view form. 

	At least 6 weeks before
	Any involved professionals should be invited to the review and advice requested to be submitted two weeks prior. 

	At least 2 weeks prior 
	Someone who knows the young person well should support in gathering their views. This could be via photos or the written form. 

	At least 2 weeks prior

	Compile information from those working directly with the young person into the Education Report. 

	At least 2 weeks prior
	Consider the current EHC Plan and add any changes the school would be suggesting prior the review. These should be shared with parents and ensure it is clear that at this point these are school recommendations and due to be discussed in the current review.

	Two weeks prior 
	Circulate all gathered information to those attending the review. 



During Review 
· Use the checklist on annual review form as the agenda.
· It is good practice to introduce all attendees at the start.
· Discuss Child/Learner Views, including any questions or clarifications, then discuss Parent/Carer Views, focusing on key issues raised (Section A does not need to be read line‑by‑line if updated views have been submitted; this can be updated after the meeting). 
· Review in Summary each section of the EHCP. Ensure Section B describes needs, not provision or desired outcomes. Needs must be clear, specific, and evidence based.
· Review progress toward current targets. Set new appropriate, measurable targets aligned with needs and aspirations.
· Check that provision is still required and amend based on professional reports. The provision must be quantified and specific (frequency, staffing, method, duration)
After Review
· Update Section A with new parent and learner views if not completed before/during the meeting.
· Submit paperwork to the local authority within the required timeframe (2 weeks) and provide a copy to the family.
· Update internal records to reflect new targets, strategies, or provision.
· Share updated targets with relevant staff to ensure consistency of support.
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