
Annual review flowchart
Please also refer to the OAT annual review guidance: click here

Before the review 
meeting

After the review 
meeting

At least 4 weeks before the meeting

Agree date and time with parents and 
professionals. 

Request and collate views and reports 
from the child, parents and other 
professionals, including teacher 

feedback. 

At least 2 weeks before the meeting

Send invites to all involved in the 
review.

Share views and reports with all 
attendees. 

Within 2 weeks of the meeting

The academy must produce and send 
a written report of the annual review, 
including proposed amendments to 
the EHCP and any differing opinions, 

to the LA and all who attended. 

Outcome of the 
review

The LA must:
Within 4 weeks of the meeting

Inform the parents whether it has 
decided to maintain the ECHP, 

amend it, or cease to maintain it, 
and inform parents of their right to 

appeal this decision. 

Give parents 15 working days to 
respond to the proposed 

amendments. 

Within 8 weeks of sending the 
proposed amendments

Issue an amended plan, or let the 
parents know they have decided 
not to amend the plan after all. 

The academy should:

Establish systems for tracking 
deadlines and follow up actions. 
Consider using the OAT annual 

review tracker template example 
available here.

Ensure you have spoken to the parent 
and offered support with next steps, 

if required. 

If these timelines are not adhered to, 
you should follow this up with the LA 

and/or make a formal complaint. 
There are template letters available 

here. 

You can also speak to your SEND LP 
for further support and guidance.

https://ormistonacademiestrust.sharepoint.com/:f:/r/sites/Inclusion/SEND/Resources%20and%20Information/1%20EHCPs/Annual%20reviews?csf=1&web=1&e=0wS7dh
https://ormistonacademiestrust.sharepoint.com/:x:/r/sites/Inclusion/SEND/Resources%20and%20Information/EHCPs/Annual%20reviews/Annual%20review%20tracker%20-%20example%20template.xlsx?d=w89f17755f40e485bbdc597dfe0dff6ad&csf=1&web=1&e=1McE55
https://ormistonacademiestrust.sharepoint.com/:f:/r/sites/Inclusion/SEND/Resources and Information/1 EHCPs/Letter Templates?csf=1&web=1&e=WvgvNp
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