Dear [Allocated Worker]
RE: [CHILDS NAME/DOB]
The Annual Review of the Education Health Care Plan for the above child will be taking place on [DATE/TIME]. The meeting will be held at school [ADDRESS].
I am inviting you to participate by attending the meeting to be held as above. A virtual invitation can be arranged if you are unable to attend in person, however it is important that you do attend.
In accordance with the SEND Code of Practice (2015), the school is required to seek and collate advice and information from all relevant professionals involved with the child or young person to inform the review (paras 9.176–9.179). Additionally, professionals across education, health and social care are expected to co‑operate with the local authority in the exercise of its SEND functions (para 9.169).
In line with Practice Standards, agreed with the Children & Families Trust, you must complete the Annual Review form on LCS/EHM, download it as a PDF and send this to school via email to [EMAIL] by [DATE 2 WEEKS PRIOR TO MEETING] in order to meet your statutory duty.
In order to access the Annual Review form, on LCS/EHM please go to:
Childs profile → Forms → Start New Form. From the drop-down menu select SEND Annual Review (or type ‘SEND’ into the drop-down menu box and choose SEND Annual Review).
If you require further support to do this, the Designated Social Care Team have training available via Evolve, this is 2 hours long and runs monthly– please see the link below
Evolve: Course and Class Details

Thank you
[YOUR NAME & DETAILS]



