
 EHC plan 20 week process overview

Week 0 Listen and understand period up to week 6 maximum Week 7
Co-ordinated assessment and planning

 up to week 12 maximum
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Completed 

application 

received and 

recorded

Email/Letter (s) sent out to all 

parties informing them statutory 

assessment is under 

consideration and requesting any 

additional  evidence

Case 

considered by 

the SEN panel

Statutory 

assessment 

agreed

Email/Letter sent out 

informing all parties  

that the application 

has been declined 

with reasons and 

recommendations as 

appropriate

No

Email/ Letter (s) 

out to all parties 

informing them 

statutory 

assessment has 

been agreed and 

requesting 

additional  

statutory advice 

and advising of 

date for MA 

meeting

Diary an 

agreed 

date for 

Multi 

agency 

meeting 

about 

draft  

plan

Case 

considered 

by the SEN 

panel

EHC plan required

No

Cancel

The multi 

agency 

meeting

Email received by Community 

Paediatrics team from SAT 

Requesting additional evidence  

regarding assessment if required 

Paediatric 

secretaries 

request 

relevant 

Health 

professionals 

to complete 

the Statutory 

Health 

Advice(SHA) 

pro-forma and 

return 

electronically 

within 4 

weeks 

Each 

service 

identifies 

Children 

known to 

them and 

provides 

additional 

evidence if 

required 

All Children 

will require a 

Paediatric 

Report

If the child is not 

known, hasn’t recently 

been seen or based on 

the Paediatricians 

professional judgement 

an appointment to see 

the child will be 

arranges ASAP

All additional 

evidence returned 

to Paediatric 

secretaries 

All evidence 

returned to 

SAT

If declined  

appointment 

with 

Paediatrician 

may be 

cancelled

CCG 

represe

ntative 

to be at 

the 

panel?

Email received by 

Community 

Paediatrics team 

from SAT informing 

the request has 

been agreed and 

Requesting 

statutory advice  

and advising of MA 

meeting date to 

discuss draft plan

Heath professionals complete 

the SHA pro-forma ensuring 

the advice is outcomes 

focused

Does

 child attend 

Paediatric 

appointment

Paediatrician will 

prepare report from the 

records stating clearly 

this is the case 

Letter to parent/care 

informing of report being 

prepared and offering 

opportunity for another 

appointment

No

SHA pro-forma completed 

and returned to Paediatric 

secretaries who collate and 

send to SAT

CCG 

representative 

to be at the 

panel?

SAT check Micare  

and identify where 

possible if the  

child is known to 

care

Email Received from 

SAT by  Locality 

manager / FRS/

Transition planning team 

and CIN team informing 

of request for Statutory 

assessment requesting 

evidence to support the 

application if required 

Each service will 

identify children 

known to their 

service and provide 

evidence if required  

(to include those 

cases closed in the 

last 6 weeks)

Care 

representative 

to be at the 

panel?

Email  from SAT 

received by services 

informing the request 

has been agreed and 

Requesting statutory 

advice  and advising of 

MA meeting date to 

discuss draft plan

Care professionals 

complete the Statutory 

Care Advice pro-forma 

ensuring the advice is 

outcomes focused. For 

cases closed in last 6 

weeks this must be 

complted 

Advice sent to 

SAT within 4 

weeks

Care 

representative 

to be at the 

panel?

Statutory Advice 

collated from all 

parties  particularly 

Health and Care 

Email received 

informing 

Statutory 

assessment has 

been declined

Yes

Email received 

informing 

Statutory 

assessment has 

been declined

Yes



< EHC plan 20 week process overview

 Draft plan Week 13 Draft plan Week 13 Review /Face to Face Week 14 to 18Review /Face to Face Week 14 to 18 Finalise Plan Week 18-20Finalise Plan Week 18-20
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Letters to Family and those 

contributing to the plan informing of 

outcome with copy of draft plan This 

should include the meeting 

arrangements and the schools being 

considered if not mainstream

Plan drafted based on 

information available to the 

SEN panel

Multi Agency 

family friendly 

meeting to 

discuss and 

where possible 

agree the draft 

plan. Parental 

preference for 

Education 

provision needs 

to be discussed 

Is 

draft plan agreed in 

principal 

Final plan 

written by LA   
Plan signed 

off

Plan issued

Does

 time permit further 

discussions with 

parents 

And agencies

Is it mainstream

Consultation papers sent to 

special / Resourced schools

No

Health Professionals receives letter 

regarding the arrangements for Multi 

Agency meeting confirming date or 

cancellation

Heath professionals attend 

MA family friendly Meeting to 

discuss and where possible 

agree the draft plan

Health 

professionals 

revise health 

element of plan 

CCG representative 

signs off Health 

element of plan

Care professional 

signs off care 

element of plan

Care professional 

attends  MA family 

friendly Meeting to 

discuss and where 

possible agree the draft 

plan

Care 

professional 

revise care 

element of 

plan 

Care Professional receives 

letter regarding the 

arrangements for Multi 

Agency meeting confirming 

date or cancellation

No

Yes

No

Yes

LA and where 

applicable 

Health and 

Care revise 

draft plan. 

Yes


