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	Annual Review of Statement of Special Educational Needs Report (AR.04)


Guidance notes

	This guidance outlines the procedures for completing the annual review form for pupils with Statements who are the responsibility of the Birmingham LEA. They are designed to be comprehensive enough to cover the detail needed in most instances but as brief as possible to avoid unnecessary reading. 
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For more comprehensive information about annual reviews refer to the LEA ‘s guidelines and DfES SEN Code of Practice/Toolkit Section 9/10. It can be found on: http://www.bgfl.org/services/senas,http://www.teachernet.gov.uk/wholeschool/sen/teacherlearningassistant/toolkit/ If you find any of the information in this guidance unclear, or have further questions or comments, please let us know.


Content

	1Introduction / changes in this guidance


1Section 1 Pupil and School Details


1Section 2 Review


3Section 3 Checklist of Attached Information to Support Recommendations


4Section 4  Recommended Changes


5Transitional Plan (separate sheet)


5Common questions answered






Guidance notes for annual review report form and agenda for meeting.

Introduction / changes in this guidance

We are making the Annual Review system simpler in cases where the Review concludes that no changes to the Statement are needed. In this case, the school may simply return a single summary sheet (Sections 1 and 2 of the form) confirming this to be the case. However for reviews Year 9 and above a Transition Plan (Section 5) should always be attached even if there are no changes to the statement.   
If the review makes recommendations for change of Statement, Sections 3 and 4 should be attached along with appropriate additional information. Section 3 is a checklist, which will help SENCos ensure all appropriate information is sent, and Section 4 details the changes asked for. 

Section 5 is the Transition Plan and should be attached to all annual review report forms for pupils Year 9 and above.   

To make things as simple as possible, you should only send in information relevant to the changes being recommended. The information in this guidance and in Section 3 of the form should help in deciding what to send. For example, if there are changes to Part 1 of the statement  (which includes the details of the pupil) the only extra information required is the detail of the changes. 
In all cases it is your school’s responsibility to retain all records of information and evidence gained for the Review whether they are sent in or not, these records may be required to inform any possible future legal enquiry and/or local moderation and monitoring.
Section 1 Pupil and School Details
We need basic information to ensure that we know to which pupil and school the form applies. The UPN is the most important, but the name and date of birth will help in case there is any mistake in entering or reading the number. The school contact person will normally be the SENCo or SEN administrator. We would be grateful if you would indicate in Section 4 if any of this information has changed since last time 

Section 2 Review

This section covers three areas: 

· recommendations 

· information about the review and participants 

· head teacher declaration 
To indicate that the review is making recommendations circle Yes against the appropriate questions:

Statement to be ceased: 

It should be clear from the discussion at the annual review meeting whether the child continues to require a Statement. If the child has made sufficient progress such that the child’s needs can be met at School Action Plus, the Statement should be discontinued. 

If the Statement is to be discontinued then the school should submit appropriate supporting evidence (see Section 3). Of course it is important that those contributing to the Annual Review are in agreement, especially parents. In the event that one or more parties do not agree with the recommendation then this must be made clear in the documentation.

Change requested in educational need and or provision  (Statement Parts 2/3)

This refers to any change recommended in Part 2 of the Statement: Special Educational Needs, or Part 3: Special Educational Provision.

Note that this includes changes to the Objectives (medium term targets) and any National Curriculum modification or disapplication (both recorded in Part 3 of the Statement).

In reviewing the pupil’s statement the meeting will need to consider what progress in terms of learning outcomes the pupil has made against the targets set out in the last annual review in relation to the objectives in the statement. A summary of the progress must be recorded. The review meeting should then consider to what extent these objectives continue to be appropriate.   
Evidence for changes should be attached together with supporting or opposing views of those at the Review. Section 3 of the annual review form should help you to organise this information. 

Note the recommended changes in Section 4 or on a separate sheet. Some schools have found it convenient to send in the original Statement with appropriate sections marked for change. This is very helpful to us so long as the changes are clear!

Educational placement needs review   (Statement Part 4)

This will most often be in connection with a pupil’s age where transfer between schools is required. In such cases it is only necessary to return sufficient information appropriate to the change- particularly parental views and a summary of the pupil’s current position. 

However there will also be occasions when a review meeting is recommending a change due to a change in the pupil’s special educational needs/provision, inappropriate placement, home circumstances, etc. In such a case, comprehensive information is almost always needed given the gravity of such decisions. If you are in doubt about whether any of the information might be needed, send it in.

Although the parents have a strong influence over such decisions, it is the LEA, which is legally responsible for determining the actual placement appropriate to meet the child’s needs. Therefore while people may discuss possible change of placement, it should be made clear that all the review can do is to make recommendations. 

Be aware of the danger of raising parental expectations about particular schools or types of school. All professionals involved should know about this, but you may need to remind them. It is also important that the conduct of the review does not, in any way, prejudice the legal rights of parents to have their child educated in a mainstream school should they wish.

Change requested in non-educational need and or provision (Statement Parts 5/6)

There may be recommendations for changes to non-educational needs or provision such as physiotherapy, speech therapy, Child and Adolescent Mental Health services, social support etc. Any amendments to these parts of the statement must be supported by reports from appropriate professionals.

Transition Plan Agreed 

Transition plans are discussed in reviews in Year 9 and subsequent years. The review in Year 9 is used to draw up the Transition Plan and each year the Transition Plan is subject to review. Any proposed changes or amendments to the plan should be indicated on the Transition Plan Report Form (Section 5) submitted with the annual review documents.

Changes in circumstances of the pupil and parents since last review (Statement Part 1)

This relates, for example, to change of school name, home address or care arrangements. Information should be entered into Section 4 of the annual review report form or be attached on a separate clearly marked sheet. 

Information about the review and participants should be straightforward to complete. Some sections are filled in to assist completion of the form. If those people weren’t involved, cross them out. 

If parents/carers are not present it will assumed that their views were obtained and considered at the review.

If there is no indication otherwise, it will be assumed that all named participants and parents agree with any recommendations of the review.

The declaration is necessary to confirm that the report is accurate, the pupil’s progress has been considered and that new targets have been set. (This enables the LEA to write to parents as required under the regulations).

Section 3 Checklist of Attached Information to Support Recommendations

This is a very important section, which will help in collating all the required documentation. This information is only needed if there are recommendations for change of statement. Simply tick each element that is being sent to SENAS.

1. Recommended changes: This is Section 4 of the Form and is completed as part of the Annual Review.

2. CRISP Assessment Record: A vital component. Completed by mainstream schools. Although not a requirement for special schools they are encouraged to complete a CRISP to use it as an assessment tool to help us understand a pupil’s special needs and progress over time. The LEA uses this record to allocate provision fairly between mainstream schools as well using it as an indicator of progress, provision required and change in need. In most cases the assessment is agreed by all participants but it is recognised that there may sometimes be disagreement. In these latter cases, the dissent can be noted on the CRISP record or alternative CRISP records may be submitted. In such instances, it will be important to include any available evidence to support the CRISP assessment(s).

3. IEPs and IEP Reviews plus Framework documents if appropriate: Standard or modified forms acceptable. These will always be considered as part of the review. These documents will be required by SENAS if there are significant changes to the level of need or provision.

4. National Curriculum attainments: These will help to demonstrate the child’s attainment and progress. 

5. Indication of plans for next year: These will indicate how the changes in the Statement might be put into effect over the period before the next annual review. They will allow for a focussed discussion at the next annual review. You may supply them in the form of Provision Plans or IEPs (with additional plans for behaviour if wished). New plans should be returned even when a change of placement is being recommended.

6. Written Reports / Assessments: These should be attached as appropriate to the changes being proposed.

7. Record of discussions/pupil’s views: The Revised Code of Practice makes particularly strong recommendations about recording pupils’ own views about their needs, preferences and requirements. These views should be recorded and sent in with the form if any changes are proposed to parts 2 to 7 of the Statement. The views can be presented in any form, though ready made forms are available from the LEA is required. (See final section of these notes for addresses)

8. Record of consultations with Parents’/Carers’ views: The same conditions apply as for pupil’s views.

9. Attendance Figures: If changes are proposed to parts 2 to 7 of the Statement this information should normally be returned

10. Transition Plan: The annual review in Year 9 and subsequent annual reviews until the pupil leaves school must include a Transition Plan. This is drawn up in consultation with the Connexion Service. 

Section 4 Recommended Changes
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 It may be helpful for schools to amend a copy of the statement and attach this to the documentation. You will only be required to indicate against the appropriate section(s) that the recommended amendments are attached.


Statement Part 1 Pupil/parent details

Pupil Details e.g. address or change of circumstances (Part 1 of Statement): Note in this section any changes to the information set out in Part 1 of the pupil’s statement of special educational needs.

Statement Part 2 Special Educational Needs
Recommendations for changes to the Special Educational Needs (Part 2 of Statement): List here any recommended changes to the child's special educational needs to those recorded on the Statement. This is especially important if a change of provision/placement is being considered. 

Any key points from the CRISP assessment discussion such as key changes since the previous assessment might be recorded in this section. Where participants disagree over the assessment, the detail of this can be noted here.

A proposal to add a medical diagnosis must be supported by a report from an appropriate medical professional.

Statement Part 3 Special Educational Provision

Note here any proposed changes in long term objectives for the child, which are to be incorporated in the Part 3.1 of the Statement. 

Recommendations for changes to the Statement’s section on Special Educational Provision (Part 3.2) should be entered here and should be in accord with the new plan for the year (for example, a new provision plan or IEP).

Recommendations for modifications to the National Curriculum or disapplications (Part 3.2 of Statement) should also be recorded here. 

In addition please note here any modifications to the National Curriculum, programme of study, arrangements for taking SATs or GCSEs or any subject disapplications. 

Statement Part 4 Placement

Write any recommendations agreed by the review for changing the Placement in the current part 4 of the Statement. These should be general and should not be the name of a specific school or provision. The focus should be on the type of provision suitable to meet the needs of the pupil. Parents can be given information on the range of provision available in the LEA so that they can consider the options available. However it is a matter for the LEA to consider the parent’s preference and determine the appropriate placement. If suggestions have been made in the review discussions, they should be indicated on a clearly marked separate sheet, which should record the full nature of those discussions. 

Statement Parts 5 and 6 Non-educational needs/ Non-educational provision

Proposed changes in the child's non-educational needs and provision should be recorded here. This is provision not usually the direct responsibility of the LEA such as speech and language therapy, physiotherapy, occupational therapy, medical/psychiatric oversight or intervention and residential care provision. The proposed changes must be supported by a report from an appropriate medical professional or in the case of residential care issues from a social worker.

Section 5 Transitional Plan

(Year 9 and above) 

For Year 9 pupils and subsequent reviews, there is a requirement for drawing up a Transition Plan involving the Connexion Service. You will need complete the Transition Plan Report Form and submit it with the Annual Review of Statement of Special Educational Needs Report Form.  
Common questions answered
What do we have to consider and do about recommending change of placement?

Change of placement is always a very serious step for a child and family. This will be considered at normal transition time (nursery to primary, from Year 2 to Year3 moving to separate Junior School, primary to secondary) and at other times as part of the review process. 

The reasons for any change and supporting evidence must be clear to the LEA. The LEA is committed to a policy of inclusion and educating pupils in the most appropriate provision in accordance with their needs and whenever possible within their local community. If the pupil is currently in a mainstream school consideration should be given to what further steps can be taken to maintain the current placement. In all setting schools are required to make the environment, curriculum and information accessible (following the SEN and Disability Discrimination Codes of Practice). 

The parents/carers can be informed of the provision available in the city to meet their child’s needs. This is to ensure that parents/carers are fully aware of the possible options for their child. This would include supported mainstream provision as well as resource base and special school provision.  

It is important to include the views of all those contributing to the review. Where these are not unanimous, the LEA will consider all the supporting evidence and particularly the wishes of the pupil and parents/carers in reaching a decision. 

Remember a change of placement means a change in provision. This should be reflected in the recommended changes to the needs/provision sections of the statement. A school should not be named since this is a matter for the LEA. If the parents express a preference of school this should be recorded in the section for parental views.

What’s the agenda for an Annual Review Meeting?
This proposed agenda is suggested in order to provide guidance on the conduct of the annual review meeting.

1. Introduction made

2. Apologies recorded

3. Copies of statement, any reports and the targets set at the previous Annual Review circulated

4. Purpose of the meeting specified (To consider the statement and make recommendations to maintain, amend or cease to maintain, to set targets against the objectives in the statement over the period until the next review and if appropriate agree Transition Plan)

5. Summary of the recommendations and decision taken at the last annual review

6. Views of parents, child and school.

7. Other agencies’ views

8. Discuss progress/outcomes of the objectives set at the last annual review

9. Educational targets set for the next review period agreed

10. Recommendations made to the LEA if changes required to statement

11. Transition Plan considered and agreed with recommendations to LEA

12. Further action required with strategies, roles and responsibilities identified

13. Summarise agreed conclusions, recommendations and actions

14. Close
	Where can I get additional forms and information?

Resources available on the Internet: Guidance notes (can be printed A4 size), transition plan form, other forms provided to help in presenting supplementary information to support recommendations, further copies of this form.

Go to:  http://www.bgfl.org/services/senas or http://www.newcode.org.uk or 

   or     http://www.bgfl.org/services/special/handbook.htm
Copies can also be requested from SENAS on 0121-303-3525/4314 or by contacting your Review Officer.
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