Norfolk Children’s Services

Additional Needs Strategy and Commissioning/Operations and Delivery

Early Years and Special Educational Needs (EY & SEN) Panel

Notes – to be read in conjunction with the Special Educational Needs Code of Practice, November 2001 (SENCOP) chapters 5, 6, 7 and 8, the Norfolk SEN Criteria and appropriate Norfolk SEN Workflows and Processes documentation.

The L(E)A should react consistently to requests from parents, schools and settings for assessments and should subsequently make open and objective judgements as to whether a statement should be issued. The L(E)A should reach objective decisions as quickly as thorough consideration of all the issues allows and always, subject to certain prescribed exceptions, within the statutory time limits. SENCOP 7:29

…Decisions must be made by local (education) authorities in the light of all the circumstances of each individual case and, always, in the closest consultation with parents and schools. SENCOP 7:36

EY & SEN Panel – Principles

· The EY and SEN Panel (the Panel) makes independent evidence-based decisions based upon the SENCOP and its supporting legislation and the Norfolk SEN Criteria

· Every case is carefully and thoroughly considered upon the evidence provided

· Every decision is the outcome of consideration by the Panel and not a single individual 

· Cases brought to Panel within the statutory process may not be deferred to another meeting

· All statutory decisions will be made within a Panel setting

· The process is evidence-based and each case must be treated equally and fairly upon the written evidence available

The Role of the Chair

· The chair is responsible for the management of the Panel meeting

· The chair has a ‘casting vote’ regarding all decisions of the Panel when Panel members are unable to agree 

· The chair is responsible for ensuring that all cases are given fair consideration and decisions are based solely on the written evidence provided to the Panel

· The chair is responsible for ensuring the confidentiality of discussions in Panel and for making sure that all members of the Panel are aware of their responsibility in this regard

· The chair is responsible for ensuring that all cases submitted to the Panel are considered within timescales and that a decision is reached within timescales

· The chair has the final responsibility for all decisions taken by the Panel
· The chair is responsible for signing off all decisions of the Panel 

· The chair is responsible for writing individual AS1 ‘No’ and Note in Lieu decisions

· The chair is responsible for ensuring that all Panel records are fully and correctly completed and signed off.  This includes the identification of primary SEN for every child and secondary SEN where appropriate

· The chair is responsible for the quality assurance role of Panel in relation to professional advice, particularly in relation to the quality of advice provided by individual professionals and will address such issues with the relevant line manager as appropriate

· Under no circumstances may the chair write on, amend or alter any evidence or advice provided to the Panel

· The chair is also responsible for sending memos of appreciation to professionals for exemplary advice

Panel Membership and the Role of Members

· Panel membership is set out in the Norfolk SEN Criteria January 2007

· There is no set quorum per se but it is advisable never to have less than 3 experienced members of the Panel to ensure integrity of decision-making

· Panel members will respect professional and case confidentiality

· Panel members will not make decisions or representations regarding cases for which they have submitted evidence

· No Panel member’s views carry more weight than any other, however the chair has the casting vote when Panel members are unable to agree

· Under no circumstances may any Panel member write on, amend or alter any evidence or advice provided to the Panel

The Role of the Specialist SEN Commissioner (Professional Adviser SEN) (SSENC)
· The SSENC will have a quality assurance and moderation role for the SEN aspects of the Panels to ensure quality and consistency across the county

· The SSENC will attend at least one Panel each week to provide advice, support and monitoring of decision-making to the Panel members 

· The SSENC will co-ordinate quality assurance and moderation of SEN decision-making and statutory process administration in Panels in consultation with relevant colleagues in Children’s Services Finance, the SENDIST Liaison Officer, SEN Caseworkers and other relevant staff. 
Completion of Panel Records
· All Panel records form part of open files which can be requested by parents or former pupils

· The child’s primary SEN and any secondary SEN must be identified recorded each time the case comes to Panel
· All Panel records must be fully completed and signed off by the chair

· A record of attendees must be kept 

Processes at Panel

Early Years Children with Disabilities (before the age of 3 years, and up to the end of the term in which the child becomes 3 years old)

Children with Special and Additional Needs are entitled to up to 5 hours/week of additional support in all settings funded by CWD (Children with Disabilities).  In exceptional social circumstances additional sessions/time above the 5 hours/week such as a lunch-break may be funded but will be considered by the CWD team in each division not by the EY & SEN Panel.

The setting must provide evidence of the child’s special and additional needs and identify how the provision requested will be used to support the child.
Early Years Provision (after the age of 3 years, from the term after the child’s 3rd birthday)

Children with special and additional needs are entitled to attend for up to 15 hours/week.  If the child is on the roll of a school each full day is the equivalent of two 3-hour sessions.

If the child has a statement the provision will be allocated pro-rata to attendance up to the maximum of 15 hours/week. If the child does not have a statement the maximum funded entitlement is also 15 hours/week.
The setting/school must provide evidence of the child’s special and additional needs and identify how the provision requested will be used to support the child.
Statutory SEN Processes

There are three separate statutory SEN processes:

1. Referrals, Requests and Notifications for Statutory Assessment (AS1)

2. Completion of Statutory Assessment – decision to issue statement or Note in Lieu. Quantification of statements (AS2)
3. Newcomers

1. Referrals, Requests and Notifications for Statutory Assessment. (AS1)

· Three main sources:

· Parents

· Schools and Settings

· Health and other agencies e.g. social care

· All referrals and requests must be acknowledged and date stamped on the day they are received

· All referrals, requests and notifications must be considered by the SEN Panel within 5 weeks and 6 days of the date of receipt to remain within statutory timescales

· Administrative staff will need to make sure that the source of the referral is clear to Panel members – this is for information only – there are no differentiated criteria dependent upon the source of the referral

Evidence for AS1

· Evidence must be in written form – formal reports, consultations, emailed notes

· Referrers and the Panel must be aware that any evidence will be placed on an open file

· There must be a clear indication that the referral has parental permission to make the referral

· The responsibility for providing/seeking additional information/making further referrals lies with the referrer, not with the Panel or Administrators
· Decisions on AS1s must be signed off by the chair of Panel
· The chair is responsible for the wording of individual ‘no’ decisions (guidance is available)

· APW – alternate parallel workflow – If it is the view of the Panel from the evidence provided at AS1 that a statement could be issued without medical advice, without prejudice to the identification of the pupil’s special educational needs.  This should be noted on the AS1.  Such a statement would only be issued with parental consent. (Such a decision at this stage should not be construed that a statement will be issued.) Use of the APW at this stage flags up to administrative staff that if medical advice is late it may not be necessary to wait for it before going to Panel at AS2.

2. Completion of Statutory Assessment – decision to issue statement or Note in Lieu. Quantification of statements. (AS2)

Evidence for AS2

· Evidence must be signed and dated – preferably in the form of a formal report

· Once the decision is made to issue a statement the Panel must decide on the level of provision to be written into the statement based upon the evidence of need provided in the advice gathered for the assessment.  Guidance is available but the provision allocated must be based upon the evidence of individual need in the advice.  LAs may not have ‘blanket policies’ about provision

· If the decision is to issue a Note in Lieu (NIL) the Chair must record the reason for the decision to issue a Note in Lieu And provide the wording for the NIL letter to parents (NILs are not quantified and there is no route for Pupil Specific Funding) 
3. Newcomers – pupils with statements or undergoing Statutory Assessment arriving in Norfolk
· The LA has a responsibility to maintain the statement issued by another LA (OLA) of a pupil who transfers to Norfolk. (SENCOP 8:113 –115)

· Newcomers must come to Panel as soon as possible and within 6 weeks of the date of transfer of the statement at the very latest.  In most cases Newcomers are put on the next Panel.  Decisions about statutory process for Newcomers can only be made once they are living in Norfolk. Planning for placements can take place in advance

There are three options for the Panel in looking at a Newcomers’ cases:
· Panel should consider whether the LA should undertake a new Statutory Assessment to ascertain the pupils’ special educational needs in the context of a Norfolk school.  The LA would do this when the statement and the advice it is based on are more than about two years old.  An AS1 must then be completed at the Panel to start the Statutory Assessment.  In the meantime the OLA statement must be maintained.
or
· If the statement is up to date and has been recently reviewed then we will usually ask the Norfolk school to call an Annual Review in a term’s time and use the review and the current statement to produce a Norfolk statement.  In the meantime the OLA statement must be maintained.

or
· If the Statement and the AR are very recent then it would be appropriate for the decision to be to issue a Norfolk Statement immediately.  In the meantime the OLA statement must be maintained.

· The Panel must also decide upon the level of provision to be made in respect of the OLA statement.  We must ensure that the quantification in the OLA statement is maintained but the Panel must look at the statement carefully and decide whether the provision matches the needs in a Norfolk context.

Decisions outside Statutory SEN Processes

Pupil Specific Funding (PSF) Decisions 
Annual Review requests for increases in provision in a statement (known as Annual Review requantification)
Annual Reviews may recommend an increase in the provision written into a statement. Where the recommendation requires PSF or additional PSF expenditure such a decision must be made by the Panel. 

The Panel must decide whether the evidence in the Annual Review justifies the increase requested.  The SEN Caseworker must ensure that the evidence required is available from the Annual Review documentation.

The Panel will need to consider the Annual Review and any reports attached to it.  The Panel will expect to see clear evidence of:

· the school’s use of existing resources as set out in the Annual Review
· the school’s plans for the use of the additional resources requested

· the expected outcomes of the use of those resources

· recommendations for amendments to the statement to reflect the above

Requests for a review of the level of provision set out in a proposed statement (known as AS2 requantification)

Such requests should only be considered by Panels where there is additional evidence submitted for the statement which was not previously available to the Panel when it took the original decision regarding to issue a statement and set the level of provision in that statement.  Such cases will be exceptional.

First year of schooling (FYS) – i.e. first year in maintained provision.  (Sometimes known as a ‘start-up package’.) 

· Pupils will not hold a statement, will have attended maintained provision for less than a year and usually less than a term.  

· There must be clear professional evidence that the child has a level of need which requires a significantly high level of support across much of the school day or may require a special school place in due course.  An Individual Education Plan (IEP) should also be submitted but it is not necessary for it to have been evaluated in such cases.  It is essential that there is further evidence of what the school is providing from its own resources at Action Plus.  A timetable to show how the school’s existing resources are deployed to support the child and how the additional resource requested will be deployed is helpful here.

· The context of the class/school should be taken into account here – the size of the class, the number of adults already working in the class, additional funding available.  It should be clear how all resources available within the school or setting are being used within the classroom.

· The provision agreed will apply only until the child reaches the end of their first year in maintained provision as a maximum.  Panel may decide to agree FYS for a shorter period than the whole first year.

· It is likely that Statutory Assessment will commence during the period for which the FYS provision is made.  If a decision is made to issue a statement FYS should cease at the point when the final statement is issued or at the end of the first year in maintained provision, whichever is earlier.

Sudden and Significant Medical (SSM) Needs Provision – can be made when a road traffic accident, sudden onset or deterioration of a diagnosed medical condition, surgery which leaves a pupil adult dependent for more than half a term.  In these cases a Care Plan should be submitted as part of the evidence, together with appropriate medical evidence.  (A broken limb would not usually meet these criteria as it would be expected to heal in 4-6 weeks.)
· In all cases the Funding Guidance can be used to assist the decision about the level of provision, if any, to be agreed.  All decisions must be based solely on the evidence provided. 

· It is recommended that SSM allocations are time-limited in order to ensure that the provision remains appropriate over time.

Administration

· Each case for each of the processes outlined above must come to Panel with an individual front-sheet upon which the views of the Panel members and the decision are recorded.  This is essential so that it can be placed on the child’s file for audit purposes.  (All pupil files are open to scrutiny.)  The AS1 and AS2 already have a sheet for recording the Panel discussion, no other front sheet is required.
· All records must be in ink, preferably black, to facilitate photocopying

· All decisions are also summarised on the minutes of the meeting

· Attendance at the meeting is recorded

· The outcomes of the decisions are implemented via the appropriate statutory process AS1, AS2, Newcomers or via letters issued by Finance (PSF)

· The due date for AS1 and AS2 is generated by the SEN Live Database and follows automatically from the date of the referral

Out-County cases

The Panel will need to consider any request for an out-county placement in order to decide whether the case should be put to the County Panel.  The Panel will want to consider whether all local options have been explored and whether there is alternative local provision which can meet need.  Cases may only be submitted to County Panel after they have been reviewed at the EY and SEN Panel.

Specialist Resource Base (SRB) Admissions and Review 
The Panel has responsibility for agreeing admissions to SRBs within its Operational Division.  Admissions can be dealt with on an ‘ad hoc’ basis as and when there are requests for admission.  Panels must refer to the SRB documents.
As a minimum, Panels must have a termly Review agenda item for each SRB within their Operational Division.  (The Review Meeting can be combined with an Admissions agenda item when appropriate.)  For the current organisation this means at the time of writing (February 2011) that SRBs are allocated to the following SEN & EY Panels:
City and South

	School Name
	Phase
	Type of SRB
	Operational

	Bluebell Primary School
	Primary
	Autism
	Yes

	OPEN Academy
	Secondary
	Autism
	Yes

	The Hewett School
	Secondary
	Autism
	Apr-11 *

	Manor Field Infant & Nursery School
	Primary
	Behaviour
	Jan-11

	The Hewett School
	Secondary
	Behaviour
	Mar-11

	Hethersett High School
	Secondary
	Dyslexia
	Yes

	Browick Road Infant School
	Primary
	Language
	Yes

	Heartsease Primary School
	Primary
	Language
	Yes

	George White Junior School
	Primary
	Learning
	Yes

	Mile Cross Community Primary School
	Primary
	Learning
	Yes

	City Academy Norwich
	Secondary
	Learning
	Yes


North Norfolk, Broadland & Great Yarmouth 
	School Name
	Phase
	Type of SRB
	Operational

	Cromer Junior School
	Primary
	Autism
	Yes

	Millfield Primary School
	Primary
	Autism
	Yes

	Sprowston Infant School
	Primary
	Autism
	Yes

	Aylsham High School
	Secondary
	Dyslexia
	Yes

	Taverham High School
	Secondary
	Dyslexia
	Yes

	Southtown Infant School
	Primary
	Language
	Yes

	Suffield Park Infant & Nursery School
	Primary
	Language
	Yes

	Bradwell Hillside Primary School
	Primary
	Learning
	Yes

	Kinsale Junior School
	Primary
	Learning
	Yes

	Lingwood Junior
	Primary
	Learning
	Yes

	Caister High School
	Secondary
	Learning
	Yes

	Cromer High School
	Secondary
	Learning
	Yes


West and Breckland

	School Name
	Phase
	Type of SRB
	Operational

	Dereham Neatherd High School
	Secondary
	Autism
	Jan-11

	St. George's CE Junior School
	Primary
	Behaviour
	Sep-11 *

	St. Michael's CE VC Primary School
	Primary
	Behaviour
	Yes

	Attleborough High School
	Secondary
	Behaviour
	Yes

	Methwold High School
	Secondary
	Behaviour
	Yes

	Terrington St. Clement Community School
	Primary
	Language
	Yes

	Watton Junior School
	Primary
	Learning
	Yes

	Howard Junior School
	Primary
	Learning
	Jan-11

	Wayland Community High School
	Secondary
	Learning
	Yes


* Anticipated dates.

The Chair of the Panel will be responsible for arranging the dates of the Panels for each SRB in consultation with the Headteacher and Teacher in Charge of the SRB.  A Review agenda item will:

· Review each of the pupils present in the SRB with regard to their progress and exit plan
· Consider any other matters raised by the LA or the SRB 
In addition, an Admissions and Review agenda item will consider requests for admission to the SRB and make admission decisions.
The Panel will require access to the SRB database to inform their discussions.

The minutes of each SRB meeting will be recorded as part of the Panel minutes. 

SRB Admission or Decline letters will be issued by the Panel’s administrative support, who will also be responsible for updating the SRB database.
Appendix

DCSF Types of Special Educational Need

· ASD (Autistic Spectrum Disorder) (primary need only)

· BESD (Behaviour, Emotional and Social Development) 
· HI (Hearing Impairment) 
· MLD (Moderate Learning Difficulties) 
· MSI (Multi-Sensory Impairment) 
· PD (Physical Disability) 
· PMLD (Profound and Multiple Learning)  (primary need only)

· SLCN (Speech, Language and Communication) 
· SLD (Severe Learning) 
· SpLD (Specific Learning)

· VI (Visual Impairment)

Further details can be found in the DfES/DCSF document – Types of Special Educational Need.
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