



[bookmark: _Toc83199002][bookmark: _Toc50041176]The Needs Assessment Request Process
The process to request a needs assessment is as follows:
The parent/carer/guardian or Young Person over 16 completes the request details and clicks on Send Request.
The request is processed by the local authority.
The local authority will grant access and send login details to the email provided as part of the request.
The parent/carer/guardian or Young Person over 16 will then register and log in to amend the details and upload any documents if required. 
Because an account is not required to request a needs assessment, it is not possible to save a request part way through the process and then come back to it later. It is also not possible to upload documents during this part of the request process. Once the request has been sent to the local authority, and the parent/carer/guardian or Young Person over 16 has registered, you will be able to access the request to amend it and upload any documents if you wish to.
You will be directed to the EHC Hub Needs Assessment Request from the local authority website. The following page will appear:
[image: Example of screen shot]
This page provides information about what an Education, Health and Care Plan is, who needs one and how to get one. Read the information and click on the Request an EHC Needs Assessment button at the bottom of the page and the following page will appear: 
[image: Example of screen shot.





]
This will provide more information on the Education, Health and Care Plan. Read the information and click on Request an EHC Needs Assessment to begin the process of requesting an assessment. 
This will open the request form ready for completion. As mentioned previously, because an account is not required to request a needs assessment, it is not possible to save a request part way through the process and come back to it later. It is also not possible to upload documents during this part of the request process. Once the request has been sent to the local authority, and the parent/carer/guardian or Younger Person over 16 registered, you will be able to log into the EHC Hub and access the request to amend it and upload any documents you wish. 
The following page will appear:
[image: Example of screen shot.]
After the Information sharing and data protection Statement and the Consent section, there are five sections to be completed. These are:
1. Details of person requesting an EHCP Assessment
2. Child or young person’s details
3. Child or young person’s main contacts (family and involved professionals)
4. Details of the child or young person’s current education setting(s)
5. Important information about the child or young person
When all the required information has been entered, you will need to click on Send Request at the bottom of the form:
[image: ]
There are certain fields that are required and that must be completed in order for the request to be sent. These are indicated with a red asterisk:
[image: Example of screen shot.]
If information has not be entered into a required field, when the Send Request button is clicked on, the section header containing the required information will turn red and the field to be completed will be shown with a message saying “this field is required”
[image: Screen shot]
Once all the information is entered correctly, click on Send Request. The following message will be displayed:
[image: Screen shot]
Provided you have entered your email address in Section 1 of the request (Details of person requesting an EHCP Assessment), then you will be sent an email to confirm that your request has been submitted.
[bookmark: _Toc83199003]Completing a Needs Assessment Request
The following sections contain details on how to complete the different sections of the needs assessment request, if you are the person making the request. If the request has come from the School, this information may have already been completed. 

[bookmark: _Toc83199004]Information sharing and data protection statement
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Read the information and click on the down pointing arrow at the end of the Nothing Selected field to view the options available for selection. Left click on the correct description. 
[image: Screen shot]
Your chosen option will be displayed in the field:
[image: Screen shot]
[bookmark: _Toc83199005][bookmark: Consent]Consent
[image: Screen shot]
When giving consent, if there are any individuals or organisations that you do not wish information concerning the assessment to be shared with, details as to who and why can be entered here. 
Consent - Left click on the tick box to give consent. You will be unable to send the request for an assessment unless consent is given. 





[bookmark: _Toc83199006]Details of person requesting a EHCP Assessment
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If you are completing this request on behalf of yourself and you are over 16, click on Yes. 
If you are completing the on behalf of a someone else, click on No. The following extra fields will be displayed for the details of the person making the request to be entered:
[image: Screen shot]
Name – Enter your name.
Relationship to child or young person – Enter the nature of the relationship between yourself and the young person e.g., Father.
Email Address – Enter your contact email address if you are the person making the request. When the request has been completed and sent, a confirmation email will be sent to this email address to show that an assessment request has been sent.
Telephone Number – Enter your contact telephone number if you are the person making the request for the assessment. 
Organisation – If you are making the request for this young person on behalf of an organisation, enter the organisation name here. 
Role or Title – Enter your job role or title in the organisation if applicable.
Preferred spoken language
[image: Screen shot]
Preferred written language
[bookmark: _Hlk81834747]Address
Preferred method of contact – select if you would prefer to be contacted by email or post
Is the first request made for the child or young person – select Yes, No or Not known as applicable. If No is selected, enter the date a previous request was made, if known. 
[bookmark: _Toc83199007]Child or young person’s details
First name – enter the first name of the child or young person the request for an assessment is for.
Last name – enter the last name of the child or young person the request for an assessment is for.
Middle name(s) – enter the middle name(s) of the child or young person the request for an assessment is for.
Preferred name – enter the preferred name of the child or young person the request for an assessment is for.
UPN – local authority office use only. This should be left blank.
Internal system reference – local authority office use only. This should be left blank.
Date of Birth – Type in the date of birth, with a dash between the day, month and year. 
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]
Once the date has been selected, the age will be calculated and displayed automatically:
[image: Screen shot]
Gender
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NHS Number – Enter the NHS Number of the child or young person
[bookmark: _Hlk81834340]Legal Status
[image: Screen shot]
Ethnicity
[image: Screen shot]
Preferred spoken language
[image: Screen shot]
Preferred written language – This will automatically default to the preferred spoken language but can be amended if not correct.
Main telephone – enter the main telephone number for this child or young person. 
Email address – enter the email address of the child or young person. This is NOT the email address any confirmation emails or requests for registration will be sent to and is just for information.  
Address
Preferred method of contact – select if the young person would prefer to be contacted by email or post, if appropriate. 
[bookmark: _Toc83199008][bookmark: MainContacts]Child or young person’s main contacts (family and involved professionals)
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This section is for details of any contacts for the child or young person the request for an assessment is being made for. 
Full name – enter the name of the Full Name of the contact e.g., John Smith
Relationship or role – enter the relationship between or the role of the contact to the child or young person the request for an assessment is being made for. E.g., Father
Organisation (if applicable) – if this contact is part of an organisation (as opposed to a family member), enter the name of the organisation here
Preferred Language
Address – Enter the details of the contact for the child or young person.
Preferred method of contact – select the preferred method of contact for the child or young person’s contact. 
It is possible to add more than one contact to the assessment. To add further contacts to the request, click on the Add button in the bottom right-hand corner and complete the fields as above. This can be done as many times as required. 
To remove a contact, click on Remove in the top right-hand corner of the section:
[image: Screen shot]
[bookmark: EdSettings][bookmark: _Toc83199009]Details of the child or young person’s current education setting(s)
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It is possible to add an educational setting either based on the setting itself (e.g., the actual name of the education setting) or based on the type of setting (e.g., Mainstream school, Special school: Non-maintained etc). The details available to be completed will be based on if Setting or Type is selected. 
[bookmark: _Toc83199010]Setting
If Setting is selected, the screen will look like this:
[image: Screen shot]
Search for a setting within the area
[image: Screen shot]
If the setting is not on the list, click on Nothing selected and click on Yes to the next question, Is the setting out of area. The setting can then be added manually in the fields on the right:
[image: Screen shot]
Year Group – enter the school year group of the child or young person.
Start Date – Type in the date the child or young person started at the educational setting.
[image: Calendar
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Leaving Date – if known, enter the date the child or young person left or will leave the education setting.
Reason for leaving – Enter a reason for leaving.
[image: Screen shot]
Percentage attendance of child or young person in the last year and any comments on this.
Additional Details.
Type
If type is selected, the screen will look like this:
[image: Screen shot]
Choosing setting type.
[image: Screen shot]
Left click on the required option to select it. 
Additional details – click into the field to enter information.
Multiple education settings can be added. To add further education settings to the request, click on the Add button in the bottom right-hand corner and complete the fields as above. This can be done as many times as required. 
To remove an education setting, click on Remove in the top right-hand corner of the section.

[bookmark: ImportantInformation][bookmark: _Toc83199011]Important information about the child or young person
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The section is used to enter historical information relevant to the request. 
What historical information about the child or young person’s Special Educational Needs (SEN) is relevant to this request.
What historical information about the child or young person’s health needs is relevant to this request.
What historical information about the child or young person’s social care needs is relevant to this request.
Was the child or young person involved in the discussion that led to this request – click on Yes or No
If Yes is selected, the following fields will be displayed, A Views and opinions of the child or young person:
[image: Screen shot]
What is working well for you in your current education setting?
What is not working well for you in your current education setting? What do you think might help.
If No is selected, the following field will be displayed:
[image: ]
Please explain why.
Has the parent(s) or carer(s) been involved in the discussions that led to this request – left click on Yes or No. 
If Yes is selected, the following fields will be displayed, b Views and opinions of the parent(s) or carer(s):
[image: Screen shot]
What is working well for the child or young person in their current education setting?
What is not working well for the child or young person in their current education setting? What do you think might help?
If No is selected, the following field will be displayed:
[image: Screen shot]
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* Has the request come from the young person? (over 16 years)
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1 understand the information gathered will be stored and used for the purpose of deciding whether to conduct an assessment and/or provide an Education, Health and Care Plan and/or in recommending other services to me,

If there is any individual or organisation who you would not wish information to be shared with, please give details below and a reason why:

B I U S & 14~

* Consent

By ticking this box | agree to the gathering and sharing of information between my educational setting, health services, social care or other professionals as necessary to support the EHC needs assessment and planning process. [P TImTY
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Thank you for your request

We have received your request for an EHC needs assessment and have sent an email confirmation to the address provided for the person
completing the request.

The local authority will consider the information you have provided and will seek the views of the child/ young persor's education setting
and other involved professionals in order to make a decision on whether to assess or not.

The local authority must inform you of their decision to carry out an EHC needs assessment or not within 6 weeks of your request.
In the meantime, you can access information, advice and details of local universal services on our Local Offer.
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EHC Assessment Request

Information sharing & data protection Statement

We will use the information in this form to consider whether to conduct a needs assessment under the requirements of the Children & Families Act 2014.

We may also share relevant information on a confidential basis with the Department for Education and Local Government, other Government agencies and other public bodies involved with the
implementation of the new legislation as required to meet our statutory obligations.

The information that you and other professionals provide will normally be shared with your consent. Examples of situations when we may share information without your consent are:
* |f we need to find out urgently if a child is at risk of harm or we need to help a child who is at risk of harm.
* |f we need to help an adult who is at risk of harm.
* |f we need to help prevent or detect a serious crime.

* Please select one of the following

Nothing selected v
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* Please select one of the following

| 'am an advocate working with a child / young person aged 0- 25

I 'am a young person aged 16 - 25

| am the parent, guardian or carer of a child / young person aged 0 - 25
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* Please select one of the following

| am the parent, guardian or carer of a child / young person aged 0 - 25




image11.png
Consent

1 understand the information gathered will be stored and used for the purpose of deciding whether to conduct an assessment and/or provide an Education, Health and Care Plan and/or in recommending other services to me.
If there is any individual or organisation who you would not wish information to be shared with, please give details below and a reason why:

B I U S & 14~ = = =~

* Consent

By ticking this box | agree to the gathering and sharing of information between my educational setting, health services, social care or other professionals as necessary to support the EHC needs assessment and planning process.
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1 Details of person requesting an EHCP Assessment

* Has the request come from the young person? (over 16 years)

Yes No

Is this the first request made for the child or young person?

Yes No Not known




image13.png
“ Has the request come from the young person? (over 16 years)
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Organisation (if applicable) Role o title (if applicable)
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Preferred spoken language

Nothing selected

Acholi
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Afar-Saho
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Akan (Twi/Asante)
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* Date of birth Age inyears

02-07-2007 13
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* Gender

Nothing selected -

Nothing selected

Female

Male
Non Binary

Rather not say
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Legal status

Nothing selected

Nothing selected -

Care Leaver - eligible

Care Leaver - former relevant

Care Leaver - relevant

Child arrangement order

No legal status (lives with parent/s)
Other

Placement order

Placement with parent regulation

Private fostering arrangement
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Ethnicity

Nothing selected -

Any Other Ethnic Group

Arab
Asian Any Other Background
Asian Bangladeshi
Asian British
} Asian Chinese
Asian Indian

[ Asian Pakistani
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Child or young person's main contacts (family and involved professionals)

Remove
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Organisation (if applicable) Preferred language
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[JEmait  [JPost
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4 Details of the child or young person’s current education setting(s)

Remove

Choose a setting or setting type for a setting?
- ‘O Please search and select a setting
ing O
T @D The seting's details willbe displayed here once selected.

Search for a setting within the area

Nothing selected

Is the setting out of area?
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Choose a setting or setting type for a setting?

@ Setting O Type

Search for a setting within the area

Nothing selected

Is the setting out of area?

Yes

Year Group

Start Date

Leaving Date

‘O Please search and select a setting
The seting's details willbe displayed here once selected.
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Choose a setting or setting type for a setting?

© setting O Type CK SCHOOL

Email: senco_ehc_ck@tascoml.com
Senrch fora setting within th Telephone: 1
RS AT Type of setting: Post 16: Sixth form college
Ofsted URN: OFSTED1234
CKSCHoOL DFE URN: DFE1234
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Is the setting out of area?
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Is the setting out of area? Address line 1
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Choose a setting or setting type for a setting?
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Choose setting type

Nothing selected >

Nothing selected -

AP/PRU: Academy

AP/PRU: Free school

AP/PRU: LA maintained

Hospital schools (including foundation schools)
Mainstream school: academy

Mainstream school: academy (resourced provision)
Mainstream school: academy (SEN Unit)

Mainstream school: free school

Mainstream school: free school (resourced provision)

Mainstream school: free school (SEN Unit)
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5 Important information about the child or young person

What historical information about the child or young person’s Special Educational Needs (SEN) is relevant to this request
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What historical information about the child or young person’s health needs is relevant to this request
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Was the child or young person involved in the discussion that led to this request?

Yes No

a Views and opinions of the child or young person

What is working well for you in your current education setting?

B I U S & 14~

What is not working well for you in your current education setting? What do you think might help?
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Yes No

b Views and opinions of the parent(s) or carer(s)

What is working well for the child or young person in their current education setting?
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What is not working well for the child or young person in their current education setting? What do you think might help?
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What is an Education, Health & Care Plan (EHCP)?

An Education, Health & Care Plan or EHCP is a document which sets out the education, health and social care needs of a child or young
person aged up to 25, and the support that is necessary to help them achieve their outcomes.

Who needs an EHCP?

EHC plans are for children and young people (age 0-25) who have a special educational need or disability that cannot be met by the
support that s already available at their school or college

Most children and young people with special educational needs will have help given to them without the need for an EHC Plan. This is
called SEN support.

The purpose of SEN support is to help children achieve the outcomes or leaming objectives that have been set for them.

How do | get an EHCP?

An EHC plan can only be issued after a child or young person has gone through the process of EHC needs assessment. At the end of that
process, the local authority has to make a decision to issue to issue an EHC Plan or not.
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What is an Education, Health & Care Plan (EHCP)?

Should | speak to the school or college first?

Yes, definitely. Speak to your child's class/ subject teacher and the head teacher or to the principal of the College the young person is
attending about your worries before writing to the LA.

What if the school or college offers to write on my behalf?

Anyone acting on behalf of a school or post 16 institutions is able to write and request an EHC needs assessment. They are often best
placed to make the request as they will need to provide the Local Authority with specific information to support it.

When should | request an EHC needs assessment?

Whenever a child or young person has a learning difficulty or a disability which is holding them back at school or college and the parents of
the child or the young person (or the young person themselves) believe that the school or college is not able to provide the help and
‘support which is needed.

For children under 16 the parent makes the request. This includes children from 0 to 5 where parents should make a request if they believe
that the child will need extra help when school starts.

In the case of a young person (over 16 and up to 25) they can make the request themselves if they understand it sufficiently well
themselves — otherwise the parent can make the request on a young person's behalf.

Remember you can only ask for an EHC needs assessment f the child or young person has or may have educational needs - it does not
apply where there are only health and/or care needs no matter how severe.

When should | hear back?

The LA must reply within six weeks. They will always reply to you as a parent or young person — even where the request was made by the
school or college.

R p—

pm—
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EHC Assessment Request

Information sharing & data protection Statement

We will use the information in this form to consider whether to conduct a needs assessment under the requirements of the Children & Families Act 2014
We may also share relevant information on a confidential basis with the Department for Education and Local Government, other Government agencies and other public bodies involved with the implementation of the new legislation as required to meet our statutory obligations.
The information that you and other professionals provide will normally be shared with your consent. Examples of situations when we may share information without your consent are:

o If we need to find out urgently if a child is at risk of harm or we need to help  child who is at risk of harm.

o If we need to help an adult who is at risk of harm.
o If we need to help prevent or detect 2 serious crime.

* Please select one of the following

Nothing selected -

Consent

1 understand the information gathered will be stored and used for the purpose of deciding whether to conduct an assessment and/or provide an Education, Health and Care Plan and/or in recommending other services to me,

If there is any individual or organisation who you would not wish information to be shared with, please give details below and a reason why:
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