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1. REQUEST FOR STATUTORY ASSESSMENT
Early Years Referral by Educational Psychologist

NON-ROUTINE

ROUTINE' PROCEDURE EXCEPTIONAL PROCEDURE

Early Years Action & Action

Plus is provided enabling the Early Years Action & Action
child's needs to be assessed Plus is not fully completed;
through teaching.

or
EP decides, in consultation EP & other PSLG colleagues
with colleagues from PSLG, disagree over whether an
that case does meet the LEA's assessment is appropriate.

referral criteria.

After consultation with parents, Psychologist completes FORM 1 which is
countersigned by the area Principal or Senior. EP sends form, with supporting

Office Manager (OM) allocates case by rota to a named Principal Officer (PO).
Details of case and PO’s name logged onto computer by Admin Assistant who also
makes up a casefile.

Casefile is passed to named PO.

PO decides whether to pass referral papers to Moderating Group.

PO decides, with advice from Moderating Group if available, whether to
proceed with a statutory assessment under the Education Act 1996.

STATUTORY ASSESSMENT NO STATUTORY ASSESSMENT
LEA decide to assess — see PO writes to EP (XX1), giving reasons
Flowchart 6 for decision. EP advises parents.

Pre-School services continues with
Early Years stage as appropriate.
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2. REQUEST FOR STATUTORY ASSESSMENT
Referral by Early Education Provider

‘ ‘ NON-ROUTINE
ROUTINE' PROCEDURE EXCEPTIONAL PROCEDURE
Provider completes Early
Years Action. Early Years Action & Action
Not fully completed;
or
Provider moves to Early Years Case does not meet any of the
Action Plus and consults with LEA's referral criteria;
EP. or
Provider and EP disagree over
whether an assessment is
Early Years Action provided appropriate.
with help from external

Provider decides, in
consultation with EP, that case
does meet the LEA's referral

Provider recommends an agseaament after conaiiltatinn with FP and with narents

CRISP record completed by Provider & Support Services.
Provider puts request in writing and sends all information to LEA.
|
Office Manager (OM) allocates case by rota to a named Principal Officer (PO).
Details of case and PO’s name logged onto computer by Admin Assistant who also
makes up a casefile.
Casefile is passed to Admin Officer (AO)
|
AO advises parents (SEN1) of LEA considering assessment, procedure,
representations within 29 days. Copied to: EP, Head/Early Ed Provider, Health,
Social Services, CASWS (if residence under consideration), Parent Partnership
Service and any others. |

Once all evidence received AO passes file to PO who decides whether
to pass referral papers to Moderating Group.

PO decides, with advice from Moderating Group if available, whether to
proceed with a statutory assessment under the Education Act 1996.

Flowchart 2: continued on next page
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2: REQUEST FOR STATUTORY ASSESSMENT

Referral by Early Education Provider
Continued from previous page

STATUTORY ASSESSMENT NO STATUTORY ASSESSMENT
LEA decide to assess — see PO writes to Provider & Parents,
Flowchart 6 giving reasons for decision (XX2).

Parents advised of availability of
Parent Partnership Service, of LEA’s
conciliation arrangements and of right
of appeal.
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3. REQUEST FOR STATUTORY ASSESSMENT
Referral by Headteacher

‘ ‘ NON-ROUTINE
ROUTINE' PROCEDURE EXCEPTIONAL PROCEDURE
School discusses concerns
with support services & School Action & Action Plus
complete School Action are not fully completed,;
or
Case does not meet any of the
School moves to School Action LEA's referral criteria;
Plus and seeks more formal or
involvement of support Head and Support Services do
services including EP, in not agree that an assessment
designing, monitoring & is
reviewing the IEP & the CRISP indicated.
record |
Following completion of CRISP
assessment record, Head calls
an Action Plus review.

Head Teacher recommends an assesament after conaniltatinon with FP and with

Headteacher completes FORM 2 and sends it with CRISP record to Principal Officer
(PO).
|

Office Manager (OM) allocates case to PO for school or by rota if not an allocated
school. Details of case and PO’s name logged onto computer by Admin Assistant
who also makes up a casefile. Casefile |is passed to Admin Officer (AO)
AO advises parents (SEN1) of LEA considering assessment, procedure,
representations within 29 days. Copied to: EP, Head/Early Ed Provider, Health,
Social Services, CASWS (if residence under consideration), Parent Partnership
Service and any others.

|

Once all evidence received AO passes file to PO who decides whether
to pass referral to Moderation Group.

|
Principal Officer decides, with advice from Moderation Group if
available, whether to proceed with a statutory assessment under the
Education Act 1996.
LEA must respond within 6 weeks from the date the request was
received. |

Flowchart 3: continued on next page
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3. REQUEST FOR STATUTORY ASSESSMENT

Referral by Headteacher
Continued from previous page

STATUTORY ASSESSMENT NO STATUTORY ASSESSMENT
LEA decide to assess — see PO writes to Head & Parents, giving
Flowchart 6 reasons for decision (SEN8A).

Parents advised of availability of
Parent Partnership Service, of LEA’s
conciliation arrangements and of right
of appeal.
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4. REQUEST FOR STATUTORY ASSESSMENT
Referral by Parents

Parents make a formal written request to the LEA for an
initial assessment under the Education Act 1996, Section

Office Manager (OM) allocates case to PO for school or by rota if not an allocated

school. Details of case and PO’s name logged onto computer by Admin Assistant

who also makes up a casefile. Casefile is passed to named Admin Officer (AO) for
admin.

LEA must respond within 6 weeks from the date this request is received.
Admin Officer (AO) writes to following, requesting advice within 4 weeks from date of the
parental letter:

AO writes to AO writes to Head

AO advises Parents of Psychological Service Teacher (SEN5) or
procedure & of (SEN6B), and to any Early Ed Provider
availability of Parent others, excluding Head (SEN5A) - asking for
Partnership: Teacher (SENGA) - written evidence of input
- letter SEN4 requesting advice within at Action or Action Plus,
Further views 3 weeks to be sent within 3
requested. weeks.

Casefile with all information / advice returned to Principal Officer (PO) within 4 weeks.

PO decides whether to pass referral request and data received to Moderating Group.

PO decides, with advice from Senior EP & Moderating Group if necessary, whether to
proceed with a statutory assessment under the Education Act 1996. PO then writes to
parents within the 6 weeks or, in exceptional case, as advised to parents if timescale has

STATUTORY ASSESSMENT NO STATUTORY ASSESSMENT
PO sends decision to assess letter PO writes (letter SEN8) to parents
(SEN9) to parents. Parents advised of telling them of the reasons for the
availability of Parent Partnership decision, of LEA'’s conciliation
Service. arrangements and advising them of
their right of appeal.
Education Service, Special Education Needs February 2002 110

© Birmingham City Council



SEN Administrative Procedures (v1):
Procedural Flowcharts

.- Birmingham City Counicil
Education Service

www.bgfl.org/special

5. REQUEST FOR STATUTORY RE-ASSESSMENT
Referral by Parents

Parents make a formal written request to the LEA for are-
assessment under the Education Act 1996, Section 328(2).

admin.

Office Manager (OM) allocates case to PO for school or by rota if not an allocated
school. Details of case and PO’s name logged onto computer by Admin Assistant
who also makes up a casefile. Casefile is passed to named Admin Officer (AO) for

AO advises
Parents (XX18)
of procedure & of
availability of
Parent
Partnership.
Further views
requested

AO writes (XX19) to Head Teacher
or Early Education Provider - asking
for a review + report to be sent within

4 wks.

AO writes to EP (SEN6B), and to any
others, excl. Head (SENGA) -
requesting advice within 3 weeks
cc.EP,SCMO,any others

Papers NOT passed to
Moderating Group.

Papers passed to

(SEN9) to parents.

STATUTORY ASSESSMENT

PO sends decision to assess letter

Moderating Group.
|

NO STATUTORY ASSESSMENT

PO writes (letter SEN8) to parents
telling them of reasons for decision, of
LEA’s conciliation arrangements and
advising them of their right of appeal.

Education Service, Special Education Needs
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6. STATUTORY ASSESSMENT PROCEDURE

LEA receive referral from Parents, Head Teacher, Early Education Provider or
Psychologist Lea decide to consider an assessment
LEA issue first letter — SEN1 if request School or Early Ed Provider; SEN2 if request from
EP; SEN4 if request from Parents

Parent Partnership Service sends their initial letter to parents with a menu of services
available and offers to send the SEN information pack if requested.

|
IF SEN1 or SEN2 sent then LEA must wait 29 days before deciding whether to proceed with
the assessment.

|

LEA must make decision within 6 weeks of receipt of request from Parents, School or Early
Education Provider, or date of SEN2 (if EP request).

LEA DO NOT PROCEED LEA PROCEED TO ASSESS
AO writes (SENS8) to parents to AO writes (letter SEN9) to parents to
advise them of the decision. advise them of the decision.
cc. EP, HT, SCMO, SSD, EEP cc. EP, HT. SCMO., SSD. EEP &

& others. |

Unless obtained in last 12 mos, AO requests
written advice be given within 15 days from: Head
Teacher (SEN11), Early Years Provider (XX5) and
6 weeks from: Parents (SEN9), EP (SEN13),
Health (SEN12), Social Services (SEN14),
CASWS-if residence (SEN16), Others (SEN15)

If Parents fail to attend 1% medical appt, Health tells
LEA and gives date of proposed 2 appt. LEA
issues a notice (SEN21) to Parents requiring
attendance and action if they fail — copied to PP
who visit Parents to support

If Parents fail to attend 2™ appt as well, Health tells
LEA, who then consider legal action under Sch.
26(3)

I

LEA must complete their assessment within 10 weeks from the
date of the SEN9 letter to the parents.

LEA considers whether to write a statement.
They must decide within 2 weeks from the end of their
assessment.
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7. STATEMENTING PROCEDURE

At the end of the assessment phase (10 weeks from the date of the SEN9 letter to parents),
the LEA must consider whether to write a statement.
(Thev must decide this within 2 weeks from the end of their assessment.)

the special educational provision needed.

On the basis of all advices received, the LEA considers the child's learning difficulties, and

Principal Office (PO) decides whether to write a statement.

NO STATEMENT

PO writes Note-in-Lieu to parents,
giving reasons for the decision.

Parents advised of availability of
Parent Partnership Service, of LEA’s
conciliation arrangements and of
potential right of appeal.

PROPOSED STATEMENT
(written by Principal Officer)

Admin Officer sends parents a
Proposed Statement, an SEN25 Form
and a notice (SEN24) outlining
procedures.

cc. Head Teacher, Psychologist,
Health, any others who gave advice.
Parents advised of availability of
Parent Partnership Service, of LEA's
conciliation arrangements and of
potential right of appeal.

Parents have 15 days to return
SEN25 naming the school of their

choice.
I

LEA considers this LEA considers this
school to be school to be 'suitable’
'unsuitable' to meet the to meet the child's
child's special needs. special needs.

PO writes (XX6) to
parents to advise,
asking for an alternative.

Parents may make initial or further representations within 15 days from the date of the
SENZ24 letter sent to them. They may also request a meeting with an LEA officer to discuss

Flowchart 7: continued on next page
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7. STATEMENTING PROCEDURE
Continued from previous page

If the parents attend a meeting, the PO will write to them after the meeting, advising them
that, if they disagree with any part of the assessment, they may, within 15 days if 1>
meeting, ask the LEA to arrange a meeting to discuss the advice given (e.g. with the person

If the parents do request a meeting with an advice giver, the PO will write to the person
concerned asking that a meeting take place. The PO will write to the parents to confirm this

Once any meetings have taken place, the Parents have 15 days to disagree with proposed
statement. LEA must then decide on the content of the final statement. They must do so
within 8 weeks of the date of the proposed statement.

LEA have conditional duty to name a mainstream school. If
special school or ‘unit’ placement is recommended, then
Principal Officer must put case forward to Placement Panel —
who will determine which school is to be named.

FINAL STATEMENT
(written and signed by Principal Officer)

LEA liaise with appropriate school governing body, then name the school of parental choice,
or a school considered 'suitable’. (If school is independent and not approved by DfES, the
LEA writes - letter SEN41 - to the Secretary of State.)

Admin Officer (AO) sends parents the Final Statement, with any necessary amendments,
plus a notice (SEN28) advising them of their right of appeal.
cc. Head Teacher, Psychologist, Health, & any others who gave advice.

LEA arrange for the special educational provision specified in the statement to be made.
LEA review the statement within 12 months from the date of the final statement.
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8. ANNUAL REVIEW PROCEDURE
For a Child with a Statement

CHILD YEAR 9 YRS

CHILD NOT YEAR 9 ATTENDS SCHOOL

ATTENNS SCHONOI

Not less than 2 weeks before Autumn term, AEO advises:
e Connexions of all statemented Year 9+ pupils
(SEN44B

Not less than 2 weeks before each term, AEO advises:

e all schools of reviews for term (SEN44A)

o Health of children to be reviewed that term (SEN44C)

e SSD of children to be reviewed that term (SEN44D)
cc EPS, VTS, PSSS, BSS

If pupil not listed above -
LEA writes (SEN45B) to
Head (cc. parents),
requiring him/her to
arrange a Transition
Planning meeting by
specified date (at least 2
mos notice)

If pupil not listed above -
LEA writes (SEN45A) to
Head (copy to parents),
requiring a review report
by specified date (at
least 2mos notice)

In the same letter, the LEA names those whose advice
should be sought, and should be invited to the review

CHILD DOES NOT
ATTEND SCHOOL

Head invites following to
attend review meeting —
LEA rep, parents, those
named by LEA,
teacher(s), & anyone
else Head feels is
appropriate.

Head invites following to
attend review meeting —
LEA rep, parents,
teacher(s), Social
Services, Careers &
anyone else LEA or
Head feels is

LEA invites to meeting:
Parents, teacher(s),
Social Services,
Careers (if child Year 9
or over) & anyone else
LEA or Head feels is
appropriate. LEA rep

appropriate.

Before the review the Head seeks written advice
from parents, persons named by LEA, and anyone
else Head feels is appropriate.

must attend.

At least 2 weeks before the review meeting, the
Head sends copies of the advice received to all
those invited to the review meeting & who are
attending, and requests written comments on
advices before or at meeting.

At least 2 weeks before

meeting, LEA requests advice
from all invited to meeting &
attending, and requests written
comments on advices before

or at meeting.

Flowchart 8: continued on next page
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8. ANNUAL REVIEW PROCEDURE

For a Child with a Statement
Continued from previous page

Review meeting takes place and considers the matters prescribed.
Recommendations are made.

Head sends review report (FORM 13) & transition
plan (for Year 9+) to LEA by end of term or within
10 school days of meeting (whichever is earlier),
with copies to parents & others invited to meeting,
or anyone else Head feels appropriate.

LEA writes review report
(FORM 13), sending out (with
XX12 covering letter) copies
within 1 week of the meeting
to: parents, Head, those from
whom advice was sought,
those invited to meeting, &
anyone else considered
appropriate by LEA.

LEA reviews the statement. LEArecords its recommendations on the Annual Review form -
including recommendations about the transition plan for all pupils Year 9 or over.

LEA sends copies of its recommendations plus a transition plan (for Year 9+) sent (with
covering letter SEN35, 46, 47 or other) by LEA, within 1 week of their review, to: parents, all
those invited to the meeting, Head, and any others LEA considers appropriate.

school

For secondary transfers (from 2003), LEA must amend statements by 15" Feb, naming new

Education Service, Special Education Needs February 2002
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9. AMENDMENT OF A STATEMENT

Parental request for change of
school named on statement

Parental request for
revocation of school
attendance order - and
a school is NOT named
on the statement.

Principal Officer (PO)
decides to amend the
statement

(after reassessment
review, annual review)

LEA need NOT proceed if

request made within 12 months

of: similar request; final or

amended statement; appeal.

PO considers whether
appropriate education
otherwise has been
arranged by parents.

final

If this follows a
reassessment, LEA
issues a proposed
amended statement,
otherwise Admin Officer
(AO) writes (SEN31) to
parents with
amendment notice (SEN
32) & copy of existing
statement. Parents have
15 days to make
representations.

© Birmingham City Council

LEA MUST respond YES NO
within 8 weeks of AO writes AO writes LEA considers: last
request & must comply to parents to parents review report & any
unless school is & LEA & LEA advice; parental
‘unsuitable’; agrees to refuses representations.
incompatible for peers; request. request. LEA MUST respond
or inefficient use of within 8 weeks of
recnlirces SENR1
PO writes PO writes Parents may NO YES
(SEN48) (SEN49) refer matter to amend- amend-
to parents to parents Sec. of State who ment. ment.
to comply to refuse. may require LEA PO writes PO writes
with Parents to amend as to parents (SEN33)
request. have right determined. (XX17) to parents
Statement of appeal with copy
is against of
amended that statement.
— Parents decision. Parents
have no can
right of appeal.
appeal.
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10. CESSATION OF STATEMENT

Principal Officer (PO) proposes to cease to maintain a statement.
e a. after annual review. or followina a narental reauiest.

LEA must follow prescribed procedure unless child has ceased to be their responsibility, or
cessation has been ordered by Tribunal.

Admin Officer (AO) writes (SEN34) to parents to advise them of proposal and of LEA’s
conciliation arrangements.
Parents have 15 days to make representations.

PO reconsiders proposal in the light of parental representations.

LEA DO NOT PROCEED LEA PROCEED
PO writes to parents to advice them AO writes (letter SEN35) to parents to
of decision. advise them of the decision.

Parents can appeal to Tribunal. LEA
can only cease once the period for
appeal has expired (2 mos). If an
appeal is made then LEA must await
outcome before ceasing the maintain
the statement.
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11. CHILD MOVING IN TO LEA

Child moves in to LEA with NO final
statement, but where statutory
assessment was started in another

Child moves in to LEA with final
statement made by another LEA.

Old LEA must transfer the statement
(& all advice) to this LEA (B'ham).
From the date of transfer, this LEA
becomes responsible for maintaining
the statement.

Old LEA transfers their papers to this
LEA.

PO completes first part of FORM 15
and sends it, with copies of papers, to
the EPS. Advice is requested within 3
weeks from receipt of form.

PO completes first part of FORM 15
and sends it, with copies of papers, to
the EPS. Advice is requested within 3
weeks from receipt of form.

PEP/SEP offers advice.

PEP/SEP offers advice.

LEA must write to parents within 6
weeks of date statement was
transferred.

AO writes (SEN39) to parents within 6
weeks of date papers were
transferred to advise them.

AO writes
(SEN36) to
parents to inform
them that LEA
propose to make
anew statutory
assessment.

AO writes
(SEN37) to
parents to inform
them when
statement will be
reviewed (12 mos
from
statement/last
review, or 3 mos
from transfer).

Child may be placed in local
mainstream school, or LEA may
decide to carry out a statutory
assessment. LEA may also decide
(with parental consent) to make a
provisional placement pending the
outcome of assessment.

Any advice obtained by old LEA
within preceding 12 months may be
used by B'ham LEA.

LEA must place pupil at school named on
old statement unless this is impractical.
Otherwise, LEA can issue an amended
statement naming a new school - this follows
amendment procedure & parents can
appeal. If new school, AO writes (SEN38) to
Head to advise.

If LEA decide to carry out a new statutory assessment, this follows the normal procedure.
However, LEA may use any advice obtained by the old LEA within the preceding 12 months.
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12. DISAGREEMENT RESOLUTION PROCEDURES

LEA writes to Parents — cc Parent
Partnership (PPS) with refusal to
assess, statement, or comply with
request for change of named school.
Parents advised of PPS, of LEA’s
conciliation service and of appeal

LEA sends Final Statement to
Parents and advises them of
availability of PPS, of LEA’s
conciliation arrangements and of right
of appeal.

right within 2 months

PPS send info. to Parents on services
offered, including mediation service

Parents contact PPS and ask for support. PPS meet with parents and with pupil separately,
within 2 weeks, to discuss and clarify issues.

appropriate

Parents/PPS request meeting with LEA. Meeting takes place within 2 weeks — Parents, child
(where approp.), PPS worker, Principal Officer (PO), Early Ed. Setting/School plus others as

PO & Parents agree on further
procedures or Parents decide
that no further action is
required.

PO & Parents disagree on further
procedures and Parents wish disagreement
resolution to continue

PPS worker & PO provide written summary of
issues within week. Strategic Manager, Head of
PPS & relevant AEO meet within 2 weeks to
consider summaries & evidence

Panel agree with
parents request -PPS
worker advised next
day, parents in writing
within 1 week

Panel disagrees with
parents. PPS worker
advised next day,
parents in writing within
1 week

PPS worker meets with parents within 1 week of Panel

meeting. Reminds Parents of 2 month appeal deadline &
offers referral ro independent Regional Mediation Service
(RMS)

Parents want no further

Parents referred to RMS
and/or decide to appeal

action
I

RMS hear appeal and
LEA agree request

RMS hear appeal but
LEA continue to resist
request

Flowchart 12: continued on next page
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12. DISAGREEMENT RESOLUTION PROCEDURES
Continued from previous page

PARENTS & LEA AGREE
OUTCOME

PARENTS ATTEND SENT

Education Service, Special Education Needs
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13. SEN & DISABILITY TRIBUNAL PROCEDURES
(Numbers in brackets refer to the SEN Tribunal Regulations 2001)

Parents appeal within 2 months of notice of their appeal right [7]

SENT sends info to parents, LEA and to Head of any maintained school named by
parents as alternatives to LEA’s choice [17(1)(d); 19(3)]

Parents & LEA must reply within 30 days of the delivery of appeal notification [18(1)]

Principal Officer (PO) makes case stating: grounds on which it relies; name of
representative; summary of facts; reasons for disputed decision; views of child or
reasons why not ascertained [13(1-2)]

LEA (PO) may amend/supplement case in exceptional circumstances [13(3)]

LEA (PO) may change representative at any time [14(1)]

If not attending Hearing, LEA (PO) may — not less than 5 days before Hearing — send
additional representations in support of case [16(3)]

SENT send copies of LEA reply to Parents & Parents’ reply to LEA
[19(2)(b)]

LEA (PO) names up to 2 witnesses when requested [20; 34(1)]

LEA (PO) may request SENT to issue a direction [21(2)]

LEA (PO) may ask SENT to summon witness — at least 8 days before Hearing [26(2)]

SENT send notice of time & place of Hearing — normally 10 working days notice
[28(2)]

Flowchart 13: continued on next page
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13. SEN TRIBUNAL PROCEDURES
continued from previous page

SENT must advise LEA/Parents of consequences of non-attendance and right to make
representations in writing [28(3)]

HEARING TAKES PLACE

Representatives/Witnesses not previously named could be excluded from Hearing

[30(4)(c)]

Child has right to be present at Hearing [30(2)]
& give evidence if permitted by SENT [30(7)]

LEA/Parents may submit late evidence if it could not have reasonably been submitted
before the end of the case statement period; a copy was sent to SENT & other party at
least 5 days before hearing and evidence is not likely to impede efficient conduct of
hearing
OR
Case is wholly exceptional and unless evidence is submitted, there is serious risk of
prejudice to interests of child [33(1-3)]

SENT may adjourn Hearing and may give directions to be complied with before or at
the resumed Hearing [35(1-2)]

SENT may give decision verbally at Hearing or in writing later [36(2)] but date of
enactment of decision is taken from date on which a written copy of the decision
is sent to the Parent [36(7)]

Unless prescribed exception, LEA must comply from day after issue of Order or from
day after LEA notifies SENT of their decision to concede appeal, as follows:

e To assess - within 4 weeks
e Toissue statement - within 5 weeks
e To consider a remit - within 2 weeks
e To amend statement - within 5 weeks
¢ Not to cease statement - immediate

e To name a new school - within 2 weeks

e To cease (if SENT agree) - immediate or as LEA decide
[SEN Conciliation Regulations, Regulation 25]
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