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1. Introduction

1.1 The revised legislation and Code of Practice of 2001/2 introduced a number of

modifications and additions to the annual review process. The LEA, schools and other providers are required to have regard to these in planning and meeting the Special Educational Needs of pupils. In response to these changes new annual review procedures were issued by Birmingham in December 2003. These new arrangements were devised to take account of the requirements of the revised legislation and Code of Practice, as well as recognising the need to revise procedures to incorporate the introduction of new local initiatives.

1.2 This has been the subject of monitoring and consultation with schools and 

SENCOs. An annual review working group with school and LEA members was established to consider the existing annual review procedures, with a view to keeping bureaucracy to a minimum while meeting statutory requirements. The aim is to make the annual review system simpler in cases where the review concludes that no changes to the statement are needed. The recommendations of the group have been incorporated into these revised annual review procedures.

2. Legal Requirements and Guidance Regarding Annual Review Procedures 

Detailed legal information about the requirements and procedures can be obtained from the following documents.  

2.1 Section 328 (5) of the Education Act 1996 requires that a statement must be

reviewed within 12 months from the date of the statement or the last review.

2.2 The Education (Special Education Needs) (England) (Consolidation) Regulations 2001 set out the procedures that must be followed (Regulations 18-22)

2.3 Chapter 9 of the Code of Practice provides further guidance.

2.4 Additional guidance is given in Section 9 of the SEN Toolkit ‘Preparing and Conducting annual reviews’ and Section 10 ‘Transition Planning’

These guidelines have been written after taking into account the legal

requirements and procedures set out in these documents.  

3. Approach Adopted in these Procedural Guidelines

3.1 The aim is to make this procedure as clear and simple as possible to schools, parents and others involved in the annual review procedure. It is important that everyone involved understands the annual review process so that no child is disadvantaged. This guidance sets out the requirements expected in relation to this important process of reviewing a child’s educational needs and progress. It details the LEA’s role and responsibilities as well as providing a target response time to reviews. This approach is intended to make a difference to our pupils.

4. Background Information 

4.1 The annual review process is an essential part of the LEA’s procedures for determining the progress of children with statements of special educational needs as well as monitoring the appropriateness and quality of the provision being made. It makes an important contribution to the education of pupils with statements.

4.2 Although there will be many contacts between school staff and parents during the year, the annual review offers an important opportunity for parental involvement. This is a vital aspect of the annual review procedure. Parents should be brought up to date regarding the progress made by their child, and can also feed into the process vital information.  Parents should be encouraged to contribute their views to the annual review process, to attend the review meeting and to contribute to discussions about their child‘s progress. It is essential that wherever possible the child is given an opportunity to be involved in the review process and their views are taken into account at the meeting.  

4.3 For the majority of children it is the head teacher who will take responsibility for the annual review. The LEA will be represented at some reviews, principally through the attendance of support service staff. However it is the staff working with a child on a daily basis who will make the key contribution to any review.

4.4 Legislation requires the review of statements at least every 12 months. In some cases a review after a shorter period may be appropriate. This will be dependent on the circumstances of the child and the action required following the review (e.g. phase transfer from nursery to reception or Year 2 to Year 3 or Year 5 reviews for move to secondary school).

4.5 It is expected that schools will continue to set appropriate targets, for example through the use individual education plans, for pupils with statements. Parents and pupils must be consulted and involved in this process. This will include being given copies of the targets and any review form. These targets should be reviewed on at least a termly basis, feeding into the annual review meeting.

4.6 Headteachers are reminded that special regulations apply to the first annual review in Year 9 and subsequent years. This relates to drawing up a Transition

Plan, the requirement that the Connexions Service be involved, and that Social Care and Health Service (Social Services) are invited to the review meeting. These are covered in Section 14, below, and Sections 9:45 to 9:64 of the Code.

5. Notice of Annual Review

5.1 The LEA is required to send to head teachers not less than two weeks before the start of each term, a list detailing the names of children whose statements are maintained by the LEA and a date by which the review should be completed in the coming term.

5.2 The head teacher should then arrange a review meeting on a date which will allow the LEAs timetable to be met. To assist both parents and others contributing, it is recommended that at least one months notice of the meeting date is given.

5.3 The head teacher should invite the following to the meeting:

· The child’s parents or carers.

· The SEN Assessment Service Principal Review Officer

· A relevant teacher.

· Representatives of any support services involved with the child.

· Representatives of health services, social care and health service or      the Connexion Service, where appropriate.

· Anyone else named by the LEA or considered appropriate by the

· headteacher.

5.4 The invitation to the review meeting should include details of professional advice requested for the meeting, and a date by which that advice needs to be returned in advance of the meeting.

6. Preparation for Review Meeting

6.1 Recommendations on the collection of advice and the circulation of reports prior to the meeting are given in Section 9:12 of the Code of Practice and in the following paragraphs.

6.2 The Code states that “the headteacher must request written advice from:

· the child’s parents, all those specified by the Authority and anyone                 else the head teacher considers appropriate,

                and 

· circulate a copy of all advice received to all those invited to the           review meeting at least two weeks before the date of the meeting, inviting additional comments, including comments from those unable to attend the meeting.”

6.3 The written advice will be used by the headteacher as the basis for the discussion at the review meeting. The advice should relate to (Section 9:14 of the Code and Regulation 20 (5)):

· the child’s progress towards meeting the objectives in the statement and any short term targets established to help meet the objectives; the application of the National Curriculum; the progress the child has made in their behaviour and attitude to learning; the continued appropriateness of the statement; any Transition Plan; any amendments to the statement; or whether the statement should cease to be maintained.

6.4 All those contributing to the review are encouraged to follow the format of the annual review Report Form produced by the LEA. (See annual review of Statement of Special Educational Needs Report Form and Guidance Notes).

7. Involvement of Parents and Pupils

7.1 The need to work in partnership with parents and the participation of pupils is emphasised in the Code of Practice. This provides an opportunity for parents and pupils to be involved with all the professionals to consider progress and participate fully in decisions relating to their future.

7.2 Annual review meetings should be arranged with the parents in mind. They should be held at times which make it practical for the parents to attend and be conducted in a way which encourages parental participation. Reports, both written and verbal, should be presented in a form which makes them readily understandable to all.

7.3 Careful consideration also needs to be given to the involvement of the child, taking account of age, capability, maturity and confidence. Pupils may wish to be present for all or part of the annual review meeting. The child’s views should be recorded, with support if required, prior to the meeting (See Pupil’s/Young Person’s Views Form for annual review of Statement). 

7.4 Copies of all reports should be sent to parents two weeks prior to the annual review meeting. This will give parents the opportunity to consider the reports and think of any issues/questions requiring clarification. Parents should also be given the opportunity to contribute their views in writing if they wish (See Parent/Carers Views Form for annual review of Statement).

7.5 The head teacher will need to be aware that support can be available to parents from the SEN Parent Partnership Service or an Independent parental supporter. If involved they should be invited to the review meeting.

7.6 It is important that the purpose and importance of the annual review meeting is made clear to parents. Annual reviews should not be seen, by parents or schools, as part of the parents’ ordinary consultation evening, and should be timetabled separately from such events.  

8. Attendance by LEA Officers and Support Service Staff

8.1 The LEA currently maintains statements for almost 7000 children. This 

means that it will be possible for LEA officers to attend only a proportion 

of such meetings.

8.2 Whilst it will be more common for members of support services to attend, it would not be an appropriate use of service time for all annual reviews to be 

covered in that way.

8.3 It is therefore important that headteachers make clear to those invited 

situations where attendance is seen as particularly important. Such cases are likely to include: 

· Reviews prior to a change of school (e.g. nursery to reception, Yr 5/6 review for secondary transfer or Yr 2 for phased transfer), particularly where a significant change in the type of provision is to be discussed.  

· Other reviews where a change in placement is likely to be discussed as an option.

· Reviews where a major change in a child’s circumstances may          require significant changes in provision (possibly with resource implications).  

· Situations where there may be significant differences of opinion or where the parents have asked for the LEA to be represented.  

· Reviews of children placed outside Birmingham particularly in non maintained special and independent schools

· Year 9 reviews

9. The Review Meeting

9.1 Useful advice regarding practical aspects of review meeting is given in the 

SEN Toolkit, Section 9:Preparing for and Conducting Reviews.

9.2 In the light of the reports the meeting should consider:

· Whether the child has made satisfactory progress since the last review? (This should be detailed in the reports).

· Does the statement remain appropriate?

· Are any amendments to the statement required?

· Should the LEA continue to maintain the statement, or should the   LEA be recommended to cease to maintain the statement, and the child’s needs be met appropriately through School Action Plus?

· Are there any changes in relation to the educational placement including maximising opportunities for inclusion?

· Any new targets to be set to meet the objectives set out in the statement? (These need to be specific/measurable annual targets)

· Whether any additions or amendments should be made to an existing Transitional Plan?

· Changes to the CRISP record?

· National Curriculum issues including modifications/disapplication?

9.3 Consideration of progress against previous targets, and the setting of new targets (or the initial setting of targets if none have previously been drawn up) will be through for example review of a current IEP or Proposed Provision Plan (mainstream schools only) and the drawing up of the next one.

10. Criteria for Special Provision (CRISP)

10.1 CRISP is an integral part of the annual review process for Birmingham mainstream schools. Although not a requirement, special schools are encouraged to complete a CRISP record. This can be used as an assessment tool to help understand a pupil’s special needs and progress over time. The head teacher will need to ensure that the review meeting considers the pupil’s last CRISP Assessment Record and decide whether it is still representative of the pupil’s needs or requires amending. The original record or, if necessary, the amended record, is then used to guide discussion of the SEN arrangements that the school will plan to make and the implications for meeting the needs of the pupil. If there is a change to the record this is submitted with the annual review of Statement of Special Educational Needs Report Form to the LEA. Where a change in CRISP record implies significant changes to provision the school will need to consult the educational psychologist and other appropriate specialist services.

10.2 In cases where a change in the CRISP record appears to be indicated the head teacher will need to ensure that a new CRISP Assessment Record is completed by the class teacher and the SENCO in consultation with the school’s visiting educational psychologist and other support services prior to each annual review meeting and no earlier than six weeks before the date of the annual review.

11. Criteria for Statutory Assessment: Schools and Provision Plan

11.1 Making a Provision Plan is part of the process of preparing to submit a request for statutory assessment. The Plan should detail the provision required (including school resources as well as educational provision) and specify expected learning outcomes. Provision Plans provide a sound basis for planning and action over the year and can be the core of the annual review. Special Schools and Resource Bases are not required at this time to complete a Provision Plan though they may if they wish. 

11.2 Headteachers of mainstream schools have the option of continuing to use Provision Plans as part of the annual review procedure.  Provision Plans can provide the basis for determining progress and monitoring the appropriateness and quality of provision. The alternative to the use of Provision Plans to cover this function would normally be to use the pupils’ IEPs for the year, alongside part 3 of the Statement, with additional plans for behaviour (if appropriate).

12. Timing of Annual Reviews

12.1 In general the timing of annual reviews is left to head teachers within the timetable set by the regulations and monitored by the LEA.

12.2 It is hoped that this, linked to the spread across the year of original statement dates, will lead to a relatively even distribution of review dates across the three school terms. This will be of assistance to some schools, as well as to the LEA and its support services. However the evidence indicates that the vast majority of reviews are arranged during the summer term. In addition some schools hold a large number of reviews for on particular days. ‘Bunching’ of responses can lead to difficulties for the LEA in meeting its target response time. Head teachers are asked to be aware of this and spread the timing of their reviews as much as possible.

12.3 There will be particular circumstances where it may be appropriate to bring forward a review date. For example at Early Years to Reception transfers, Phase transfer from Year 2/3 for pupils transferring to a separate Junior school or Year 5 to inform in good time those involved in considering a secondary school for a child, or where a change in circumstances has led to the need for an early review, or where a child has moved into the LEA and the statement will require amending or where Section 140 Assessments are required in Year 11. In some cases the LEA may ask for a review date to be brought forward.

12.4 Regulation 19 requires that where a statemented child is within 12 months of transfer between phases the LEA must ensure that the child’s statement is amended before February 15 of the year in which the child transfers. This particularly relates to the phase transfer of pupils. In these cases the LEA will send to schools a timetable for completing the review process so that the necessary consultations can be carried out and statements amended prior to the statutory deadline.  

12.5 The LEA will expect the head teacher to arrange an early or interim review where a statemented pupil is at risk of disaffection or permanent exclusion. It will then be possible to consider the pupils changing needs and recommend amendments to the statement as an alternative to the pupil being permanently excluded.

13. Action following Review Meeting (up to Year 9 Reviews)

13.1 Following the meeting the headteacher must send information to the LEA within the timetable originally notified by the LEA.  If there are no changes to the statement the single summary sheet (Sections 1 and 2 of the report form) should be completed and returned. All documentation gained during the review should be kept securely by the school.

13.2 Where changes to the Statement are proposed by the review the following information should be to the LEA and all those involved in the review

· the annual review report form

· a CRISP Assessment Form (as appropriate)

· a new Provision Plan (mainstream schools only) or IEP

· appropriate additional information (as indicated in Section 3/4 of the annual review report form) 

This information will include the agreed recommendations of the meeting. 

13.3  The headteacher will need to ensure the review report and additional information (if required) are completed and sent to the LEA by the end of term at the latest, or within 10 school days of the review meeting (whichever is the earlier).

13.4  Should a review meeting be unable to agree recommendations, the Regulations state that “the head teacher should ensure that this disagreement is recorded with the reasons for it” and these should be included with the annual review of Statement of Special Educational Needs Report Form sent to the LEA.

13.5 Regulations require the LEA to review the statement in the light of the report and make written recommendations. In particular the LEA must decide whether to amend or cease to maintain the statement or set any targets which the pupil should meet during the period until the next review. The LEA will aim to complete the review of the Statement within 6 weeks of receiving the Review Report Form.

13.6 Within one week of completion of the review the LEA is required to send a copy of the decision and recommendations to the parents, head teacher and other professionals considered appropriate. Because of the large number of annual reviews, the LEA will consider amending a statement only if significant changes are being proposed. It is therefore important that where a review recommends significant changes to a child’s needs, provision or placement the annual review report is fully completed with the required additional information. It should be clear from the papers sent to the LEA that significant changes are needed to the statement.

13.7 The LEA is required to follow formal procedures if a statement is amended or discontinued. These procedures are set out in the regulations and Code of Practice. In the case of changes to the statement the LEA will issue a Notice of Amendment to the parents and this must be finalised within 8 weeks. Parents are given a right of appeal in relation to any amendments whether this is due to discontinuation of or changes to the statement.  

14. Reviews and Transition Plans (Year 9 reviews and subsequent years)

14.1 The Regulations and Code of Practice place particular importance on the annual review in Year 9 and subsequent years. The procedures to be followed include the drawing up of a plan for the pupil’s transition to adult life, called the Transition Plan. A Transition Plan Report Form (Section 5:Transition Plan) is included to assist head teachers with the drawing up the plan. This should be submitted with the annual review papers for all Year 9 reviews and each year the plan is subject to review.

14.2 Detailed guidance on the conduct of Year 9 reviews and drawing up Transition Plans is given in the Guidance Notes for Transition Planning.

14.3 The procedure for Year 9 reviews and subsequent years reviews will be largely as set out above for other annual reviews. The LEA will ask the headteacher to arrange the meeting and collect advice. The headteacher will be asked to include Social Care and Health Services and the Connexion Service amongst those they ask for advice and invite to the meeting. A representative from the Connexion Service is legally required to attend the review in Year 9 and subsequent reviews.

14.4 The headteacher is responsible for ensuring that a Transition Plan is drawn up. This should be completed in consultation with the Connexion Service. The annual review in Year 9 and subsequent annual reviews until the pupil leaves school must include a Transition Plan. The Connexion Service is responsible for overseeing the Transition Plan and for co-ordinating its delivery.

14.5 A copy of the Transition Plan in Year 9 must be submitted to the LEA with the annual review report form. Each year the Transition Plan is subject to review as part of the annual review process. Any changes or amendments to the plan should be indicated on the Transition Plan Report Form and submitted with the annual review report form. The LEA will consider any changes or amendments to the Transition Plan in accordance with the timescales. The Transition Plan will be included in the written recommendations made by the LEA and circulated to the parents and other relevant professionals. The LEA can amend the plan as appropriate. The head teacher is responsible for ensuring that any necessary amendments are made to the Transition Plan.

14.6 The head teacher will need to be aware that the Connexion Service has a legal responsibility for arranging Section 140 assessments of need and identify provision for all young people with statements who are in their final year of compulsory education, and intend to leave school. The annual review for these young people has an additional significance and it will be necessary for the school to liaise with the Connexion Service and arrange the annual review early in the final year to allow the Section 140 assessment to consider the Transition Plan so that appropriate arrangements can be made in advance of the young person leaving school. (See Guidance on Section 140 Assessments of Secondary Young People with Learning Difficulties and/or Disabilities).

15. Change of Placement/Provision Resulting from an Annual Review  

15.1 The headteacher must ensure that the LEA is provided with full evidence when the review is recommending a change in provision or placement. The LEA is committed to a policy of inclusion. The LEA believes strongly in the principle of all pupils being educated in their local community or nearest appropriate school.

15.2 All supporting agencies will need to be involved in the review if a change of placement or provision is being considered. The annual review of Statement of Special Educational Needs Report Form should detail precisely why a change is required. If an increase in support is being proposed the report form should detail exactly how this is going to be used and set specific targets. The review meeting must consider the current statement and make specific recommendations for amending Parts 2, 3, or 4 to reflect the changing needs and provision.

15.3 If a change of school is being considered the focus at the review meeting should be on the type of provision suitable to meet the pupil’s special educational needs rather than naming a school. If the parent expresses a preference of school it should be recorded as the views of the parents on the annual review report form rather than in “Section 4:Statement Part 4 Placement” section.

15.4 Some Special schools are developing satellite provision in mainstream schools. The annual review of Statement of Special Educational Needs Report Form will need to make reference to any shared placement arrangements made for individual pupils. These will need to be considered in terms of amendment to Part 4 of the statement.
16. Annual Review of Child Not Attending School

16.1  Where a child with a statement is being educated at a pupil referral unit or hospital and is not on the roll of a school, the head of the appropriate unit will be asked to co-ordinate the annual review and draw up the subsequent report.

16.2  In other cases of education otherwise than at school, principally cases of children being educated at home, an officer from the LEA will arrange and chair the review meeting.

16.3  Under the Code of Practice early years settings are regarded as being “schools” in terms of the annual review procedure. Therefore under this definition pupils attending early years provision are attending schools. The Heads of these establishments are required to follow the LEA’s annual review procedures.    
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