Annual Review Process for Converting Statements of Special Educational Needs into Education, Health and Care Plans (EHCPs)

Updated guidance - Spring 2015
	When you get your list…
	· SENCo checks the feasibility of the date for the Annual Review Conversion Meeting (ARCM).  Is the date suitable for school and parents/carers (and the EP if they are supporting the conversion)?  If not, agree on a new date.


	6 weeks before the ARCM…

***
	· SENCo invites parents/carers, school staff and any other relevant education, health and social care professionals who can contribute to the ARCM.  
· SENCo sends a copy of the ‘Request for Information’ proforma with the invite requesting that this should be completed and returned to them 2 weeks prior to the ARCM if the professional is unable to attend. 

· Consider whether parents/carers would benefit from the support of Parent Partnership and invite an advocate for the parent/carer and/or child/young person (C/YP) if necessary.


	Before ARCM…
	· SENCo arranges a meeting with the C/YP, their parents/carers and a relevant member of school staff (someone who knows the C/YP well) to collect the ‘This is me’ information (using the A3 Process Templates, or any other method of collecting the information outlined on the ‘Script for converting a Statement into an Education, Health and Care Plan’ – available on BSO)
· The ‘Aspirations’ of the C/YP and their parent/s should also be collected during this meeting. 

· If possible, the SENCo writes this up as a first draft before the ARCM, making the source of the information clear, e.g. “I like to… My teacher says it helps me when…  My doctor said that I have…  My mum and dad say that I enjoy…”


	Before ARCM…
	· SENCo gathers information about the child’s ‘Progress’ and ‘Current needs’ using information from the class teacher, Statement, previous Annual Review paperwork (if relevant), and any additional information submitted by professionals
· SENCo presents this information in such a way that it can be shared at the ARCM (e.g. using the A3 Process Templates, or an alternative method)
· If the EP is facilitating the ARCM, the SENCo should share information collected for the ‘This is me’, ‘Progress’ and ‘Current needs’ prior to the ARCM.



	ARCM…
	· The facilitator of the ARCM (SENCo or EP if they are taking the lead) should use the ‘Script for converting a Statement into an Education, Health and Care Plan’ to chair the ARCM.

· The C/YP and/or their advocate presents the ‘This is me’ at the beginning of the meeting.  Others present at the meeting are invited to add any other relevant information to this section.  The C/YP can leave the meeting at this point if it is felt they will not be able to contribute to the rest of the meeting.
· The facilitator presents the ‘Progress’ and ‘Current needs’ sections which can be added to and amended by others present at the meeting if necessary. 
· As a group, consider whether the description of the child’s needs is still current and relevant. If not, adapt as appropriate, phrasing needs in terms of “XXX needs to learn to…” “XXX needs to develop…” and so on. 
· Everyone (including the C/YP if able) works together to write ‘Long-term outcomes’ for each ‘Current need’ (i.e. What would we like the child to be doing/have learned by the end of the next Key Stage?) These can be recorded using the A3 Process Templates or an alternative method. 
· Additional information collected using the ‘Request for Information’ proforma should be considered during this process. 


	After the ARCM…
	· SENCo updates the ‘This is me’ summary in light of any additional information gathered at the ARCM.  
· SENCo transfers the information collected during the ARCM onto the EHCP Annual Review Conversion form (Head Teacher’s Report - check Bradford Schools Online for the most current version), including the ‘This is me’ summary.  
· SENCo sends the completed form, along with any additional reports from professionals, to the SEN Team. 


	EHCP…
	· SEN Officer writes the draft EHCP and sends a copy to parents, school and other professionals. 
· Draft EHCP is amended as required.



***If the date of the ARCM does not give SENCos sufficient time to invite professionals and send out the ‘Request for Information’ proforma 6 weeks prior to the ARCM they should still send out invitations and the proforma as soon as they are able.  If any professionals are unable to attend the meeting, they should be asked to complete the proforma and forward this to the SENCo as soon as they are able.  Any information received after the ARCM can then be added to the EHCP Annual Review Conversion form before it is sent in to the SEN Team or forwarded to the SEN Team if it is received after the EHCP Annual Review Conversion form has been sent.     
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