
A minimum of two weeks notice
will be given before the meeting
date.  All professionals involved
are expected to work together

and provide written updates on
the child or young person.

Annual Review
Process

Reviews must be undertaken with the parent and young person.
Their views, wishes and feelings must be 

listened to -  including a right to request a Personal Budget. Their
needs for taking an active part in the meeting and process

should be accommodated and supported. A young person aged
16 or above has the right to bring an advocate if they wish.

All education, health and social care
practitioners/ other relevant parties involved
must be invited to the meeting alongside the
family. Everyone invited must provide written
information, which should be shared at least

two weeks before the meeting.

In Year 9, reviews should focus on the different options and choices a young person has for what they want to do next in their education. 
These reviews must also think about what provisions the young person will need to get ready for being an adult and living more independently. 

Within two weeks of the meeting, the LA must
prepare and send a report to everyone invited. It

must set out its recommendations on any
amendments required to the EHCP. It should refer

to any difference between the LA’s
recommendations, and those of others attending

the meeting. The report must include al the advice
and information obtained prior to the meeting. 

Within 4 weeks of the Meeting
the LA must send its decision
to the parent/young person

and head teacher. The LA must
propose to either: (a) continue
to maintain the EHC plan in its
current form; (b) amend it; or

(c) cease to maintain it

If the LA decides to amend the EHC plan after
the review it must: 

▪ Send the parent or young person a copy of the original
EHCP and a notice specifying any proposed amendments with

copies of any evidence which supports those amendments.
▪ Provide the parents/young person with notice of their right

to request the LA to secure that a particular school/
placement is named in the plan

Whether the LA decides to continue,
amend or cease an EHCP, they must
▪ Notify the child’s parent or the young

person of their right to appeal 
▪ Provide information about mediation
and disagreement resolution services

The parents/young person have at least 15 days
to respond to the content of the amended draft

plan. They can also; request that a particular
school or other institution be named in the plan.

Or request a meeting with an LA oficer, if they
wish to make representations oraly.

The final plan must be issued within 8 weeks of the date
the LA sent the original amendment notice. Keep a note

of the 4 and 8 week deadline dates that the LA must
adhere to. If they fail to meet the timescales, you can
make a complaint or seek legal advice for a pre-action

protocol letter leading to a Judicial Review

The Annual Review is the statutory process of looking at the needs and provision specified in an 
EHC Plan, and deciding whether these need to change. It is a statutory process, not a meeting. 

The Local Authority carries out the Annual Review and often delegates parts of the process to the
school/college. The first review of the EHC plan must be held within 12 months of the EHC plan being

finalised. Subsequent reviews must be held within 12 months of the previous review.

What to think about when
preparing: 

1 What progress has your
child made towards the
outcomes in their plan? 

2 If your child has not made
progress in some areas, what

do you think needs to change?
Are new strategies of support
needed, or perhaps some new

advice? 
3 Is the learning setting still

appropriate? 
4 Have there been any new

assessments or observations? 
5 Have any new needs been

identified? 
6 Have any of the outcomes

been achieved?

Phase transition deadlines:
 Under 16: 15   Februaryth

Transitioning to post 16: 
31  Marchst

If a young person is moving
from one post-16 institution
to another: 5 months prior


