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There are legal exceptions that can be applied to these timescales.  These exceptions can only be applied by the Local Authority. 

Declined 
SEN Officer to meet with 

parent/carer and school to 
explain decision and put 
appropriate action plan in 

place. 
 

Discuss Mediation,  
SENDIASS, 

Independent Support   
 

Agreed 
SEN Officer to meet with 

parent/carer and school to 
explain decision and explain 

procedure. 
 

 

SEN Officer sends consultation pro forma to Placement and 
Performance Team. 

 

SEN Officer issues Final Plan no later than 20 weeks of referral being received. (4 weeks from 
decision) naming placement. 

 
 
 
 

 
Prior to referral providers conducts a SEN support review (carried out in form of 

PCP meeting) meeting with relevant professionals and parents to establish 
needs and advice available and advice required. 

Parent and pupil views will be gathered at this meeting. 
(with complex cases SEN Officer available to attend) 

Parental/YP Request 
 

SEN Officer contacts appropriate school to 
discuss and request SEN support review 

meeting to be set up. 
(if child not in school/provision SEN Officer will 

convene PCP meeting) 

 

Once decision made case allocated to appropriate SEN Officer 

ASSESSMENT – all professionals have 6 weeks to return advice 
requested. 

 
SEN Officer collates advice received from professionals 

SEN Officer completes transport assessment. 

SEN Officer prepares advice to present to EHC panel. 
EHC Panel decides whether to issue an EHC Plan or 

not. 

By week 6  
 

By week 16  

By week 12 
 

Total time no 
more than 20 

weeks  

Time for each 
action 

 

SEN Officer prepares draft plan and appendices to be circulated to parents, school 
and professionals. 

Letter includes offer of a meeting to discuss draft plan if needed. 
 

 
 

Agreed 
SEN Officer drafts plan, plan checked by 

Senior Officer and passes to an 
authorised Officer to sign off. 

 

QA document to be complete 

 

Declined 
SEN Officer to meet with 

parent and school to explain 
decision and put appropriate 

action plan in place.  
 

Discuss Mediation,  
SENDIASS, 

Independent Support  and 
Tribunal  

 
 
 

By week 20 
wks  

 

. Parent/YP /Professionals have 15 calendar days to return comments/views. 
SEN Officer to pass any preference to Placement and Performance Team. 

 
 

Request from school/setting/others 
SEN Team reads / checks all documentation 
to ensure all information required to make 
decision. 
If anything is missing contacts referrer to 
request it. 
Check if any other requests are being made. 

SEN 0 to 25 team make decision whether to 
initiate EHC assessment. 
 
 

By week 2  
 


