
 

Do we need to request a needs assessment? 

The educational setting meets with parent carers, the young person and other 
professionals (as appropriate) to decide whether a request for a needs assessment 

is required 

 

Yes 

 

Submit Needs Assessment Request to SEND Team 

Request to include all current reports from professionals involved 
with the child or young person 

 
 
 

Is there enough information in the request? 

Are all professional reports included? 
No 

 

Contact is made by the SEND Service 

A phone call/email made to the 
educational setting and parents/carers 
explaining the additional information 

needed.  

Yes 

 

Educational Setting requesting an Education, Health and Care Needs Assessment 

Continue to monitor 
progress at SEN 

Support through a 
process of ‘Assess, 

plan, do, review’ with a  
SEN Support plan in 
place.  Request for a 

needs assessment can 
be re-considered at a 
later date if difficulties 

persist 

No 

 

 

  

 
The needs assessment request is logged and First Letter is sent to notify 

the family  
 
 
 

 

Decision is made on whether to assess   
No 

 

Yes 

 

1-6 Weeks 

 
SEN Support Plan 

Young Person’s and parents’ 
rights are confirmed via Letter. 
Educational setting continues 
to monitor progress through a 
process of ‘plan, do, and 
review’. Request for a needs 
assessment can be re-
considered at a later date if 
difficulties persist. 

 

Issue Second Letter informing parent of the decision to 
carry out a statutory assessment. Inform school and 
request assessment information from professionals 
involved                                                                                                                         
 
SEND Officer contacts the setting who will arrange the Co 
Production Meeting 
The Date is set for co-production meeting to take place no later 
than 16 week stage with parent carers, child/young person and 

educational setting. 

Day 1  

 Case Officers will review the referral   1 Week  



 
 

 

Information Gathering 

 All information is made available to advice givers and additional advice is 
requested if needed. Advice givers must respond within 6 weeks from the date 

of the request.  

 

 SEND Officer updates the Draft if needed 

Any further advice received is included 

14- 16 Weeks Co- Production Meeting with the 
SEND Case Officer 

 SEND Officer meets with parent carer, child/young 
person and educational setting. The young person’s and 
parent/carers’ views are sought and updated within the 
assessment. If young person is not able to attend, the 

best person and method to seek their views is identified. 

Decision is made on whether to issue an Education, Health and Care Plan   

Issue DRAFT Education, Health 
and Care Plan 

Child or young person’s parent, or 
young person themselves can 

provide views on the draft 

Yes 

 

SEN Support Plan 
The SEND Case Officer meets with the 
parents and carers, the young person, 

the educational setting, and other 
professionals and incorporates the 

findings of the assessment into the SEN 

Support Plan 
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16 Weeks 
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Consult 
Education 

Provider 

Issue FINAL Education, 

Health and Care Plan 

The whole process needs to be completed within 20 weeks 

Completing an Assessment for an Education, Health and Care Plan 
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20 Weeks 

 

             Draft Plan 

Plan is drafted by the SEND Case Officer 


