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It is the duty of the LA to review EHC plans but in schools and colleges, the head teacher or SENCo will conduct the meeting. The Local Authority may or may not send a representative. The main purpose of the review is to assess the child or young person’s progress towards achieving the outcomes specified in the EHC plan. An EHC Plan must be reviewed every year (every six months for Children aged 5 or below) however an Annual Review can be called at any time by involved parties if they believe the placement has become at risk or there are significant changes required.Final Amended EHCP is issued to Family and Education Provider
Annual Review Cycle begins again
The Local Authority will send a Letter to the Young Person/Family and Education Provider to confirm decision of No Changes 
EHC Plan is amended and a Proposed Amended EHCP issued to Family and Education Provider within 8 weeks of the meeting date
*NB* If a change in placement is being requested the Local Authority will then allocate a Caseworker (if one is not already allocated) to progress with the Consultation Process
Consultation will take place with the Young Person/ Family and Education provider before proceeding with the Cease to Maintain process.  
[bookmark: _GoBack]Education Provider completes Annual Review Paperwork (updated reports, review minutes and an Annotated EHCP (in word format) that highlights clearly the requested amendments) and submits this to the Local Authority within 2 weeks of the meeting date.
*NB* Any requested amendments to the EHCP must be clearly evidenced within reports 
In advance of Annual Review Meeting, Education provider makes request for updated information and reports (from Child/Young Person, Family, School and Involved Services) in addition to collating dates for review from family and professionals with at least 6 weeks’ notice 
At least 2-4 weeks before meeting, invitations and reports are circulated to all involved parties.
*NB* If a representative from the Local Authority is requested you must have completed any necessary paperwork (i.e. Placement Discussion Template) and give as much notice as possible for a LA representative to attend
Review Meeting Held
EHC Plan Issued
Annual Review cycle begins
No Changes
Proposal to Cease
Changes Agreed
Local Authority will communicate an outcome following the receipt of Annual Review Paperwork within 4 weeks of the meeting date.
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