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The SEN Professional Portal will allow users to submit their annual review documentation electronically, allowing registered users to view and download information provided by the setting following an annual review.
As expected, the annual review module is only to be completed if a child / young person is currently in receipt of an active EHC Plan. The Annual Review panel may also be used in the event of an interim, emergency or transition review.
It is worth noting that you will first need to conduct the Annual Review and complete the Annual Review document found on Bradford Schools Online before completing the Annual Review Portal Form, the review paperwork will be required upon submission.


It is important that the correct form is used as an incorrect form may result in your submission being rejected.
















Downloading the Annual Review Paperwork

In order to successfully submit the Annual Review form to the SEND Integrated Assessment Team via the SEND Professional Portal, you will first need to obtain a copy of the Annual Review Report template which is to be completed after the review has been conducted - this is located on Bradford Schools Online.
Bradford Schools Online:
https://bso.bradford.gov.uk/content/special-educational-needs-and-disabilities/send-code-of-practice/send-documentation
Firstly, head to Bradford Schools Online and navigate through the Special Educational Needs & Disabilities > SEND Code of Practice > Documentation tab.
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Click on the Annual Review Report 6.14 file to download the template.







Accessing the Annual Review Panel and Submitting Information

Firstly, you will need to ensure you have added a child or young person to your profile through the Special Educational Needs and Disabilities area.
[image: ]
Once you have created a profile for the child or young person, open up their profile and continue until you reach the form dashboard.
At the form dashboard, navigate to the EHCP Reviews panel and you can begin submitting your Annual Review paperwork using the EHC Plan Annual Review form.
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· You need to register and enable Two Step Verification before you can use the SEN Portal

· Remember to check your emails for notifications that come via the Portal. Notifications will include your verification code that you will need every time you log on, and also messages from the SEN Team notifying you that you have an action to complete a form

· You can view other information submitted by Professionals such assessment reports, letters and plans

· You must complete all parts of the form or your information might be rejected by the SEN Team

· You don’t have to complete a form in one go, you can come back to it at a later date

If you need any assistance with using the SEND Citizen Portal then please contact the SEN Team on 01274 435750 or email sen@bradford.gov.uk 
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