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When the draft plan is shared by the case co-ordinator, they will enter information for the education setting(s) that should be consulted on the draft plan.

Under the educational settings, it will show all educational settings that have been consulted and the status of that consultation.

If your education setting had been consulted for advice, the education setting will receive an email indicating this. The email will look something like this:

[image: screenshot of email]

To view the case, log into the EHC hub and click on Setting cases:

[image: screenshot of setting cases option]

You can either enter the case ID which can be found on the email or use the tick box filter for Open Education Setting Consultation:
[image: screenshot of Open Education Setting consultation tickbox]

Click on the child or young person’s case and the Education, Health and Care Plan will be displayed:

[image: screenshot of care plan]

Please note that if you are not the named SENCo for this case, you will only have access to the file to complete the consultation.  Once the consultation response has been submitted, access to the case is removed.

Scroll to the bottom of the screen to view the Consultation Request:
[image: screenshot of education setting consultation request]

To view the letter the educational setting was sent as part of the consultation, click on Download in the letter column and you will be able to save this to your device.

[image: screenshot of downloaded file]

The above screenshot shows how a downloaded file is accessed when using Google Chrome. Other web browsers may appear differently.
Click on Open:

[image: screenshot of open option]

The Education Setting Consultation page will be displayed:
[image: screenshot of education setting consultation]

There are two sections to this, the response and the supporting comments.
[bookmark: _Toc88556617]
Response
To provide your response, click on the appropriate radio button.

The options are:
· This setting should not be named in the final EHC Plan because of age, ability, aptitude or SEN of this child or young person
· This setting should not be named in the final EHC plan because the attendance of this child or young person there would be incompatible with the efficient education of others, or the efficient use of resources
· The setting can name in the finalised EHC Plan for this child or young person

Please note that only the above response will be visible to the young person, parent, carer or guardian, they will not be able to see the supporting comments. The supporting comments will only be visible to the case co-coordinator
[bookmark: _Toc88556618]
Supporting Comments
This is a mandatory field and must be completed. It is a free text field.

[bookmark: _Toc88556619]Documents (Case Co-ordinator)
Any documents that were added by the case co-ordinator will be displayed here. Click on the document to download it:
[image: screenshot of downloaded documents]
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Documents (Education Setting)
If you want to add any relevant supporting documents, click on the Add Files button:

[image: screenshot of add files button]

You will then need to navigate to the file wherever it is saved on your PC:

[image: screenshot of windows navigation window]

Click on Open and the file will be uploaded. The uploaded file will be displayed:

[image: screenshot of uploaded file]

When the response has been completed, click on the Save button:

[image: screenshot of save button]

It is possible to view the case file prior to completing the response to the consultation. To view the pathway click on Close in the consultation to return to the main EHC Plan page:

[image: screenshot of close button]

Click on the icons on the pathway to view the previous information:

[image: screenshot of pathway]

Once you have completed the consultation information, click on save. The information entered can be saved at any point, providing mandatory fields have been completed. 
Once all the information entered has been completed and is ready to be submitted, click on Submit:

[image: screenshot of submit button]

The status of the response will be updated to show the response date and that it is complete:

[image: screenshot of status and response date]

Please note that if you are not the named the SENCo assigned to the case, you will not be able to access the case once you have submitted your consultation and navigated away from the case.
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Dear Jo Senco,

The local authority has issued a draft Education, Health and Care Plan (EHC Plan) and is now required to
issue a final EHC Plan as soon as possible.

The case reference is 7515

This being the case, we write to request that the local authority names your education setting in Section | of
the EHC Plan.

We have selected your setting for consultation as per our local policy o as a result of a child, young person
or their parent, carer or guardian expressing your setting as a preference as is their right under the 1996
Education Act.

The local authority must comply with the young person's preference unless:

+ The preferred college is unsuitable to the young person's age, ability, aptitude or special educational
needs;

+ The young person's attendance at the college would be incompatible with the provision of efficient
education of the young people with whom the young person would be educated or the efficient use of
resources.

If the local authority concludes that it cannot agree to the parents' preferred school, parents have  right of
appeal to the Special Educational Needs and Disability Tribunal

Before naming your setting in the EHC Plan, we are required to consult with the Governing Body. We will
consider any views you may have before making our final decision.

Please click on the link below (Sign in to the EHC Hub) to view the case and provide us with your response
within 15 days of the date of this email.

The case can be found in the Setting Cases work tray where it can also be searched for using the case
reference detailed above.

[Sign ‘the EHC Hub
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