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Handbook for SEN and Disability for South 
Gloucestershire Early Years Settings 

The SEND handbook is provided to support 
Early Years Settings in South 
Gloucestershire carry out their role in relation 
to young children with special educational 
needs and disability. 

All settings (private, voluntary and 
independent, and maintained nursery 
classes) that receive funding from the local 
authority must have regard to the SEND 
Code of Practice 2015. 

The handbook takes you through the legal framework, it provides information and 
advice in following the graduated approach, to support children on SEN support. It 
guides you through the Education Health and Care (EHC) needs assessment and the 
EHC plan and review process. 

This document should be read in conjunction with the materials and resources 
available on the VLE https://sgca.myvle.co.uk/login/ and the South Glos Way 
Inclusion Toolkit for Early Years. Check the VLE for the updated version. 

http://sites.southglos.gov.uk/safeguarding/children/the-south-glos-way-
inclusion-toolkit/ 

  

 This document is for : 

 New SENCO’s  

 SENCO’s wishing to remind themselves of the process for supporting children 
with SEND 

 Leaders and managers who wish to improve their understanding of meeting the 
needs of children with SEND 

 Practitioners who want to learn more about SEND   
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What is the South Glos Way? 
The South Glos Way defines the way in which we work individually and collectively 

to deliver the Vision for education, learning and skills in South Gloucestershire. It 
encompasses all of the best practice approaches that we will adopt across our 

education system to ensure that all children and young people have the opportunity 

to be successful. Together we will consider every aspect of our education offer and 

identify what we consider to be the most effective inclusive approach and then 

promote this as "The South Glos Way of doing things” 

Our Vision 

We believe that all children and young people (CYP) can be successful and achieve 

their potential through access to high quality educational provision and support 
where there is a culture of high aspiration for all learners and a commitment to 

delivery of highly effective inclusive practice (South Glos Way) 

     Contents 

 Page 
1. South Glos Way & Introduction 2-4 
2. Legal Framework 5-6 
3. The south Gloucestershire Local Offer and VLE 7 
4. The Overview of the SEND Code of practice  

 SEN area of need 
 Early intervention birth to two 
 Early years provision- assessments  
 

8 

5. Identifying needs in the early years  9-10 
6. Inclusive Practice-  

 Enabling Environments(differentiation) 
 Small group times 
 Positive Relationships 

11-13 

7. Funding for children with SEND 
 Advice and support for parents 

14-15 

8. Supporting the parent and child through the Graduated Approach  
 Meeting with parents – Initial concerns 
 Assess – plan –do -review  
 Outcomes and targets  

16-21 

9. EHC needs assessment process  
 EHC plan and annual review 

22-25 

10.  The family at the heart of the EHCP process 
 Facilitating an annual review 

26-28 

11.   Supporting transitions 29 
12. The Early Years Team and Educational Psychology Service 30-31 
13.  Acronyms and abbreviations 32 
14.  Appendix -Examples of Plan -do -review paperwork 33-34 

 



 

4 
  

 
 

 

 

Introduction  

A small number of children in your setting may require additional support. Most of 
these children can have their needs met within your inclusive practice and working 
closely with the parents to support their child. Therefore, it is vital that as a setting you 
promote high quality inclusive practice.  

High quality inclusive practice is responsive to individual children and differentiates 
and personalises provision to meet the needs of all children including disabled children 
and children with SEN.      SEND Toolkit, Council for Disabled Children  

For a very small number of children it may be appropriate to follow the graduated 
approach (SEN support), some of these children may need a higher level of additional 
support and will need a referral to the local authority to be considered for an EHC 
needs assessment  

                                                       

                                                                Taken from the South Glos Way  

 

This handbook has been developed for settings staff specifically with a role in SEND 
and it takes you through the identification and the processes you need to follow to 
support a child with different developmental patterns.  

It shares best practice in SEND within South Gloucestershire and provides information 
and guidance for signposting and making referrals. 

It also signposts to the local authority Local Offer and the VLE learning platform for 
more practical ideas and information. 

This handbook is also designed for practitioners who are needing guidance with the 
education, health and care needs assessment (EHCna) referral process and how to 
work on an EHC plan and conduct an annual review within the early years setting 

This handbook is available electronically on the VLE 
https://sgca.myvle.co.uk/login/ 
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Legal Framework  

The SEN handbook should be read alongside the Special Education Needs and 
Disability Code of Practice 0-25 years 2015 and the associated guidance published by 
the Department for Education (DfE)  

                                                                                                          

 

 

 

 

 

The key chapter is chapter 5 which provides information on the role and requirement 
of all providers in the early years settings. Setting must continue to follow the early 
Years Foundation Stage (EYFS) statutory guidance including the safeguarding and 
welfare requirements, and the learning and development requirements (Para 5.3 
SEND Code of Practice 2015) 

The Code requires: 

o early identification and an early response to SEND 
o identification of SEND with parents 
o a graduated approach to responding to SEND 
o a cycle of assess, plan, do, review 
o the involvement of specialists where a child continues to make less than expected 

progress 

Key principles of the SEND code of Practice:  

• The views and wishes of children and their parents are central 
• The importance of children and their parents participating as fully as possible in 

decision making and being given the information and support to do so 
• The importance of identifying the needs of children  
• The importance of providing high quality provision that is inclusive and removes 

barriers to learning 
• The need to work collaboratively with other services including health and social 

care to provide support for the child  
• The need to support the child in ways that will allow them to achieve and to have 

the best possible education or other outcomes including preparation for 
adulthood 
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A child has SEN if they have a learning difficulty or disability that calls for special 
educational provision to be made for him or her. Children and young people who have 
SEN may also have a disability under the Equality Act 2010. Where a child is covered 
by SEN and disability legislation, reasonable adjustments and access arrangements 
should be considered as part of SEND planning and review. 

SEND Code of Practice 2015 

All early years settings pre-schools, nurseries, childminders and nursery classes are 
required to have regard to the 2015 SEND Code of Practice and adhere to the 
principles set out in Chapter 1 in the Code.  

All early years’ providers: 

o Must have arrangements in place to support children with SEN and disability. these 
arrangements should include a clear approach to identifying and responding to SEN 

o Should be alert to emerging difficulties and respond early. Listen to parents and carers 
who know their children best 

o Must provide information for parents on how they support children with SEN and 
disability and should regularly review and evaluate the breadth of their support they 
offer 

o Must cooperate with the local offer authority in reviewing provision and developing 
the Local Offer 

o  

 

 

 

 

 

 

 

 
 
 
 
Safeguarding  
Consideration should be given to vulnerable children and those at risk of harm. 
Settings have a statutory obligation for safeguarding and child protection. Ensuring 
parents understand your legal responsibilities is essential from the beginning of your 
relationship with them. South Glos Children’s Partnership is accessed via this link 
https://sites.southglos.gov.uk/safeguarding/category/children/ 

Maintained Nurseries ONLY in addition MUST: 

 Use their best endeavours to make sure a child that a child with SEN gets the support they need- 
this means doing everything they can to meet the child’s needs 

 Ensure that children with SEN engage in the nursery (and school) alongside other children who do 
not have SEN  

 Designate a teacher to be responsible for coordinating SEN provision (the SENCO) 

 Inform parents when they are making special educational provision for a child  

Prepare a report on: 

 The implementation of their SEND policy 

 Their arrangements for the admission of disabled children  

 The steps to prevent disabled children from being treated less favourably than others  

 The facilities provided to enable access to the maintained nursery for disabled children and  

 Their accessibility plan showing how they plan to improve access over time  
            These are additional requirements for maintained nursery settings  
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The South Gloucestershire Local Offer 
 
The local authority must publish an outline of their services and provision on their 
website. This is called the Local Offer for children and young people with SEN and 
disability.  The Local Offer sets out in one place information about the support that is 
available across education, health and social care. This is for children and young 
people in their area who have SEN or a disability, including those who do not have 
EHC plans.  

 
Local authorities and their partner bodies and agencies, including early years settings, 
must cooperate with each other in the development and on-going review of the Local 
Offer.  This is essential so that the Local Offer provides a comprehensive, transparent 
and accessible picture of the range of services available. South Gloucestershire 
Council have published their Local Offer and it is available at: 
 
 
Local Offer for Early Years  
https://find-information-for-adults-children-
families.southglos.gov.uk/kb5/southglos/directory/localoffer.page?localofferchannel=
1&channel=localoffer 

                        

 

 

 

 

 

 

South Gloucestershire Virtual Learning Environment (VLE)  

The Early Years team provide a VLE which is a valuable resource. It is a Web-based 
platform providing a content library, learning spaces, eLearning, blogs and access to 
up to date information, advice and guidance.  There is a SEND section that contains 
all SEN information and useful links which are updated and provided on a regular 
basis. The VLE provides access to all forms, templates and documents that an early 
year’s setting may require. 

The VLE can be accessed via this link  https://sgca.myvle.co.uk/login/ 

Should you have any difficulties logging into the VLE, please contact 
earlyyears@southglos.gov.uk 
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The Overview of the 2015 SEN Code of practice  

The Four Areas of Need 

The four broad areas of need give an overview of the range of needs that a child may 
have, they are an indicator of the different needs that should be planned for. The 
purpose of identification is not to give the child a ‘label’ as in practice the child may 
have needs that cut across all four areas. We know from working and listening to 
children and their families that every child is different. It is to enable practitioners to 
identify and plan how best to meet the child’s needs. 

The four broad areas of need are:  

 Cognition and Learning    

 Social, Emotional and Mental Health 

 Communication and Interaction 

 Sensory and/or physical     

 For further information see Paras 6.28 – 6.35 of the SEN Code of Practice.  

 

 

Cognition and 
Learning 

(cognitive skills, 
how a child learns) 

Communication and 
Interaction 

(attention, listening, 
comprehension) 

Social Emotional 
and Mental Health 

(behaviours) 

Sensory/and or 
physical 

(Feeding, eating, 
motor skills and 
medical needs) 

Moderate Learning 
Difficulty (MLD) 

Speech, language 
and communication 

needs (SLCN) 

Social and / or 
emotional 

dysregulation 

Visual impairment 
(VI) 

Severe Learning 
Difficulty (SLD) 

Receptive/expressive 
needs 

Attachment disorders Hearing 
impairment(HI) 

Profound and Multiple 
Learning Difficulty 

(PMLD) 

Social 
communication 

needs 

Pervasive impact of 
trauma or Adverse 

Childhood 
Experiences (ACEs) 

Multi-sensory 
impairment (MSI) 

Specific Learning 
Difficulty (SpLD) 

Articulation and 
Phonology 

Mental Health needs Sensory integration  

 
Autism Spectrum  

Sensory Integration  
Attention deficit 

hyperactive disorder 
Physical disability 

(PD) 
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Early Identification 

Throughout the early years, if a child’s progress in any prime area gives cause for 
concern, practitioners must discuss this with the child’s parents and or carers and 
agree how to support the child. Practitioners must consider whether a child may have 
a special educational need or disability which requires specialist support. They should 
link with, and help families to access, relevant services from other agencies as 
appropriate (EYFS 2021, Statutory Framework Para 1.12) 

Children develop quickly in the early years and a child’s experiences between birth 
and age five have a major impact on their future life chances. A secure, safe and happy 
childhood is important in its own right. Good parenting and high-quality early learning 
together provide the foundation children need to make the most of their abilities and 
talents as they grow up.  (EYFS, 2021 P. 5) 

 

 

 

 

 

 

The setting and the parents/ or carers should be working together as co -educators; 
drawing on the child’s strengths at home and within the setting, to support the child to 
learn and develop skills through a shared outcome for the child.  

Partnership with parents includes listening regularly to parents and giving parents 
clear information about their children’s progress. The help that parents give their 
children at home has a very significant impact on their learning.  

(Partnerships with parents, Developmental Matters, Non -statutory guidance 2020, P. 7) 
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Early Years Provision 
 
There are seven areas of learning and development that must shape educational 
programmes in early years settings. All areas of learning and development are 
important and inter-connected.  
Three areas are particularly important for building a foundation for igniting children’s 
curiosity and enthusiasm for learning, forming relationships, and thriving. 
These are the prime areas: 

o Communication and language 
o Physical development 
o Personal, social and emotional 

development 
Providers must also support children in four  
specific areas, through which the three prime 
areas are strengthened and applied. The 
specific areas are: 

o Literacy 
o Mathematics 
o Understanding the world  
o Expressive arts and design 

 

 

 

 

Written Summary-Progress check at age two 
 
When a child is aged between two and three, practitioners must review their progress and 
provide parents/ and or carers with a short written summary of their child’s development in 
the prime areas. 
This progress check must identify the child’s strengths and any areas where the child’s 
progress is less than expected. If there are significant emerging  
concerns, or an identified special educational need or disability, practitioners should develop 
a targeted plan to support the child’s future learning and development, involving parents/ or 
carers and other professionals such as, for example, the setting’s SENCO as appropriate.  
 
Beyond the prime areas, it is for practitioners to decide what the written summary should 
include, reflecting the development level and needs of the individual child. 
The summary must highlight: areas in which a child is progressing well; areas which 
additional support might be needed; and focus particularly on any areas where there is 
concern that a child may have developmental delay (which may indicate a special 
educational need or disability) EYFS Statutory Framework 2021, p.18  
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Inclusive Practice- Creating an enabling environment for all children 

 
Offering all children opportunities to explore, discover and take risks in early years 
provision helps them to become competent, capable and resilient learners. 
                                                                        (Birth to 5 Matters Guidance, P. 26)  
The environment of every setting is different and unique, there are many practical 
ideas that can be used to enhance or differentiate both the physical environment and 
the resources provided for children to play with and explore. 
 
Differentiation- Meeting all children’s needs 

Differentiation is how we intend to adapt experiences and activities to meet the 
developmental needs of individuals or groups of children.  

Children make progress in different ways in which they learn best. Settings are 
expected to take account of this by looking carefully at how they organise their 
environment, books, resources and level appropriate activities to meet children’s 
needs. 
 
 
 
 
 
 

 
 
 
 
Your Environment 

 Look at your environment – think about de-cluttering and reducing the amount 
of sensory stimuli that can affect sensory overload 

 Listen to the noisy-ness of your environment- think about quieter spaces where 
children can retreat and take a break from the hub- bub. Reduce the competing 
sounds of sound sources on the computer, musical instruments etc 

 Think about how children communicate and need resources labelling visually 
with photos or real objects at the child’s level and use visual supports which 
support a child’s individual communication (objects of reference, timetables, 
now and next cue cards, lanyards, white boards etc) 
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Small group times for all children 

Small group times are integral to early years practice: they are an opportunity for 
children to learn together and learn from one another. Group times need to be carefully 
planned to ensure they meet the needs of all the children. Consideration of the size 
and the make-up of the group, including the amount of time the children can engage 
in activities needs to be carefully planned for and reflected on. 

Children have different interests and different things that motivate them. They develop 
at different rates and their attention, focus and concentration to follow an adult led 
activity can vary. The practitioner needs to sensitively support the different ways the 
children can join group times to make it an enjoyable and meaningful experience. 

 

 

Practical ideas to support small group time 

 Find a quiet space with low arousal  

 Remove distractions from around the small group time  

 Consider where you may work, think about the children’s individual needs do 
they need to work on the floor, or a table top sitting on a chair 

 Having a supporting adult can support a child to maintain focus and engage 

 Offer choices of seating (carpet squares, captain’s chair, cushions) which 
supports a child to know where to sit and help them regulate so that they focus 
for longer 

 Some children will benefit from experiencing the activities independently before 
the group time, so they become familiar with the resource or the rules to the 
activity before they are introduced to it in a group situation  

 Have fiddle toys and waiting cards 

 Use visuals, Makaton and keep language short and simple for children to 
process  

 Use the outdoor environment to support children’s learning 

 Use developmentally appropriate and meaningful resources  
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Inclusive practice  
  
The key person and the parents should be working together as co -educators; drawing 
on the child’s strengths at home and within the setting, to plan and support the child 
to learn and develop skills through experiences, opportunities and a shared outcome 
for the child. 

Working with parents  
'The practitioner and the SENCO should agree, in consultation with the parent, the outcomes 
they are seeking, the interventions and support to be put in place, the expected impact on 
progress, development or behaviour, and a clear date for review.  Plans should take into 
account the views of the child.  The support and intervention provided should be selected to 
meet the outcomes identified for the child, based on reliable evidence of effectiveness, and 
provided by practitioners with relevant skills and knowledge.' SEND code of practice  

              
 
 
  
  
 
 
Practical ideas        

 Talk to parents/carers to have up to date knowledge on what the child likes to 
play with or is fascinated with 

 Share knowledge skills ideas and resources eg learning 
bags with parents and colleagues, this could include 
parents attending your training sessions eg Makaton  

 Support each other to reflect on and disseminate practice 
and skills  

 Duplicate resources so that the practitioners can model to 
the child  

 Consider how the child learns and their schemas 

 Pre teach or back chain so that a child knows what to do 
with a resource 

 Support children with their processing time by repeating, 
giving thinking time, keeping language simple  

Parents may like a copy of some of the activities in ‘Supporting Young Children at 
Home’ booklet available on the VLE  

         https://sgca.myvle.co.uk/login/ 
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Funding and support for families with children with SEND 

Inclusion funding 

In 2016 the government placed a duty on local authorities to provide an Inclusion Fund 
to support children with Special educational needs and Disabilities. Through 
consultation with the sector a very small percentage of the nursery education grant is 
held to for this inclusion fund. 

 

                                                      

 

 

 

 

   

                                                                                       

 
Funding can be used for resources, training or to provide an enhanced ratio of staffing 
to work on strategies and interventions, for a child or group of children to meet their 
needs within the setting.  

An application can be made for an individual child or a cohort and is a contribution 
towards the additional support planned by the setting.  

In most cases children will need a SEN plan with outcomes and targets to focus on, 
this would be done in partnership with the parents and consent MUST be included with 
the application for the Inclusion Fund.  

The Inclusion Funding is allocated through an application process to the Inclusion 
Fund Panel. 

Setting practitioners can request to be part of the panel process or attend to observe 
the panel process. 

Information on Inclusion funding and application forms and process are available 
electronically on the VLE   https://sgca.myvle.co.uk/login/ 

Please note – the inclusion fund does not fund 1;1 support. It is aimed at short 
term targeted intervention 

For many children, accessing the Inclusion 
funding will provide them with the valuable 
support and the early intervention they 
require in order to enable them to access an 
age appropriate curriculum.  

A setting can make an application for 
inclusion funding for any child who would 
benefit from additional support over and 
above good inclusive practice. 

Note for SENCO’s 
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Disability Access Fund (DAF) 

The DAF is for children who are receiving Disability Living Allowance and in receipt of 
Nursery Education Grant (NEG). It is a payment of £615 every financial year that the 
child receives NEG  

To apply for the DAF funding log into the VLE in the Business and Finance file 
https://sgca.myvle.co.uk/login/ 

Supporting parents  

The Really Useful Book has been written for parents by South Glos Parents & Carers 

It explains the SEN support for children and takes parents through the EHC na process  

The book also signposts to charities and organisations which can support children with 
specific needs and their families  

 

 

 
          
 
 
 
 
 
 
 
Supportive advice for parents  
Further supportive materials and activities for parents including the sleep toolkits, toilet 
training guidance and are available on the VLE under the SEND files.  
https://sgca.myvle.co.uk/login/ 
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Supporting the Parent and Child through the Graduated Approach 

 
 
             

                                                                                    
 
 

 

 

 

 

                   

                                                                             Example of an Initial Child Support Meeting  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When concerns arise, talking to the parent through the graduated 
response (diagram above) supports the parent to have a voice and an 
insight into their own child. The graduated response starts early with 
practitioner’s exploring strategies, support and differentiation in their 
inclusive practice to meet the child’s needs. 

Note for SENCO’s 
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Graduated Approach -Assess Plan Do Review (APDR) 

The Code of Practice states that SEN support in the early years should consist of a 
‘graduated approach’ whereby support to children is implemented in a consistent and 
also considered way.  It states that this should be delivered through an Assess, Plan, 
Do and Review cycle of interventions 

 Providers must have arrangements in place to support children with SEN or disabilities. 
These arrangements should include a clear approach to identifying and responding to 
SEN. The benefits of early identification are widely recognised – identifying need at the 
earliest point, and then making effective provision, improves long-term outcomes for 
children. Para 5.4   
 

                               
 
The APDR approach draws upon the expertise and information from a range of people, 
depending on the needs of the child and how far in the process they are.  For children 
who have just been identified as needing additional provision and targeted support, it 
may be the child’s parents and setting practitioners and SENCo who will have 
responsibility for the child.  As professionals become involved their input will also be 
included. 

The ‘graduated approach’ as outlined in the Code of Practice involves parents. Their 
insights into their child and the strategies that may have already been using at home 
need to be recognised and valued through the process 
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                                                                        Example of a One Page Profile and Asking the Right Questions 

APDR                                                                  
ASSESS – carry out a clear investigation of the child’s needs.  The initial assessment 
should be reviewed regularly to check the support matches the needs. 

 Gather through observations and information shared from parents and key 
person  

 Additional reports, such the progress check at two.   

 Supporting assessment tools are useful to provide a ‘best fit’ judgement and 
identify areas of need to plan next steps to work on – practitioners must 
have good knowledge of EYFS 

Assessment tools to support a best fit judgement  
Other documents see below, can support a best fit judgement by expanding the early 
years outcome statements. It is important for practitioners to collate the positive work 
that children are doing and share children’s assessment using these tools across 
shared settings  
 
Lancashire Progression Document (SEN)                Early Years Developmental Journal 
                                                                                 
 
 
 

The child’s voice is very important throughout the APDR cycle – working from the 
child’s interests is likely to make more impact.  This means before a plan is drawn up 
the child’s parents and key person can capture the child’s views and interests through 
observations and film clips to help build a plan that reflects their interests as well as 
meeting their needs.  

Note for SENCO’s 

Using the ‘One-page 
Profile’ and ‘Asking the 
right questions’ document 
can provide a holistic view 
of the child, including their 
strengths and interests, 
as well as to focus on 
areas of need. 
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The Every Child a Talker (ECAT) assessment tool supports an assessment of a child’s 
communication 

 
 
 
 

 

 

 
 
Other professionals may provide additional information / reports to support your 
assessment. Your assessment and summary will need to be revisited with parents 
regularly to monitor the child’s progress. 

PLAN – where it is decided to provide SEN support, and having formally notified the 

parents, the outcomes they are seeking, the interventions to be put in place, the 
expected impact on progress, development or behaviour, and a clear date for review. 

The next step in the process is to agree a plan with the parent 

Example of SEN Support Plan (Appendix 1) 

The plan should include the following as specified by the CoP: 

 Outcomes agreed with parents  

 Interventions and support to be put in place 

 Expected impact, development or behaviour (SMART target) 
o Specific, Measurable, Achievable, Realistic and Time limited – see also page 

19 and the VLE Targets and Outcomes online training 

 Date for review – should be agreed at the meeting, ideally every 6-8 weeks 
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DO – The early years practitioner, usually the child’s key person, remains responsible 

for working with the child on a daily basis.  With support from the SENCo, they should 
oversee the implementation of the interventions or programmes agreed as part of the 
SEN support.  The SENCo supports the practitioner in assessing the impact of the 
interventions and in recording and monitoring them  

It is important to keep careful notes of how well the interventions are working, how the 
child is responding and what are the child’s ongoing interests.  This information can 
be recorded and used when reviewing the plan.  The ‘Do’ part of the graduated 
response is likely to make a significant difference to a child’s progress.  While the 
interventions and strategies may need to be outlined in a plan, typically there are many 
interventions and strategies which support a child and it is important to document more 
detailed day to day support in a provision map. 

 

 

 

 

 

 

 

 

 

 

 

 REMEMBER: 

 The plan is a working document and you can add information to it at any 
time.   

 It is important that interventions and strategies are implemented in the way 
that has been outlined in the plan.   

 If the interventions and strategies are not working, change or modify them: 
making note of the changes and inform the parents 

 The provision map will have more information on how much support the 
child is needing 

 

A SEN plan meeting needs to be valued – allocate a time that is convenient for parents 
and SENDCo in an environment where everyone can communicate freely.  SEN plan 
targets needs to be accessible for all staff and anyone must be able to understand and 
work from the plan. SEN plans needs to be signed and dated by parents and setting – 
give a copy to the parents 

 

Note for SENCO’s 

Note for SENCO’s 
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REVIEW – The final stage of the process is for the review meeting to take place.  At 

the meeting, the SENCO or key person updates the parent and professionals (if 
present) on the child’s progress towards the 
outcomes and targets. The professionals would 
also report on their assessments, advice and 
any progress they have measured. This 
information should be recorded at the meeting. 

The parents view and observations should be 
recorded and what has been working well or  

not so well at home and within the setting. This 
information and assessment should inform the 
next cycle of planning, signposting or what next 
steps should be taken.                                            Example of a SEN Plan Review (appendix1) 

‘This cycle of action should be revisited in increasing detail and with increasing 
frequency, to identify the best way of securing good progress.  At each stage, parents 
should be engaged with the setting, contributing their insights to assessment and 
planning.  Intended outcomes should be shared with parents and reviewed with them, 
along with action taken by the setting at agreed times.’ Para 5.44 

Outcomes and Targets  
Outcomes- (should be SMART) 
Outcomes are the end result, achieved over a longer period of time. They are usually 
are written with a view to being achieved at the end of EYFS. 
Outcomes are broken down into smaller steps or targets that are worked towards 
through differentiation and modification of the provision on offer within the setting by 
specific interventions: and by practitioners implementing specific strategies to address 
the child’s individual needs. 
Targets (are SMART) 
Targets short term usually set for 6 weeks. The targets should be activities that can 
be built into provision, be planned into small group times or for short periods of 1,1 
time. Have strategies and approaches built into the everyday practices of the setting 
e.g. visuals, Makaton 
 
 

Target setting formula-  
Who is going to do what under what conditions with what degree of 
success.  
 
 
 

Note for SENCOs 
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Education Health and Care Needs Assessment   
9.1 - The majority of children and young people with SEN or disabilities will have 
their needs met within local mainstream early years settings, schools or 
colleges at SEN Support. Some children and young people may require an EHC 
needs assessment in order for the local authority to decide whether it is 
necessary for it to make provision in accordance with an EHC plan. 

-  SEND Code of Practice, 2015 

 

In considering whether an EHC needs assessment is necessary, the local authority 
will consider whether there is enough evidence to show that despite the setting having 
taken relevant and purposeful action to identify, assess and meet the needs of the 
child, the child has not made the expected progress.    

The 2015 SEN Code of Practice emphasises the need for a graduated approach to 
meet the needs of children with SEN through early intervention and prevention 
strategies implemented at key developmental periods.   

In the majority of cases, the local authority will expect settings to have implemented 
the actions set out in their setting local offer and to have evaluated and monitored the 
impact of these over time before requesting an EHC needs assessment.  An EHC 
needs assessment and plan is ONLY required for the learners with the most complex 
and severe SEN and disability. The vast majority of learners will have their needs met 
by the setting inclusive practice and additional support funded and intervention through 
Inclusion Fund (see Inclusion Fund on page13) without the need for an EHC plan.   

As a general guideline it is expected that settings follow two cycles of the graduated 
approach and no child should be referred for an EHC needs assessment unless the 
child is making less than expected progress given his/her age and individual 
circumstances, as described by the 2015 SEN Code of Practice (para 6.17).    

It is expected that any advice from specialists has been implemented and given time 
to support the child and show progress. The length of time spent in setting-based 
support will not in itself be sufficient to justify a request for an EHC needs assessment.   

In order to meet the threshold for starting an EHC needs assessment the child must 
have special educational needs or a disability that significantly impacts on his/her 
ability to access education.   

The SEND file on the VLE has more information on EHC needs assessment 
https://sgca.myvle.co.uk/login/ 
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Considering EHC needs assessments  

The local authority will consider initiating an EHC needs 
assessment when the following thresholds have been met:   

- The child’s needs are significant and long term and  

- Despite evidenced based interventions already provided 
by the educational setting the child is not making progress.      

It is suggested that the SENCO is familiar with the following 
documents that outline the process for applying for an EHC needs 
assessment.  They can be found on South Gloucestershire’s 
website on the pages for the Local Offer and The South Glos Way        

- Educational, Health and Care plan guidance 

- Process Chart for EHC needs assessment 

When an EHC needs assessment request is received by the Education Health and 
Care Plan Co-ordination Team (formally known as 0-25 Team), via the Access and 
Response Team, it will be discussed at the weekly SEND panel and if a decision to 
start the needs assessment is approved, a EHC Plan Co-ordinator will be allocated. 

The EHC Plan Co-ordinator is a named person who will be 
appointed from within the team and will lead on the assessment 
process, they will request updated educational advice (named 
an Appendix B) and where it is deemed that an EHC plan is 
necessary, will draft and finalise it. The local authority must 
decide whether to go ahead with an EHC needs assessment 
and complete the whole process within 20 weeks of receiving a 
request unless specific exceptions apply. 

 

Appendix B -Educational advice (The South Glos Way 6.8) 

 

This information is relevant for children residing in South Gloucestershire. If the child 
is residing outside South Gloucestershire, the setting SENCO will need to contact the 
child’s local authority for the guidance and information to make referrals and follow 
their procedures with respect to an EHC na request. This would also apply for other 
agencies e.g. SALT, EP, Paediatrician      

 

 

Note for SENCO’s 

  EHC NA request form 
(The South Glos Way 6.4) 
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Education Heath Care Plan (EHCP) and the annual review process 

Working from an EHC plan 

Settings must maintain a plan (e.g. individual support plan), that sits alongside the 
EHCP which allows for shorter term targets to be set, which can be reviewed regularly 
to ensure the child is on track to achieve the longer term outcomes specified in the 
plan. 

Your allocated EIO can be contacted to support you with any aspect of working 
from an EHC Plan and with the annual review process. 

EIO’s should be notified of, and attend Annual Reviews as the LA representative  

 

 

Request an electronic copy of the EHCP from The Education, Health and Care Team Co-ordinator.  It will 

be easier to copy and paste information from one document to another when continuing the Assess, 

Plan, Do, Review cycle and when completing the Annual Review process 
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Best Practice Annual Reviews  

Local authorities should consider reviewing an EHC plan for a child under five at 
least every three to six months to ensure that the provision continues to be 
appropriate. Such reviews would complement the duty to carry out a review at least 
annually, but may be streamlined and not necessarily require the attendance of the 
full range of professionals, depending on the needs of the child. The child’s parents 
must be fully consulted on any proposed changes to the EHC plan and made aware 
of their right to appeal to the First Tier Tribunal (CoP 9.178).  

 Annual Review Key Points  

 Plan well in advance and send the settings report 2 weeks before the 
meeting date (see school contribution for an annual review below) 

 Use secure emails to send out EHC Plan with the report for the 
professionals to read prior to the annual review 

 Ask the parents for their views and contribution (see forms below) 
 Ask parents who they would like to attend/which agency  
 Identify the key people and plan date around their commitments e.g. 

Paediatrician avoiding set clinic times. A phone call to their admin can 
be really useful. Also utilising parent power to ensure the attendance of 
key agencies                                            

 Provide plenty of notice for key professionals 
 When in contact with professionals stress the value of their presence 

and advice   
 Consider what would be the right space in the setting.  

                                                                         
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
                                                                                  
 
Parents Contribution (The South Glos Way 6.12)        School Contribution (The South Glos Way 6.10) 

 
 

If professionals can’t attend the meeting.  Ask for a contribution to the review meeting, e.g. up to date 

report.  If there isn’t an updated report refer to previous reports.  Settings can contact their EIO to liaise 

with the EP service if settings feel the child’s needs have changed  and is different from what is in the 

plan and they need additional support to meet the child’s needs. 
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The family at the heart of the EHCP process 
  
Capturing the child and young person’s views  
Use an adult who knows the child well in the setting (Key 
Person, SENCO) to mediate and support  
This can be done through:  

 Photographs and videos of the child at various 
activities and experiences   

 Recording observations in the child’s learning 
journal    

 Using the Child contribution form (see below) 
where the child’s interests and play, 
communications, and how they learn can be 
recorded 

  
Engaging Parents and Carers, capturing their views   

 Build you relationships with parents so that you can communicate effectively 
and work together to make arrangements for the review.   

 Make sure that they know that they can bring along an advocate, friend or family 
member for support.  

 Let parents know of the help of Supportive Parents (who can support them 
through the process and attend a pre/meeting with them)   

 Holding a pre- meeting a couple of days beforehand to read through the 
paperwork together can be reassuring, this can help the parents understand 
the process, listen to what is being talked about, and think of a few questions 
they may like to ask.    

 

Some prompts may help parents describe and to talk 
about their child, for example:  

 What are they like at home, when they get up, and when 
they arrive home from the setting? 

 What are their interest’s hobbies, friendships, what do 
they like to do when they go outdoors? 

 Which jobs do they do or help with in and around the home? 
 What do the parents love about their child? 
 What are the parent’s hopes and aspirations for their child? 

 
                                                           Child Contribution Form (The South Glos Way 6.11)                                                      
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Facilitating an annual review meeting  

 Set a clear timeframe (1-1 ½ hour max) have an agenda e.g. on a white board 
and tick off as you work through the agenda  

 Arrange a meeting at a convenient time for parents at the setting to ensure the 
meeting is not rushed and you have a designated area to sit in 

 Provide refreshments and tissues  
 The SENCO usually facilitates/chairs the meeting 
 Avoid sitting in front of the parents with the laptop open (a barrier in itself as 

eye contact is really important).   
 If possible, use another member of staff to record the notes of the conversations 

and minutes of the meeting. Many meetings are delicate to balance, and 
SENCOs will need their skills and talents to effectively manage the meeting.   

 Start with the positives: the child’s progress and skills, say 3 from the setting 
and home to give a positive and constructive tone.   

 Read out summaries of the agencies reports or recommendations /ask 
professionals to summarise their involvement. Do not read entire reports.   

 
 
 
 
 
 
 
                                                                                                 
 
 
 
 
 
 
  
                 EHC Plan Annual Review and Guidance Form (The South Glos Way 6.9) 
 
 
http://sites.southglos.gov.uk/safeguarding/children/the-south-glos-way-inclusion-toolkit/ 
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Administration  

 Maintain an overview or calendar of the dates and timescales; to help organise 
the work and report writing, especially if there are several EHC Plans to oversee 

 Give yourself plenty of time (more than suggested) to allow agencies time to 
visit (if needed) and prepare a report to send to you 2 weeks beforehand, or to 
bring to the meeting on the day 

 At the annual review meeting set the expectations of the meeting to ensure that 
the parents and professionals understand the agenda and process of the 
annual review 

 Ensure that all attendees at the meeting have time to contribute  
 Allow time to summarise the outcomes and actions. Give one or two reminders 

e.g. we are half way through meeting or we have 15 minutes left to discuss   
 

 

At the meeting   

Complete the annual review meeting document. Send it securely to Education, Health and 
Care Co-ordination Team with any updates and recent professional reports. You may need to 
spend time with the family prior to the meeting to complete the parent’s views section. 

The EHC annual review documents are generic forms for all 
educational settings from early year’s settings to post 16.  Only 
complete the boxes that are relevant to Early Years 

 

Guidance notes are available on the VLE and The South Glos Way 

https://sgca.myvle.co.uk 

http://sites.southglos.gov.uk/safeguarding/children/the-south-glos-way-inclusion-toolkit/ 
 
 

 

 

 

 

 

 

 

 

Note for SENCOs 
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Supported Transitions for Children 

‘The Key aspect to any transition is in the planning’          

                                                                             The Really Useful Guide 

Transitions are milestone events in children’s lives and can have a significant impact 
on their learning, development and wellbeing, it is vitally important we get this right for 
our children.  Transitions are a process that involves the child as well as the family 
and practitioners.  This is a period of change that can be both challenging and exciting 
but needs to be well managed and planned.   

Transitions are more important for children with SEND; we need to make their 
transitions as smooth, informed and as successful as possible. 

Transitions can be within a setting, such as from room to room, to a different setting 
or school, or when a child starts to first attend a setting form their home.  

                         

 

 

 

 

 

 

 

 

The child’s strengths and needs, preferred learning style, interests and strategies of 
support need to be documented and shared with everyone involved with the child. 
Using the one page profile and the supported transition to school document can 
support the practitioner to capture the child’s and parent’s voice and plan the process 
of a phased entry to a setting or school: where relationships are built with key adults 
and individualised care can be planned for the child. 
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The Early Years Team and Educational Psychology Service 

The Educational Psychology Service (EPS) 

The educational psychologists work with pre-school children and 
school aged children. They offer advice, guidance and information to 

practitioners and SENCOs working with children with SEND.  

Consultation meetings with an EIO 

The educational psychologists are available at consultation meetings alongside an 
EIO to discuss children with more complex and challenging additional needs.  Through 
joint discussion, settings will access more strategies and advice to implement in 
supporting the child through a Plan, Do and Review process. 

The consultation meeting dates are available on the VLE and are booked through the 
Early Years Team earlyyears@southglos.gov.uk. Log in to the VLE-SEND file for more 

information and parental consent forms to be completed prior to 
the meeting.  

  

The educational psychologists also provide support towards the 
EHC needs assessment process by providing a professional 
assessment of the child’s strengths and needs. They will observe 
the child, discuss their progress, strengths and needs with the 
parents and the SENCO to support the outcomes for the child.   

 

 

The Portage Home Visiting Service   

Portage is a home visiting service for children residing in South 
Gloucestershire with significant delay in two areas or more and not in 
childcare more than 15 hours.   Alongside the parent they plan goals 
that the parent would like to work towards with their child. The portage 
home visitor provides creative and motivating activities for the family 
and will record the child’s progress using assessment tools 

To make a referral use the Access and Response form (with parental 
consent) Access and Response form 
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Early Intervention Officer’s (EIO)  

EIO’s support early years settings (SENCO’s and practitioners) 
with providing advice and support for children causing concern. 
The EIO may observe the child and support the practitioner to 
make an assessment of the child’s needs. They can advise on 
practical interventions, strategies and activities to support the 
outcomes and targets for the child. The EIO’s can model 
targeted interventions and practice, offer training to support a 
child specific needs or develop the staff skills.  

The EIO can also support the SENCO to make applications and 
referrals to agencies and support the EHC needs assessment, 
plan and annual review process. 

Education Adviser (EA) 

Education advisors support the maintained nursery settings 
and schools within the foundation stage with children with SEND, providing advice 
and promote inclusive practice. They also support transitions to school and from 
reception to Yr1.   

Schools requesting support can contact the Early Years Team 
earlyyears@southglos.gov.uk  

Setting Support Officer (SSO) 

Setting support officers support and promote inclusive practice and provide training on 
the curriculum and leadership and management. Each setting has an allocated SSO 
and they can offer support on the development of effective teaching and learning 
opportunities for children causing concern.  
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Glossary of Acronyms and abbreviations  

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

ADD Attention Deficit Disorder 

ADHD Attention Deficit Hyperactive Disorder 

ASD Autistic Spectrum Disorder 

CAF Common Assessment Framework 

CAMHS Child and Mental Health Services 

CCH Clinical Commissioning Groups 

CoP Code of Practice 

CYP Child and Young Person 

DAF Disability Access Fund 

DLA Disability Living Allowance 

EAL English as an Additional Language 

EHCna Educational Health Care Needs Assessment 

EHCP Educational Health Care Plan 

EIO Early Intervention Officer 

EP Educational Psychologist 

EWO Education Welfare Officer 

EYA Early Years Advisor  

FAS Foetal Alcohol Syndrome 

FSM Free School Meals 

GDD Global Developmental Delay 

GLD Global Learning Delay 

HI Hearing Impairment 

IF Inclusion Fund 

LA Local Authority 

LAC Looked After Child 

MLD Moderate Learning Difficulty 

MSI Multi-Sensory Impairment 

NEG Nursery Education Grant 

ODD Oppositional Defiant Disorder 

OT Occupational Therapy 

PD Physical Disability 

PDA Pathological Demand Avoidance 

PEP Personal Education Plan (for Looked After Child) 

PMLD Profound Multiple Learning Difficulties 

PP Pupil Premium 

PT Physiotherapist 

SAF eh Single Assessment early help 

SALT Speech and Language Therapist 

SEMH Social Emotional Mental Health 

SEND Special Educational Needs and Disability 

SENDCo SENCO Special Educational Needs and Disability Co-ordinator 

SLCN Speech, Language and Communication Difficulties 

SLD Severe Learning Difficulties 

SM Selective Mutism 

SPD Sensory Processing Disorders 

SSO Setting Support Officer  

VI Visual Impairment 
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Appendix 1– SEN plan and review sheet 
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Review sheet 
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