
Latest 12 months 
from previous 

review / within 6 
months if in Early 

Years

Transfer Reviews 
Summer year 1 
Summer year 5 
Summer year 10

Invitations Issued              
2 weeks before meetingReports Issued             

2 weeks before meeting

Person-centred Meeting
Agencies attend and / or send report

Education Setting or Local Authority

Professionals currently working 
with the child/young person

Parent / Child / Young 
person invited to give their 

views

Annual Review Form / minutes plus 
professionals reports, parent/child/young 

person's views sent to SEN Team               
2 weeks after meeting

Annual Review Flow Chart

Letter 'Yes to 
Amend'

Letter 'No to 
Amend'

Amended Draft EHC Plan       
(Part I blank)  or letter explaing 

proposed changes

Parents / young person may request 
meeting, comment on content of EHC 

Plan, and/or request a personal budget

Parents / young person right to 
request mediation and/or appeal at 

SEND Tribunal

EHC Plan remains unchanged until 
next year

Final Amended EHC Plan Issued                                      
No later than 8 weeks from letter 

agreeing to amend

Within 4 weeks of 
meeting (2 weeks from 

receiving form)

Disagree Agree

      Panel Decision:                  
for change in provision, change   

of placement or cease

These reviews consider changes 
needed for next phase of educatoin

Must be by 15th February prior to school transitions 
Must be by 31st March in year of transition from school 
to Further Education

Staff Decision

Yes No


