Checklist After the Annual Review

	Name of Pupil
	Date of Birth



	Name of School
	Date of Annual Review



	The recommendation of the review is (tick one box only):

 FORMCHECKBOX 
 Maintain the statement without amendments

 FORMCHECKBOX 
 Amend the statement ready for phase transfer

 FORMCHECKBOX 
 Amend the statement (the pupil is not at phase transfer)

 FORMCHECKBOX 
 Cease to maintain the statement

 FORMCHECKBOX 
 Consider a new statutory assessment



	All sections of the Annual Review Report completed.  Do not send an incomplete report. Incomplete reports will not be accepted and will be retuned to the setting or school for completion.
	 
[image: image1]

	Parents’/carers’ address has been checked 
	

	Changes to parents’/carers’ addresses have been recorded, LA notified and setting/school records amended.
	1. Yes changes have been noted

2.  No changes required



	Professional reports provided for the review listed and attached
	 

1. No reports provided


2. All reports attached and listed below

i)……………………………………

ii)…………………………………..

iii)………………………………….

	Parent/carer views are attached.
	1. 1. Parent/carer views attached


2. Parents/carers did not give their views because ………………………..


	Child/young person’s views attached.
	


	The Transition Plan has been completed and attached.
	1. Yes    


2. Not applicable – the pupil is younger than Y9   


	The child/young person’s IEP, with outcomes, has been attached
	

	FOR LOOKED AFTER CHILDREN – the PEP has been attached
	

	The child/young person’s attendance record has been attached
	


ANNUAL REVIEW CHECKLIST – Sending the report to the Local Authority.

This checklist must be attached to the front of the Annual Review Report.  If this is not done the report will be returned to the school.

All boxes must be completed.
The completed annual review report can be emailed to the local Children’s Services mailbox
.  It must be sent from the ‘head@’ email address and will be accepted without the head’s signature on the form.  Alternatively the form can be signed, dated, scanned and emailed or sent in hard copy with a signature.

	The Annual Review has recommended amendments to the statement. Note – if there has been a request for an increase in provision in the statement or there is a view that the type of school needs to be changed then there must be amendments proposed to the statement

	1. Yes  - Amendments recommended




2. No - Maintain the statement without 
    amendments     



	Reports supporting amendments to the statement are attached.
	List of reports attached:

1.

2.

3.

	The proposed amendments are attached to the report.

 Note – if details of the amendments are not attached the review report will not be accepted and will be returned to the school for the amendments to be attached
	
1. Yes



2.   Not applicable

	The Annual Review recommended a new statutory assessment? 
Note – if a new statutory assessment is requested reasons must be clearly given – e.g. a new diagnosis, a significant change or deterioration in the child’s needs which may require a different type of school


	1.Yes


2. No

	The Annual Review has recommended that the statement be ceased
	
1. Yes


2.  No


	The Annual Review has recommended a change of type of school. Note – such a recommendation must be supported by evidence. Schools should have sought advice from their School Support Team about the appropriateness of such a proposal.
	1.Yes


2. No


	The child/young person considered to be at risk of Exclusion? Note – if a child is at risk of exclusion the school have already consulted its School Support Team for advice and support and a Pastoral Support Plan should be in place


	1.Yes


2. No


	Date of the next Annual Review. Note – It may be appropriate to set a date less than 12 months ahead when important changes such as a change of school (phase Transfer) are due, in order to make sure that planning takes place in a timely manner. The next date CANNOT be set more than 12 months from the date of the present meeting.
	Dd/mm/yyyy



	Completed report form signature page (last page) signed and dated by the Head or the person delegated by the Head to do so. Note – such a delegated person must be a qualified teacher)

Unsigned/undated reports will not be accepted and will be returned for signature
	

	Copies of the Annual Review Report been sent to all those who were invited including the parents within 2 weeks of the meeting or the end of term, whichever is the sooner. This is the responsibility of the school.
	

	A copy of the Annual Review Report been sent to the Local Authority – to the address given on the form. This is the responsibility of the school.
	



� Addresses are given at the back of the Annual Review Guidance document
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