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Viewley Hill Academy SEND Policy

This policy is written in compliance with the SEND Code of Practice 0 -25 (Sept. 2014).

Definitions of special educational needs (SEND) taken from section 20 of the Children and
Families Act 2014.

A child or young person has SEND if they have a learning difficulty or disability which calls for
special educational provision to be made for them. A child of compulsory school age or a
young person has a learning difficulty or disability if they:

a) have a significantly greater difficulty in learning than the majority of others of the same
age; or

b) have a disability which prevents or hinders them from making use of educational facilities
of a kind generally provided for others of the same age in mainstream schools or mainstream
post-16 institutions.

A child under compulsory school age has special educational needs if they fall within the
definition at (a) or (b) above or would do so if special educational provision was not made for
them.

Children must not be regarded as having a learning difficulty solely because the language or
form of language of their home is different from the language in which they will be taught.

Broad Areas of Need

At Viewley Hill Academy, the needs of children with SEND are categorised into four ‘broad areas of need’
as classified in the SEND Code of Practice 0-25 (Sept. 2014).

e Communication and Interaction

Children and young people with speech, language and communication needs (SLCN) have difficulty in
communicating with others. This may be because they have difficulty saying what they want to,
understanding what is being said to them or they do not understand or use social rules of
communication. Children and young people with Autistic Spectrum Disorder (ASD), including
Asperger’s Syndrome and Autism, are likely to have particular difficulties with social interaction. They
may also experience difficulties with language, communication and imagination, which can impact on
how they relate to others.

e Cognition and Learning

Support for learning difficulties may be required when children and young people learn at a slower
pace than their peers, even with appropriate differentiation. Learning difficulties cover a wide range of
needs, including moderate learning difficulties (MLD), severe learning difficulties (SLD), where children
are likely to need support in all areas of the curriculum and associated difficulties with mobility and
communication, through to profound and multiple learning difficulties (PMLD), where children are
likely to have severe and complex learning difficulties as well as a physical disability or sensory
impairment. Specific learning difficulties (SpLD), affect one or more specific aspects of learning. This
encompasses a range of conditions such as dyslexia, dyscalculia and dyspraxia.

e Social, Emotional and Mental Health Difficulties

Children and young people may experience a wide range of social and emotional difficulties which

manifest themselves in many ways. These may include becoming withdrawn or isolated, as well as

displaying challenging, disruptive or disturbing behaviour. These behaviours may reflect underlying
mental health difficulties such as anxiety or depression, self-harming, substance misuse, eating



disorders or physical symptoms that are medically unexplained. Other children and young people may
have disorders such as attention deficit disorder, attention deficit hyperactive disorder or attachment
disorder.

e Sensory and/or physical needs

Some children and young people require special educational provision because they have a disability
which prevents or hinders them from making use of the educational facilities generally provided. These
difficulties can be age related and may fluctuate over time. Many children and young people with
vision impairment (VI), hearing impairment (HI) or a multi-sensory impairment (MSI) will require
specialist support and/or equipment to access their learning.

Responsibility of Co-ordinating SEND Provision

e The person responsible for overseeing the provision for children with SEND is Mrs Katherine Barkley
(Head teacher) supported by Mrs Claire Scaife (Assistant Head Teacher and Leader for pastoral,
inclusion and welfare.)

e The person with responsibility for the day to day provision for children with SEND is Miss Julie
Glindon (SENDCo) supported in Early Years and Pre-school by Mrs Lisa Dowson (Early Years Leader).

e The person with responsibility for the day to day teaching and learning for children with SEND is the
class teacher.

e The designated SEND governor at Viewley Hill Academy is Mrs Rebecca Small.

e The SEND inclusion officer for the local authority with responsibility for Viewley Hill Academy is Mrs
Colleen McCabe-Graham.

e Since 1% January, 2024, Viewley Hill Academy will be part of Lingfield Education Trust and will
therefore be supported by the trust’s lead SENDCo, Sharon Minikin

If you wish to speak to Miss Glindon regarding the provision provided for children with SEND, please ring
the school office on (01642) 591053 to arrange an appointment.

Arrangements for the Co-ordination of SEND Provision
The SENDCo will hold details of all SEND records for individual pupils.
All staff will be able to access:

e The Viewley Hill Academy SEND Policy.

e A copy of the full SEND register.

e Guidance on the identification of SEND in the Code of Practice.

e Information on individual pupils’ special educational needs, including specialist reports and
personalised SEND support plans

e Practical advice, teaching strategies and information about the types of special educational needs
and disabilities.

e Information available through Middlesbrough’s SEND Local Offer.
https://www.middlesbrough.gov.uk/schools-and-education/special-educational-needs/local-offer/

This allows every staff member to have complete and up-to-date information about all pupils with special
needs and their requirements which will enable them to provide for the individual needs of all pupils.

This policy is made accessible to all staff and parents in order to aid effective co-ordination of the school’s
SEND provision. In addition to this policy, school staff follows the annual SEND strategy which describes


https://www.middlesbrough.gov.uk/schools-and-education/special-educational-needs/local-offer/

the day-to-day support of children with SEND. A comprehensive SEND information report is available on
the school website for families and other stakeholders.

Philosophy:
At Viewley Hill we believe:

That pupils with SEND are the shared responsibility of all the staff.

That pupils with SEND are entitled to a broad, balanced and relevant curriculum that is
differentiated to ensure maximum progress.

That children with SEND should be valued as individuals with their own skills, challenges and
personalities which are separate to their special educational needs.

That the first and most important intervention for children with SEND is quality, personalised
teaching within the typical classroom environment alongside their peers

That all children will have equal opportunities to develop intellectually, spiritually, socially,
physically and culturally, participating as fully as possible in all aspects of the curriculum of the
Academy.

That there should be a flexible and staged process for the provision for meeting SEND. This system
will follow the guidelines specified in the Code of Practice.

That children with SEND should have appropriate resources to meet their needs.

That all teaching and non-teaching staff should have maximum awareness of Special Educational
Needs and can develop professional skills.

That parents are involved as equal partners in the education of their children. This partnership of
home and school is very important for all children as it emphasises to the child that we are all
working together for his or her benefit.

That children themselves should have the opportunity to reflect on their progress and, through
discussion with staff, be able to offer input into their next achievable but challenging target.

Principles:

Staff members seek to identify the needs of children with SEND as early as possible. The most
effective way to do this is by gathering information from parents/carers, education, health and care
services and early years settings prior to the child’s entry into the school.

Monitor the progress of all pupils to aid the identification of pupils with SEND. Continuous
monitoring of pupils with SEND by their teachers will help them to ensure they reach their full
potential. The SENDCo will also monitor termly data alongside the Raising Standards Leader to
ensure children with SEND are making at least expected progress.

Make appropriate provision to overcome all barriers to learning and ensure all pupils with SEND
have full access to the National Curriculum. All pupils will be encouraged to participate in school
activities regardless of abilities. All in-class support strategies will be explored as fully as possible
before further action is taken. Class teachers will gather information and increase differentiation
within a pupil’s normal classroom work. All pupils with SEND will be recorded in the SEND register
at the appropriate level of intervention (SEND Support or EHCP) according to the Code of Practice
2014. The SENDCo and Head teacher will carefully monitor and review the provision children are
receiving to ensure that all pupils’ needs are catered for.

Work with parents/carers to gain a better understanding of their child and involve them in all
stages of their child’s education. Their knowledge and opinions should be utilised in assessing and
meeting the needs of their child. Parents/carers will be given the opportunity and guidance to be
involved in decision making about the support their child receives and to give complementary



home support. Parents/carers will be supported in understanding the SEND procedures and
practices and providing regular feedback on their child’s progress.

e Work with and in support of outside agencies when pupils’ needs cannot be met by the school
alone. Some of these include: Learning and Language Support; Educational Psychology; Speech and
Language Therapy; Occupational Therapy; and Children and Adolescence Mental Health Service
(CAMHS).

e Create a school environment where pupils can contribute to their own learning. Pupils are
encouraged to voice their opinions of their own needs. Pupil participation in school is encouraged
through wider activities such as school council, sports teams and playground buddies.

e Ensure all staff have knowledge and understanding of SEND. Staff will have opportunities to
increase individual skills and awareness of SEND through INSET, access to outside agencies and
relevant professionals.

Identification of pupils’ needs

See the definition of Special Educational Needs at the start of the policy. Staff will have access to the
guidance on the identification of SEND in the Code of Practice 2014 to help them make decisions about a
pupil’s needs.

In the continuous cycle of planning, teaching and assessment, teachers and support staff make regular
judgements about children’s performance in relation to national expectation. These judgements will be
discussed at Pupil Progress Meetings and SEND meetings.

We also identify SEND needs through:
e Information directly given by parents

e Data gathered from in school assessments
e Recommendations from other professionals

There should not be an assumption that all children progress at the same rate, a judgement has to be
made in each case as to what is reasonable for each child to achieve. Where progress is not adequate, it
will be necessary to take some additional or different action to enable the pupil to learn more effectively.

Levels of identification of SEND need

Level Triggers Process
Monitor If a child has been identified by the class e Areas of difficulty will be
teacher and/or key stage team as failing to established.

make progress, they will monitor the child. | Some strategies and

differentiation of the
curriculum will be
initiated.

Discussions will be held between the class e Wave 1interventions.
teacher and the SENDCo.

Discussions will be held at Pupil Progress
Meetings and SEND meetings.

A ‘Cause for Concern’ form will be
completed and submitted to the SENDCo by
the class teacher. The child will be added
to the Cause for Concern register and a
discussion should be held between parents
and the class teacher.




SEND Support

After a period of monitoring and even when
teaching approaches are particularly
targeted, if a child:

continues to make little or no
progress over a longer period;
is working at curriculum levels
substantially below that
expected of a child of a similar
age;

has sensory or physical needs
and requires specialist
equipment or regular advice or
visits a specialist service;

has on-going communication or
interaction difficulties which
cause substantial barriers to
learning;

Then, in discussion with parents, they may
be placed on the SEND register.

Specific targeted
support will be initiated
Further assessments
may be arranged
Referral to outside
agencies e.g.
Educational Psychologist
Wave 2 interventions

If a child is placed on the
SEND register:
Provisions identified
alongside the SENDCo
using the graduated
approach of assess,
plan, do, review.

SMART targets are set,
which are specific,
measurable, achievable,
realistic and time-
limited.

Targets shared with
children and voice of the
child captured on
support plan.

Parents receive
personalised SEND
support plan.

EHCP (Education
and Health Care °
plan

If a child:

continues to make little or no
progress in relation to specific
targets,

continues to work at curriculum
levels substantially below that
expected

requires specialist equipment or
regular specialist support

It may be decided, in discussion with
parents and multi-agency meetings that
there is a need to apply for EHCP (formerly
known as a statement of special
educational needs).

e Plan and track
targets.

e Work with support
services.

e Work with parents.

e Wave3
interventions.

Pupils with a medical need which does not affect their learning will not be added to the SEND register.

Instead, they will be issued with a health care plan to support their needs in school.

SEND Support Plans




Viewley Hill Academy SEND Flowchart

Maonitor the child
Child not making expected wroniortne e

progress *Differentiation;

*Look at pupil progress data

1 Class teacher responsibility to enhance OFT

*Put in place personalised intervention and/or support;
*Caollaborative wark with SENDCo/other stafffexternal staff;
*Refarral to outside agencies;

*Application for High Needs Funding;

*Application for EHCF Aszassment.

Then what?

*Discussion with class teacher and SENDCo to discuss
intervention progress, support and next steps;

*Child is placed on the SEND register AFTER a discussion with
parents;

*SEND support plan is written for child and shared with
parentz and child;

*Child-friendly support plan completed for ¥2 and wpwards.

*Targets reviewed at least termly with SENDCa.

children, and time is taken to record the voice of the child. Teachers will have ready access to a copy of the
children’s support plans, which are stored securely on the school network with child’s cohort information.

child’s broad area of need and allow them to make progress in their learning. Targets are set and reviewed
A copy is also stored in the children’s SEND support file and a signed copy is uploaded to CPOMs.

statutory plan. The SEND support plan will provide specific, achievable targets on which the children will
work across the term and how they will be met and measured. These targets will be personalised to the
in termly SEND meetings with the Head Teacher, the SENDCo and the child’s teaching team, which may
include learning support assistants where appropriate. These targets are then shared and discussed with
parents, where parental voice is recorded. Wherever possible, targets are set and reviewed alongside the

All children with Special Education Needs will have a SEND support plan issued by school. This is not a

Child not making expected progress

Vierwloy Hill A ademy Ph

Child makes expected progress —

Monitor

Baise concerns

*Discuss child with Key

Child not making expected

Progress

Stzge leader and/or
SENDCa;

*Discuss with parent

2 Class Teacher Responsibility

and child;

*Continue
differentiation;

*Cause for
concern form

completed;

*Child put in

#ssess, Plan, Do, Review — Graduated Approach [for

those thought to be SEMD)

*Discuss relevant interventions and support with

SENDCa;

*Discuss with parents (alongside SENDCo or Key
Stage leader if appropriate];

*Discuss with child [if appropriate.)

intervention groups

Child makes expected progress -

Monitor

Child not making expected progress

Child makes expected progress - Monitor

OgIre:

&l discussions with parents and children should be
documented on CPOM: (with SENDCO and Key Stage leader
natified) to show agreed concerns and actions.

Class Teacher Responsibility




Children with Education Health and Care Plans

Where the SENDCo makes a referral for an EHCP to the LA, the child will have demonstrated significant

cause for concern. Parents will have been consulted as part of an on-going dialogue. The EHCP Pathway
will be followed and schools will carry out the recommendations that are agreed to. [See EHCP Pathway
Appendix 2].

It is the responsibility of the SENDCo to arrange and oversee annual reviews for children with EHCPs. This
takes place within the school setting and all professionals involved in the child’s provision are invited. For
children in Year 5, this will be led by the child’s SEND officer from the Local Authority. From December
2023 and following the recommendations in the 2023 SEND Green paper, Middlesbrough SEND team are
beginning the transition from paper-based EHCPs to an online portal. This will allow all stakeholders to
access paperwork throughout the assessment process, and to track the progress of a child or young
person’s assessment or review.

Monitoring
The SENDCo evaluates the school’s SEND provision annually. Regular meetings are held between the
SENDCo, Head Teacher and staff. The Designated Governor is kept informed about SEND developments at

governors’ meetings and on visits to the school.

The SENDCo is given release time in addition to PPA time, which equates to 0.15 of the weekly teaching
timetable. This is to ensure that monitoring is completed and that children’s provision remains at a high

standard.

Intervention strategies to support children with SEND

WAVE 1

Wave 1 describes quality, inclusive teaching
which takes into account the learning needs of
all the children in the classroom. This includes
providing differentiated work and creating an
inclusive learning environment.

In-class support with the teacher and/or
learning support assistants
Small group maths and English support

Wave 2

Wave 2 describes specific, additional and time-
limited interventions provided for some
children who need help to accelerate their
progress to enable them to work at or above
age-related expectations. Some wave 2
interventions are targeted at a group of pupils
with similar needs whereas others occur on a
1:1 basis with an adult

Nessy

Inference Training

Write Away Together

Tedorescu

Removing Barriers to Achievement
Toe by Toe

Word Wasp

Plus 1

Power of 2

Circle of Friends

Wave 3

Wave 3 describes targeted provision for a
minority of children where it is necessary to
provide highly tailored intervention to
accelerate progress or enable children to
achieve their potential. This may include one to
one or specialist interventions.

Outreach Support

CAMHs

Play Therapy

Speech and language Therapy

Educational Psychologist

Hearing/ Visual Services

Overfields Speech and Language Pupil Unit
Occupational Therapy




1:1 support

External Support Agencies

When children require additional support, the SENDCo may also seek advice from other professionals.
These include:

e Educational Psychologist

e SEND Support Team

e Speech and Language Team

e Learning and Language Team

e OQutreach support from other schools with enhanced and/or specialist provision
e Counselling support services

e School Nurse

e Hearing/Visual services

e Physiotherapy/Occupational Therapy (OT)

e Child and Adolescent Mental Health (CAMHs).
e Neurodevelopment team

e The Sunflower Project

These external services should advise teachers about targets, provide specialist assessments and advice on
the use of new or specialist strategies and materials. They may also work with individuals or groups to
support their learning and development. Parents will be kept informed of the support that is provided.

Assessing the progress of children with SEND

When assessing the learning and progress of children with SEND, Viewley Hill Academy believe in a focus
on what a child can do, not what a child cannot do. Any assessment of learning and progress for children
with SEND should focus on the learner’s developmental age, rather than their chronological age, to ensure
that children have the skills and foundations of learning embedded before moving on. Any decision to
assess children on a framework below their chronological aid should be made by the class teacher
alongside the Head teacher and SENDCo. For the most vulnerable learners, PIVATS assessment framework
is used to measure and celebrate small steps in progress made within an assessment band that would not
be clear on the assessment tracker used for typically developing children. The decision to ‘PIVAT’ a child is
made by the Head Teacher and SENDCo.

During statutory assessment periods, such as the Year 2 and Year 6 National Tests (SATs), assess
arrangements are made well in advance to ensure children with SEND have their needs met in order to
access the tests alongside their peers. This includes, but is not limited to, enlarged papers, additional time,
and planned break and/or movement breaks. If you feel your child would benefit from additional support
during national testing periods, you should speak to the Team Leader of your child’s phase of school.
Whilst decisions about whether a learner is to sit their statutory assessment are made on an individual
basis, most children do achieve well when they have been supported effectively. However, if your child is
not able to access these assessments, due to very complex needs, they will not be expected to complete
them, and their achievements and progress will be measured using school data. Such decisions are made
by the Head Teacher and will always be discussed in partnership with parents, focusing on what is in the
best interest of the child.
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Supporting Pupils with Medical Conditions

Viewley Hill Academy recognises that pupils at school with medical conditions should be properly
supported so that they have full access to education, including school trips and physical education. Some
children with medical conditions may be disabled and, where this is the case, school will comply with its
duties under the Equality Act 2010. Where medical needs affect learning, the child’s name will be placed
on the SEND register.

Supporting Pupils with Disabilities

Not all children with disabilities have SEND, many pupils will learn alongside their peers with little need for
extra resources beyond that of a hearing aid, equipment to aid vision or a wheel chair. Teachers must
however take action in their planning to ensure that these pupils are enabled to participate as fully as
possible within the Curriculum and assessment arrangements. For more information, please refer to the
Viewley Hill Academy Accessibility Policy

English as an Additional Language (EAL)

Children with limited English do not necessarily have SEND. If a child is experiencing difficulties which
appear to be more than language based, then school will arrange for appropriate assessments to be
carried out to establish whether or not they have learning disabilities.

Looked After Children

Children with SEND who are also classified as ‘looked after’ have the same entitlement as other children on
the SEND register. For these children, the SENDCo will work in partnership with the Designated Teacher
for Looked After Children (Mrs Sam Gardiner) and the Assistant Head (Mrs Claire Scaife). Teachers will
ensure that the child’s guardian is fully informed about the child’s progress, targets and provision. In some
cases, other professionals such as social workers may be involved in decisions made about the child’s SEND
provision

External provision

Viewley Hill Academy takes pride in the provision made for children with SEND. However, it is
acknowledged that some children may require additional support and highly-specialised teaching and
learning. In these exceptional cases, the school and parents may feel that a child with SEND may be better
suited to provision outside of the academy. This may be a specialised based within a mainstream school or
a specialised school for children with similar needs. Such placements may be temporary or permanent
based on each individual case. An application is made by the school to Middlesbrough Education
Authority, who have the overall decision on where a child would best be educated.

SEND Finance

Each school nationwide receives its school budget in September, and as part of this budget there is a
‘notional’ SEND amount. As such, schools are responsible for funding the first £6000 of support for children
with SEND. For learners who require high levels of support and provision in order to make progress,
Viewley Hill Academy can apply for ‘High Needs Funding’ from the Local Authority SEND team. Generally,
this is for children with the most complex needs who may have been issued with an EHCP. In order to
access these funds, Viewley Hill must demonstrate that the child’s provision required to make progress
exceeds £6000. Children who have been issued with an EHCP may be allocated additional funds as part of
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the plan. The use of these funds is discussed at the initiation of the plan, and during the review meetings to
ensure best value is achieved.

Training

The SENDCo will keep staff updated on any changes concerning SEND and encourage personal
development in this field. This may include whole school initiatives, specific CPD according to a child’s
need, or training a teacher or learning support assistant to lead a particular area of SEND alongside the
SENDCo.

The Middlesbrough SENDCo network is currently overseen by Discovery Special Academy. The SENDCo
attends these meetings, which occur on a half-termly basis, to share good practice and to work
collaboratively on issues that schools in Middlesbrough are currently facing. The SENDCo also attends the
SEND network meeting on a termly basis as arranged by Lingfield Education Trust.

The SENDCo in a mainstream school is legally required to gain a National Award for Special Educational
Needs Coordination within three years of taking the post. This was gained from the University of
Sunderland in 2017.

Middlesbrough Local Offer

Middlesbrough SEND team have a robust local offer catering to children and young people with SEND,
covering all broad areas of need. Both staff at Viewley Hill and external colleagues are encouraged to
direct the families of learners with SEND towards the local offer to see the choice of provision and support
available for both education and recreation. The Link to Middlesbrough Local Offer should be easily
accessed by all stakeholders on the school website.

https://www.middlesbrough.gov.uk/schools-and-education/special-educational-needs/local-offer/

Moving On

At Viewley Hill, we understand that moving between phases of education can be particularly challenging
for children with SEND. When moving year group or key stage within the academy, conversations take
place between the two teachers and important information pertaining to children’s needs is passed on. All
information surrounding a child’s SEND needs is stored securely on CPOMs, which can then be accessed by
teaching staff as needed.

When moving from primary to secondary school, meetings are arranged with the primary and secondary
SENDCos to ensure a smooth transition. The Year 6 teaching team will also be involved in this discussion.
For the most vulnerable children, plans for transition begin early in the school year, and settings are
continued soon after National Offer Day. Some secondary schools offer an extended transition period for
children with SEND, which is facilitated by the SENDCo. If a child moves from the academy to another
primary setting, a conversation will take place between the SENDCo at both schools and all SEND files will
be confidentially transferred to the child’s new setting at the earliest convenience. Schools are required to
keep information relating to children with SEND for 25 years, therefore, Viewley Hill employ a robust
system to ensure that sensitive information is passed on securely to the receiving setting.
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Partnership with Parents
The school will endeavour to:

e Provide clear and accurate information about the child’s SEND and purpose of any assessment, targets
or intervention

e Ensure that parents have the opportunity to talk with the SENDCo so that they understand the agreed
outcomes of any intervention and how they can be a partner in working towards their child’s targets

e Inform parents and gain written consent before involving outside agencies for additional advice or
assessments

e Point parents towards support which can be accessed outside of school, such as Middlesbrough’s local
offer.

e Provide parents with any assessments and paperwork completed by external agencies.

Arrangements for considering complaints about SEND provision

Should parents be unhappy with any aspect of SEND provision for their child at Viewley Hill Academy, they
must discuss their concerns with the school. This will be with the child’s class teacher in the first instance,
with whom any issues should be managed. If this does not resolve the problem or allay concern, the
problem should be brought to a member of the leadership team, who will, where necessary, bring
concerns to the attention of the Head Teacher. In the unlikely event of this not resolving the issue, the
parents must make a formal complaint using the Viewley Hill Academy Complaints Procedure.

Should parents by dissatisfied with any aspect of SEND provision made by external colleagues, parents
should contact Middlesbrough Special Needs and Disabilities Information, Advice and Support service
(SENDIASS) who offer free, impartial advice and advocacy for children and young people with SEND and
their families. SENDIASS can be contacted via telephone (01642 310806) or email
southteessendiass@barnardos.org.uk

Policy Review

This policy will be reviewed annually by the SENDCo and discussed with the Senior Leadership Team and
Governors.
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EDUCATION HEALTH & CARE PLAN [EHCP] PATHWAY

Education, Health and Care [EHC] Needs Assessment Pathway

Where a school setting or professional wishes to initiate statutory assessment for a child or young
person, an RPM will be held with all professionals who are currently working with the child invited

The RPM will include discussing whether a child / young person’s needs can be met through a
SEN Support Plan or whether professionals feel the child / young person would benefit from an

Professionals will need to discuss and document the graduated response which has already been
implemented in order to meet the child’s needs prior to the request for an EHC needs

Referral Planning Meeting (RPM)

to take part.

EHC needs assessment.

assessment.

Week 0 Referral for request for EHC needs assessment received by the LA

The EHC Assessment Team will date stamp the referral the day it is received by
the team. The 20 week process begins on this date.

The Resource Officer for the EHC Assessment Team will process the referral and
add to the agenda for the Multi-agency EHC Panel where a decision is made to
initiate an EHC needs assessment.

Parents/carers will receive a letter confirming that the referral has been received.
The letter will state a date and time for a Welcome to Assessment Meeting to be
held with the allocated SEND Case Officer, once an EHC needs assessment has
been agreed.

Week 4 Decision is made to initiate an EHC needs assessment at Multi-agency EHC

Panel

The child / young person will be allocated a SEND Case Officer who will be the
family’s point of contact throughout the EHC needs assessment.
The LA will request all statutory advice from all relevant agencies / professionals.

Week 7 Welcome to Assessment Meeting with SEND Case Officer to take place

The SEND Case Officer will telephone parent/carer to discuss their views, explain
the EHC process and answer any questions parent/carer may have.

Weeks 10-12 Decision is made to issue an EHC Plan

The child/young person’s case will be discussed at Multi-agency EHC Panel
where a decision to issue an EHC Plan will be made.

Following the panel, parents will receive a letter stating the outcome of the panel
confirming an EHC Plan will be issued.

Weeks 13-16 Draft EHC Plan is written and issued

The child/young person’s EHC Plan is drafted by an officer within the SEND
Assessment Team. It is then issued as a Draft EHC Plan.

14




Week 20

Alongside receiving a copy of the Draft EHCP, parents / carers will also receive a
copy of all of the advice received from professionals as part of the EHC needs
assessment.

Parents/carers have 15 days from the date of the Draft EHC Plan to request any
amendments to the EHC Plan and to preference their choice of school setting.

If a parental preference of school choice is received, the SEND Case Officer will
formally consult with that school setting and any other appropriate provisions
within the local area (if applicable) to determine whether a school placement can
be offered.

If a school placement is offered, the SEND Case Officer will arrange for the offer
of the school placement to be considered at the LA’s to Resource Panel.

Final EHC Plan is issued

A Final EHC Plan will be issued with a school placement named in Section | of
the EHC Plan.

In some circumstances where an appropriate school placement hasn’t be
confirmed, the SEND Case Officer will name the child’s current school setting.
This would then be updated in amended Final EHC Plan if an appropriate school
setting has been confirmed and agreed.
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