What constitutes A Good Annual Review?

September Each Year

A list of pupils with Statements returned to the authority detailing the planned date of reviews. This should include the circulation of dates to other agencies and should enable increased attendance where necessary.

Before the Meeting

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

ii. School includes the Parent Partnership Service leaflet with the invitation.

iii. Invitation is made in the most accessible form of communication for the

parent/carer.

iv. The date and time of the review is set on date and time convenient to

parent/carer.

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

vi. Parents attend the meeting.

vii. Parents are greeted on arrival and shown to a suitable waiting area if

necessary.

i. School ensures that the parent/carers views are submitted and help is given to parents experiencing difficulties with written communication.

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

ii. Time has been set aside for the pupil to work with a member of school staff to record their views – this could be in a number of formats -

artwork/video/written format/audio/PowerPoint.

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

Outside Agencies

i. School invites necessary services well in advance of the meeting (approx 6 – 8 week) – SALT, EP, Physio, Connexions etc and requests that they submit a report.

ii. 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.

iii. Services are in attendance.

The Reports

i. School’s report is written including current level of attainment/functioning. The school has clearly identified progress over time and detailed why the progress is better than expected, expected or less than expected. P Scales are used when appropriate. 
ii. The current and last IEP is included.

iii. Thought has been given to the accessibility of communication to the parent, where necessary technical terms are explained in easily understandable language.

iv. Part 1 of the annual review and all reports are circulated to all invited at least 2 weeks prior to the meeting.

At The Meeting

i. The meeting begins promptly with introductions.

ii. Everyone in attendance is made aware of the purpose of the meeting and the agenda and the process.
iii. Where possible there is a separate note taker to enable the chair to focus on managing the meeting.
iv. In the review consideration is given to – pupil progress towards meeting overall objectives set out in the statement, successes, any continuing difficulties, successful strategies, changes to equipment, aids and access.

v. The views of the parent and child have been reviewed and discussed.

vi. Targets set for pupil are specific – time limited and reflect the objectives set out in the statement.

vii. Up to date assessment criteria is used to discuss progress and the meeting agrees with the outcome of the progress (better, expected or less than expected) and the reasons why.
viii. In Year 9 the Transition Plan is completed with all relevant services contributing to the plan which is time bound and the pupil has contributed comments to the plan.

ix. Connexions Service attends the meeting (Year 9 and above).

x. In Year 5/6 there is evidence of additional phase transfer planning for the pupil and the review is planned to enable a thorough transition

.
After The Meeting
i. All paperwork is completed fully.

ii. There is a well documented discussion of the meeting.

iii. Clear outcomes of provision are documented.

iv. Amendments are detailed in the paperwork appropriately.

v. Paperwork is sent to the authority within the correct timeframe.

vi. Review takes place within the timeframe – 1year/6mths.

vii. Follow up action is recorded and allocated to a named person.
That the following issues have been considered and discussed and consequent recommendations should be recorded with reasons.
i. Does the statement remain appropriate? Is it still needed to achieve

inclusion?

ii. Is the pupil fully included within their school community? If not what does the pupil need to be included successfully?

iii. Is the provision appropriate? Does the pupil need to be placed in

mainstream/specialist/resourced provision?

iv. Has the child’s needs changed significantly, is the description of the child and their needs as recorded in part 2 accurate?

v. Does the statement need amending? If so why and how? Are there any

significant recommendations that need to be made?

vi. Should the statement cease to be maintained?

vii. Is everyone in agreement or have any differing of opinions been recorded?

viii. Is any further action needed – by whom?

ix. Planning for the year should take place, targets to be met should be agreed one for each need identified in the statement. The first IEP for the forthcoming year should be discussed.

x. Is any additional involvement needed from an outside service? Who will coordinate this?

xi. Is transport still needed – has appropriate evidence been provided for this to continue e.g. medical care plan?

xii. What progress has been made towards targets set, how are targets monitored by staff?

xiii. What has been the impact of additional resources including in class support and what evidence do you have?

xiv. How is the child involved in monitoring his or her progress towards the targets?

xv. How is the child feeling towards school and the progress that is being made?
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