Planning the Review

The Head teacher is responsible for making sure that the Annual Review meeting is arranged, however the arrangements may be delegated to another member of staff.
At least two weeks before the start of each term, the Local Authority will write to the Head teacher with a list of all the pupils who require annual reviews the following term.

When planning the time and date of the review meeting, it is important to consult parents and professionals to make sure that, as far as possible, the arrangements are convenient to all. In a number of cases professionals will require significant notice (8 weeks) to prepare and complete an up to date report and plan to attend the review, if necessary. 
Schools should also consider the particular needs of parents such as the language spoken, or the need for an interpreter who signs if parents are hearing impaired. For speakers of other languages, or for visually impaired parents, schools may wish to send messages and provide reports in other formats.

Head teachers should also make sure that parents/carers are aware that they may bring a friend, adviser, relative or the Parent Partnership Officer to the meeting - the Parent Partnership Service provides impartial advice.

Wherever possible, the child/young person should be actively involved in the review process and attend some or all of the meeting. They should be informed of the areas for discussion and who is likely to attend the meeting.

Please refer to Chapter 3 of the SEN Code of Practice, ‘Pupil Participation’; ‘Involving Children and Young People in Meetings and Reviews’ published by the Yorkshire and Humberside Regional Partnership, Section 3 of the SEN Toolkit.

The Head teacher must invite the following people to the review meeting:

1. The pupil’s parents, and all those with parental responsibility. If the pupil is the subject of a care or supervision order or looked after by the Local Authority then the social worker, residential care worker or foster parents should be invited as appropriate.

2. A relevant teacher.

3. The representative of the Local Authority responsible for maintaining the statement or funding the provision – the ‘home’ authority.

4. The Connexions Officer in Year 9 and thereafter.

5. Representatives from additional services involved with the child.

6. Any other person the Head teacher considers appropriate. This could include a representative from the receiving school in Nursery or Year 6. 

Head teachers should indicate in their invitation whether attendance is considered essential.

Collection, Collation and Circulation of Information

The Head teacher must request written advice/report from:
1. The pupil’s parents or those with parental responsibility (parental contribution form)
2. Anyone the Headteacher considers it appropriate to ask

3. Anyone specified by the LA

The Headteacher must ask for this information on an individual basis (even though the school may have already given the professional a list of pupils whose annual reviews are due that term).

Part 1 of the annual review report must be completed and all written reports, including Part 1 of the annual review report and any prepared by the school, must be circulated, by the school, at least two weeks in advance of the meeting, to all those invited.

Headteachers should make sure that parents are aware that help is available from the school / setting or the Parent Partnership Service if needed. This could include help with putting thoughts down on paper or translation or interpretation of advice written in a language other than English.

Following the headings will ensure all information necessary for the meeting will be covered.

Parents

1. Parent/carer invited to meeting and to submit their views about a month in advance.

2. Invitation is made in the most accessible form of communication for the parent/carer.
3. Date and time of the review is convenient to parent/carer.

4. School includes the Parent Partnership leaflet and the Parental contribution form with the invitation.

5. School ensures that the parent/carers views are submitted – help has been given to parents experiencing difficulties with written communication.

6. Where appropriate an interpreter has been arranged and briefed about the purpose of the meeting.

7. Support is given to hard to reach/vulnerable parents to ensure attendance at the meeting.

8. Parents are greeted on arrival and shown to a suitable waiting area, if necessary.

Support for Parents

Parents/carers views are listened to and acted upon where possible – additional advice is sought to address views of parents/carers that cannot be addressed by the school setting.

Pupils
1. The pupil is told about the meeting and is invited to attend part or all of the meeting as appropriate.

2. Time has been set aside for the pupil to work with a member of school staff to record their views (pupil contribution form) this could be in a number of formats e.g. artwork/video/written format/audio/PowerPoint.

3. As with parental views – pupils’ views are listened to and acted upon where possible.

Other Agencies
1. School invites necessary services well in advance of the meeting (approx 6 to 8 week) – SALT, EP, Physio, Connexions etc…and requests reports to be submitted.

2. School have planned sufficiently in advance to enable the outside agency to see the pupil and write a report so it can be circulated prior to the meeting.
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