
 WHAT YOU CAN EXPECT FROM THE ANNUAL REVIEW PROCESS 
As a parent or carer with who has a child with an Education, Health and Care Plan (EHCP), or a young person with an EHCP, your plan must be reviewed 

every year and this is called the Annual Review (AR). 
 

An EHCP should be kept up-to-date to ensure that the information and provision contained in it continues to reflect the child or young person's needs 
the provision to meet those needs and the outcomes.  

 
Below are the Local Authority’s Annual Review timeline and the reasons why the Annual Review meeting takes place. 

 

  
  

 

Step 1 - Confirm the date of the annual review (AR) meeting.  Obtain advice and 

information about the child or young person from all the relevant professionals and the parent and 
the child or young person themselves. 

2 Weeks

Step 2 - Circulate the reports received along with the invitations to attend the AR meeting. 

2 Weeks

Annual Review Meeting

2 Weeks

Step 3  - Following the meeting the school (or host) has 2 weeks to issue the AR report. This must 

be sent to everyone invited to the meeting within 2 weeks, including the Local Authority.

2 Weeks

Step 4 - The Local Authority has 2 weeks (4 weeks from the date of the meeting) to decide to 

leave the EHCP unchanged, amend it or cease it and inform the parent, the child or young person 
and the school/setting of its decision AND  WILL ISSUE A RESPONSE LETTER to advise whether the 
EHCP will remain unchanged or needs to updated/amended

AND FINALLY

Step 5 - If  the Local Authority  decides to update/amend the EHCP  you will be sent a copy of the 

amended plan as soon as possible.  This is callled the PROPOSED DRAFT EHCP.  Also attachded to 
the EHCP will be a Form A-D for you to complete and return with your views on the suggested 
amendments to the  EHCP.  You will have 15 days in which to return the Form A-D from the date of 
the issued Proposed Draft EHCP.  Finally, a copy of the Final Amended EHCP will be issued.  
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