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Background and Overview

Children and young people who have an existing Education, Health and Care Plan requires this to be reviewed on

at least an annual basis.

This document details the system functions and operation for this process.

Where the document refers to Annual Review, this can be taken to mean Review in the context of any Review of
an existing Education, Health and Care Plan.
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An Annual Review will sit in My List By Due Date MyListByDaleDue @ o

H . H Due date in the futs 3
with a Due Date of 6 weeks before the Review is Alltems 5
-

due to be submitted. overtue ;
= & Grasshopper, Jimmy (357737) 0%/08/2022

Annual Review - Initiate

Due Today o

Due date in the future 4

No due date (4]

This shows as ‘Annual Review — Initiate’. & Grasshopper, Jimmy (357737) 09/08/2022

Annual Review - Initiate
This form only exists as a placeholder and

reminder that the review is due.

When you are ready to begin the review, select
the Form and Edit the Next Steps.

Tick to Select Motes

To begin the Review Process, select the Next Step | Bedin Review process (Aanual Review Form) -
of Begin Review Process (Annual Review Form).

If the Review requires additional advice to be Begin Review process (Addiional Advice Required) .
sought, also tick the Begin Review Process
(Additional Advice Required).

More details of this can be found from step 54.

Once the appropriate Next Steps have been @ Save
selected, click Save.

The system will confirm the form has been saved.
Save Data

Saved successfully

Select Complete from the Actions menu. B Actions ~

& Edit
&7 Refresh

&= Print Preview

C—
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9. Click Yes to confirm the Completion.
Complete Form
Are you sure you want to complete this
form?
NO
10. The system will confirm the Form has been Form Completed
Completed. Thefam s b Comptd
[ o]
11. The Form will be greyed out in My List By Due s
Date. It will now show in Incomplete Actions.
12. Click Incomplete Actions in the Menu Pane.
Incomplete Actions [5] &=
13. Select the Annual Review — Initiate Form. Annual Review - Initiate - 22/07/2022
o« Grasshopper, Jimmy {357737)
14, Scroll to Next Steps.
=+  Begin Revi ired) -
4  Begin Review process (Annual Review Form) v
15. To view the Actions, use the + symbol to the left
of the Next Step(s) chosen. ~Sm——
<+ Begin Review process (Annual Review Form)
16. The Next Step will expand, showing all the Actions
associated With it_ - Net(S(ep . - ‘ l - Tick 1o Select Noles
. .
Please note: in some web browsers, the Actions _— —
will open off-screen and the window will need to
be scrolled to see it.
17. Use the checkbox to select the Action.
18. Options of Dismiss and Complete will appear in S
Next Steps
the Next Steps header bar. ep X Dismiss v Complete
19. Click Complete.

v Complete
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20.

A dialog box will appear to allocate the Annual
Review form

Annual Review - Review Form

Assign to me, In team

or Select Team *

then Select Caseworker *

Select Plan Type *

Form must be completed by 28/08/2022

Assign to me, in team

21. In the Assign to me’ in team drOp down box, SeleCt Schools - Primary - Hambleton hd
your team.
22. The next two sections will automatically populate. | ™" Setosts- ey - Hambien ’
then Select Caseworker * Test, SENCO -
Select Plan Type " v

23.

Select the Plan Type of EHCP Review.

EHCP - Draft EHCP
EHCP - EP Advice

EHCP - Final EHCP
EHCP - Panel & Pre-Panel

Schools - SEN Support Plan

24,

Once all fields have been completed, click Accept.

Annual Review - Review Form

Assign to me, in team

Schools - Primary - Hambleton v
or Select Team* Schools - Primary - Hambleton v
then Select Caseworker * Test, SENCO -
Select Plan Type * EHCP - Review >
Form must be complated by 28/08/2022

25.

The system will confirm the form has been added.

Form successfully added

The form has been successfully added

| -
26. The Review Form will be shown. Annual Review - Review Form
Doc. Ref.: DEHCPF260i2
Start Date 3110772022 Assigned To Test, SENCO (357698) (Schools -
Primary - Hambleton)
Completsd
By
Completed
Date
Conceming
Sys Ref First Name: Family Name oos
= 357737 Jimmy Grasshopper 01/01/2009

Instructions

I This form brings thraugh the majority of information from the EHCP. It is intended to be editable and a working document I

I the decisicn is made to Amend the EHCP, the edrted information in this form will be carried forward into the new Draft
EHCP (further edits will be posisble by the SEN Case Officer prior to issuing the Draft EHCP).

Please ensure any text added for amendments is coloured green

Please ensure any lext you believe should be removed is coloured in red.

OFFICIAL - SENSITIVE




27.

The top section exposes information the Local
Authority hold about the person and their family
relationships. Please check this information, add
in the appropriate places if necessary, and confirm
the details are correct.

Family Details

The panels of informaticn below show the details we currently hold about the CYF, their immediate family, significant others and
Parental Responsibility

asked to confirm G

s carefully. I you nole any missing of incormect details, please aad these Deiow. You will be

Family Retationships

SysRef  Wam  First Name Family Name Do Relationship Status Flags Derived
+ 357748 Simon Grasshopper Parent
+ 773 Mummy 01/011360 Mother
+ 357738 Daday 01/011860 Parent

Aaditional Family Mer

Name FirsiLine of Address  Posicode Telephone Number  Email Address  Does Conlact have PR?

Consent for All Contact

Additional Family Information  # Edit ~

Please advise if any of the above details are incorrect, and what changes are required. *
No changes

Please provide a contact email address for each person with Parental Responsibility. *
Provided

Please tick to confirm these details are carrect.”

Has this CYP been cared for by a Local Authority? *
No

28.

The next section asks for views and discussion
notes. Please ensure this is completed fully.

Review - Views of the CYP, Parents & Carers #em T Finer ~

eck the Running Record for any

jews which might hav

ChildYoung Parent/Carer

Scaling Question
g Person Response  Response

10, where D is that you feel the current EHC

Ona
0 b plan ever and it's giving you all the support

Review Questions  # Eait

Question Child/¥aung Person Respanse ParentCarer Respanse

ou been warried abaut aver the past 12 manths?

well over the last 12 montns

Mhat do you feel needs to happen moving forward?

Any olher achievements or information you would like to share from the past 12 months?

Annual Review Discussion #cam
Using reports and views gathered please nole any perinent information around progress of challenges over the past 12 moaths
Challenges "
Progress

Any other Information

29.

Other parts of the form surface information from
the existing EHCP, or a previous review where a
new EHCP has not been issued.

30.

Where amendments are made to sections as part
of the Review process, please use formatting to
colour added text in green, and any text to be
removed in red.

This is so the SEN Casework Officer is able to see
at a glance the amendments proposed.

31.

When reviewing outcomes, the form behaves in
the same was as it does for a SEN Support Plan.

32.

Where an Outcome has been fully achieved, a
Date Completed should be added.

Adding the Date will remove it from the next
iteration of the plan.

Was this achieved? and Notes can be added
without the Outcome being removed from the
next iteration of the Plan.

Was this
—— Notes Date Completed
Yes v 31/07/20 &
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33.

In Section | — Placement, please ensure the
Placement Review is filled in.

Section | - Placement v

Agreed Placement v
Placement Review  # Edi ~

Is the identified placement suitable to meet the needs of the CYP?*

It o, please provide additional detall

I he cument pacement s dsemed not sutabie. pleass ensure aodiional Schools are selected and Cansutations take place as pant or the 1
eview process

34.

In Section J — Personal Budget/Direct Payment,

please ensure the Banding Panel has been filled in.

Section J - Personal Budget/Direct Payment e
v

Is the current band still appropriate for the CYP?*

If no, please state which band you think is appropriate, and brief reasons as to why.

Has a Personal Budget been considered as part of this review? *

35.

Please ensure the Additional Review Information
section is completed.

This also includes the review outcome.

Additional Review Information e

Use this area fo record any information which could be useful as part of the review n

For any young person in Year 9 and above, please state discussions around Preparation for Adulthoad. This may include career advice, 1
work experience and independence.

Preparation for Adulthood: detail

Review outcome *

Date to Cease (if required)

Parent Response 4 Edit

Please discuss wilh parent and record view. ]

Do you agree this Is a fair reflection of the Review Meeting? ™
Do you agree with the outcome of the Annual Review? *

Please add any additional notes and comments here

36.

The final part of the Review is to submit it to the
SEN Team.

This is done using a Task and the form should not
be finished using the Complete button.

Submit Review to SEN Team

H
This Task must be crealed lo ensure the SEN Team are aware the Review has been completed

Click here to create a Task to make the SEN Team aware of the Review

37.

Click to create the Task.

Click here to create a Task to make the SEN Team aware of the Review.

38.

The Task will open in a new Tab with most fields
pre-populated.

Task @ Save 'O Cancel ~

pper, Jimmy (357737) X o
Q
Team -
Creation Date *
072022 ™ o4 o1 se =

Task details.
Summary

Piease review Annual Review
ask

The Annual Review for this CYP has been completed Please review and allocate accordingly s

39.

The Recipient box appears blank.

Recipient

40.

Click the magnifying glass to Search for a new
Recipient.

B
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41.

A search dialog is shown.

Reciplent

i
42. In the Family Name box, type ‘work tray’ then o —
click the Search button.
Middie Name Faniily Name
work tray|
User Active Flag
'O,Sean:ﬂ.
Sys Rel First Name Middle Name Family Name User Active Flag
43 A IISt Of reSUItS WI” be ShOWn. Sys Ref First Name Middle Name Family Name User Active Flag
357709 EP Admin Work Tray
357710 Health Admin Work Tray
357711 Children & Families Work Tray
357712 SEN Admin Work Tray
44, If there are more results than will fit on the n >l a3lals NN
screen, a navigation bar will also be shown. This
can be used to cycle through the results.
45. Click on the SEN Admin entry. This will then . _ , . ,
ys Ref First Name Middle Name Family Name User Active Flag
appear below the results, as shown. e |EPAdn ‘
357710 Health Admin Work Tray 1
Clle DOHE. 357711 Children & Families Work Tray 1
7712 SEN Admin Work Tray 1
Work Tray, SEN Admin (357712) X
46. | The Recipient field should now show ‘Work Tray, 7 la
SEN Admin’.
47. When opened, the RR Category for the Task will RR Category ™
show as Event Task. Event Task v
This must be changed to ensure it can be picked
up by the correct team.
48. Click the arrow to the right of the field to display a | =7 cateeeny”

list of RR Categories.

Please note, the categories shown will differ based
on access permissions to the system.

Event Task
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49,

— — H [l EHCP - RTA - Decision 1
ISelect EHCP — Tasks — SEN Admin Team from the EHOP - RTA- Dedeion - Meeting
ist.

1 EHCP - RTA - Decision - No Meeting
EHCP - RTA - Decision - Route
EHCP - RTA - Education Provider Information
EHCP - RTA - Education Provider Information (Drafts)
EHCP - RTA - Family Views I
EHCP - RTA - Panel
EHCP - Panel - Meeting |
EHCP - Panel - Pre-Panel
EHCP - RTA - Request
EHCP - Request - Request - Individual
EHCP - Request - School |
EHCP - Tasks
EHCP - Tasks - Children & Families
EHCP - Tasks - Educational Psychology
EHCP - Tasks - Heallh
IEHCF’ - Tasks - SEN Admin Team I
EHCP - Tasks - SEN Casework Manager

Event Task -

Event Task v

50.

Task

Click Save to save the Task.
e |

Conceming

Grasshopper, Jimmy (357737) X Q
| Recpiet |

Work Tray, SEN Admin (367712) X Q
Task Category Crealed By "

EHCP - SEN Admin Team v SENCO Test
RR Category "

Creation Date * Due Date *

16/08/2022 & 24/08/2022 01:50 -]

Task details
Summary*
Non-Statutory Advice Givers to Add to System

Task.

Please ensure the listed non-statutory advice givers are allocaled a user account within the system and a Non-Statutory Advice r
form applled

51.

The system should confirm the Task has been
saved successfully. Save Data

Saved successfully

52.

As the Task has been created, the Panel in the s T oA Sves

This task Is to ensure the Admin Team are aware they need to add a any advice givers not en the system and ensure advice

Annual Review form will have updated to say View | [ zsssmee
Task.

Task

53.

The SEN Admin Team will pick up the Task and
allocate the advice forms as indicated in the Form.
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Where Additional Advice is Required \

54, When you trigger the Action for the Next Step of Annual Review - Advice Givers
Begin Review Process (Additional Advice e o me inteam -
Required), this will create a new Form. This needs [
to be allocated to yourself as SENCO. .
Form must be completed by 23/09/2022
55 Se|eCt your Team Annual Review - Advice Givers
Assign to me, in team Schools - Primary - Hambieton -
Form must be completed by 23/09/2022
56. Click Accept to add the form.
Accept
57.
Form successfully added
The form has been successfully added
58. Advice givers from within the system is used to SidcsiiabiinidE e
select e ——————
59. Click Edit to open the list for editing. il [ T———
60. Click Add Row.
<+ Add Row
61. The only part of this section which needs ‘ Selectcurent usersto seek advic from
completing by the Casework Officer at this point is )
the list of Invitees. The Invitation Method will be
completed by Business Support and the Attended
section as part of the meeting.
62. Click on the magnifying glass to open the search ‘ Select curent users fo seek adice fom IEJ
screen.
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63.

Use the search screen to find people to be invited
to the meeting.

Please select only one person at a time, and have
a single person on a single row of the Panel, to

allow simple reporting and tracking.

After a person has been selected, click Done.

Invitee (Select from System)

My Cases

Sys Ref First Name

People

Carers

Middie Name Family Name
Professionals
DOB
&
SysRef  First Name Middle Name Family Name DOB  Status Flags

Search using lists m

64.

Click Save to save this Panel of information.

Formal Invitaion List (SEN Officer Invitation) @ Save 'O Cancel 4 Add Row

Use this paned 1 record peoie who have been invted 10 the mesting, inciuding the Inviation Memod. Mark If e person aflended. [

Invite (Select from System) Invitation Method Attended?

Merifieid, Carol (338837) X Q . .

Sirudwick, Myles (240899,

65.

The next panel allows for the entry of new people
to seek advice from, who are not already on the
system.

Advice givers not on the system & Edit

This table can be used to add new people to seek advice from. This is the minimum required level of detall to add H
the person as a User 1o be able to submit advice

Please ensure all fields are completed otherwise it will not be possible to send an Advice Request to the person. B
Contact Number Role

Name Address Email Address

66.

Click Edit to open the Panel to add new advice
givers.

Advice givers not on the system 4 Edit Y Filter A

This table can be used to add new people to seek advice from. This is the minimum required leve! of detail to add B
the person as a User to be able to submit advice.

Please ensure all fields are completed otherwise it will not be passible to send an Advice Request to the person. Bl
Email Address

Name Address Contact Number Role

67.

Click Add Row.

<4 Add Row

68.

Complete the fields in red. All information is
needed to be able to create the person in the
system to send an advice request to.

Name Address Email Address Contact Number Rale

U ) | | I

69.

To add more, use the Add Row button.

<+ Add Row

70.

Once all advice givers not on the system have
been added, click Save.

71.

The Information for Advice Requests will be
automatically shared with advice givers in the

Information for Advice Requests [ Save ' Cancel

This section gives some information about the current situation of the CYP about whom advice is being i}
requested. This will be shared with all those from who advice is requested as part of the Annual Review process.

72.

request Form there are allocated. Please ensure a Brief veview”
comprehensive amount of information is given to ’
. . Additional Detail
ensure advice givers are able to comment ’
appropriately.
Admin Team to Add Advice Givers A~

Once the Attendees have been selected, the next
Panel allows a Task to be created for Business
Support to convene the meeting.

This task is to ensure the Admin Team are aware they need to add a any advice givers not on the system
and ensure advice requests are sent to them.

Click here to create the Task.

10
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73.

Click Create Task.

Admin Team to Add Advice Givers

>

This task is to ensure the Admin Team are aware they need to add a any advice givers not on the system
and ensure advice requests are sent to them.

Click here to create the Task

74.

The Task, with most fields pre-populated, will
open in a new Tab.

Task BiSave 'O Cancel

Task

“| —

Conceming
Grasshopper, Jimmy (357737) X Q

Recipient

"

Task Category Created By *
EHCP - SEN Admin Team ~ SENCO Test
RR Category *
Greation Date * Due Date *
1610812022 & 24108/2022 0159 &

Task details

Summary *

Non-Statutory Advice Givers to Add to System

Task

Please ensure the listed non-statutory advice givers are allocated a user account within the system and a Non-Statutory Advice | ¢
-
75. The Recipient box appears blank. . o
76. Click the magnifying glass to Search for a new =
Recipient.
77. A search dialog is shown.

Sys et First Name Middle Name Farmily Name User Active Fiag

78.

In the Family Name box, type ‘work tray’ then
click the Search button.

Search Criteria

Sys Ref First Name

Middie Name Family Name

work tray|

User Active Flag

Q Search

Sys Rel First Name Middle Name Family Name User Active Flag

79.

A list of results will be shown.

Sys Ref First Name Middle Name Family Name: User Active Flag
357709 EF Admin Work Tray
357710 Health Admin Work Tray
3657711 Children & Families Work Tray
357712 SEN Admin Work Tray

80.

If there are more results than will fit on the
screen, a navigation bar will also be shown. This
can be used to cycle through the results.

n2345...;»

11
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81. | Click on the SEN Admin entry. This will then p— _ ; .
ys Ref First Name Middle Name Family Name User Active Flag
appear below the results, as shown. wme  |Epadme - ‘
357710 Health Admin Work Tray 1
Clle Done. 357711 Children & Families Work Tray 1
357712 SEN Admin Work Tray 1
82. The Recipient field should now show ‘Work Tray,
SEN Admin’.
83. When opened, the RR Category for the Task will R
show as Event Task. Event Task v
This must be changed to ensure it can be picked
up by the correct team.
84. Click the arrow to the right of the field to display a | "R s’
list of RR Categories. Event Task
Please note, the categories shown will differ based
on access permissions to the system.
— — i [l EHCP - RTA - Decision 1
85. S.elect EHCP — Tasks — SEN Admin Team from the EHOP - RTA. Dacieion - Meeiing
list. 1 EHCP - RTA - Decision - No Meeting
EHCP - RTA - Decision - Route
EHCP - RTA - Education Provider Information
EHCP - RTA - Education Provider Information (Drafts)
EHCP - RTA - Family Views I
EHCP - RTA - Panel
EHCP - Panel - Meeting |
EHCP - Panel - Pre-Panel
EHCP - RTA - Request
EHCP - Request - Request - Individual
EHCP - Request - School |
EHCP - Tasks
EHCP - Tasks - Children & Families
EHCP - Tasks - Educational Psychology
EHCP - Tasks - Health
[EHCP - Tasks - SEN Admin Team |
EHCP - Tasks - SEN Casework Manager
N -
Event Task N
86. | Click Save to save the Task.
Task
Grasshopper, Jimmy (357737) X Q
Work Tray, SEN Admin (367712) X Q
Task Categary Created By "
El EN Admin Team v SENCO Test
RR Categary *
6082022 -] 24/08/2022 01:59 -]
Summary *
Non-Statutory Advice Givers to Add to System
Task
Pleas: e the listed non-statutory advice givers are allocaled a user account within the system and a Non-Statutory Advice r

12
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87. The system should confirm the Task has been
saved successfully. Save Data
Saved successfully
88. AS the TaSk has been created’ the Panel in the This task Is to ensure the Admin Team are aware they need to add a any advice givers not on the system and ensure advice
Decision Meeting form will have updated to say e
View Task.
89. The SEN Admin Team will pick up the Task and
allocate the advice forms as indicated in the Form.
90. No notifications will be provided of when advice

forms are completed. It is the responsibility of
the SENCO to monitor these on the person
record.

13
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Responding to a Consultation ‘

91. The Consultation will appear on your To Do List.
= Atkinson, Janine (31223) 22/09/2022
Draft EHCP - School Consultation
92. To view information on the person record, = B \tkinson, Janine 22/09/2022
including the Draft EHCP, open the Person record Draft EHCP - Schoal Consultation
by clicking on the head/torso graphic or system
ID.
93. The person record will open in a new tab.
P P I Work Tray X | Atkinson, Janine (31223) X
94, Click Running Record in the Menu Pane.
Person Profile
FPerson Details
Education
SENM & EHCP
Running Record
Plans
95. The List Pane shows all records you are able to ™ All matching records returned.

view.

Q

Last 7 days 6

Draft EHCP - School Consultation 08/09/2022
Draft EHCP 07/09/2022
=

[@ Fred Bloggs has said he's not providi... 07/09/2022
Case Record I
RTA - Request frem Education Provid... 05/09/2022
=

RTA - Draft EHC Assessment Request 05/09/2022
=

14
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96. Click on Draft EHCP to select it. Draft EHCP 07/09/2022
&
97. The Draft EHCP will be down in the Focus Pane. Draft EHCP
Start Date 0702022 Assigned To
Completed By Giblin TEST, Josh
+ a3 tk [ 1
Section A - All About Me =
Views, Interests and Aspirations of (insert name of child) and their parents or the young person
98. Once the Draft EHCP has been reviewed, returnto || WerkTsyX \ Adkinson, Janine (31223) X |
the Work Tray tab My List By Date Due f+] Q
Due in the next month 1
All ltems 5
& Atkinson, Janine (31223) 22/09/2022
Overdue 3 Draft EHCP - School Consultation
Due Today 0
No due date 0
99. Click on the form in the To Do List to open it in the 2 Atkinson, Janine (31223) 22/09/2022
Focus Pane. Draft EHCP - School Consultation
100. | Please check the Name of School to be Consulted School Detalls  #* Edit
in the SChOOI DetailS panel. Name of School to be Consulted *
Random School
This is in the form because a number of Head
Teachers and SENCOs work across multiple
schools.
101. | Click Edit to open the form for editing. .
P & School Response ¢ Edit
102. | Guidance notes are shown. T e U oL L TaT L
n
It s required that the school Head Teacher has reviewsd this consultation and approved the following responses. [+
103. | Complete the form boxes with the response from | eeimme!am comieting i onbenait e
the SChoo I . I confirm | have read and reviewed the latest Draft EHCP for the CYP named above. *
We respect some teachers and SENCOs work Sehool respanse”
across a number of schools which is why we ask any further informaton- -
you to complete the school name. [ -

15

OFFICIAL - SENSITIVE




104. | If you are objecting to being named in the plan, S o -
please choose the appropriate reason.
105. If you are ObjeCting, please complete the Please select why you have objected to being named in the EHCP
additional details on the form' Why are there no reasonable steps that the schoollcollege or the LA could take to prevent any
incompatibility with the efficient education of other young people?
106. | Click Save.
School Response Save
107. Complgte the Form by selecting Complete from B Actions ~
the Actions menu.
& Edit
|
£ Refresh
&= Print Preview
[]
@ Complete
108.

16
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