

How to contribute to an assessment
If the decision has been taken to proceed with an EHC Needs Assessment, when you click on the case, you will be provided with information about the EHC needs assessment process.



Requests for Advice
If you have been requested for advice, your name will be displayed in the list below:



The date of the request and the date your response is due will be displayed, as well as the status of the request for advice.

To enter your advice, click on the right pointing arrow.  The following page will be displayed:


You will need to specify if you are providing information on behalf of someone else or not; “Yes” or “No.”

If you are providing advice on behalf of someone else, you will need to enter their name and job title/role.  If you are not providing advice on behalf of someone else, these details will be added for you from your user profile.

Indicate if information will be being provided, and the reason for this answer. To select your answer, click on the appropriate radio button. 

Below this, there are free text fields for you to provide details. 

The first section has six fields to be completed:
Details
When did the child or young person first come into contact with your organisation? (This field is mandatory and must be completed before the advice can be submitted)
Details of any discussion held between the child or young person and your organisation (if relevant)
Details of any discussion held between the parent(s) or carer(s) and your organisation (if relevant)
What has your organisation put in place already to support the child or young person’s needs? (This field is mandatory and must be completed before the advice can be submitted)
What has been the effect of any support or strategies already put in place by your organisation? 

Below that, there are six more sections:
SEN - Communication and Interaction
SEN - Cognition and Learning
SEN - Sensory and/or Physical needs
SEN - Social, Emotional and Mental Health
Health
Social Care

Each section has a text field that can be completed.

It also has a section for recording the long-term outcomes to be achieved:



Steps and Provisions: 



Outcome - Enter the details of the outcome in the text field.

Preparing for adulthood type – Select the correct type from the pick list.

Steps – to add a step, click on the Add a new step button. The display will change:


Enter the step to achieving outcome and the date to be achieved by:

Provision – Click on the Add a new provision button. The display will change:



Enter the details of the support provision then click on Add a new provision. 
When all of the information in the section has been completed, click on Save Section:



There are certain fields that are mandatory. These fields will be indicated with a red asterix.  You will not be able to submit your advice unless these fields have been completed.

Documents
Any addition information to support the advice can be uploaded here:
If you want to add any documents, click on the Add Files button:



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



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



At the top of the screen, there are four options: 


Return to assessment stage - This will return you to the assessment page (please make sure changes are saved before returning to the assessment page – a warning message will be displayed if there are unsaved changes):



Download – it is possible to download a copy of the completed advice request as a PDF document. When you click on download, the file can be saved to your device:




Save Changes – when you have completed your advice information, click on Save Changes. 

Submit Advice
When you are ready to submit your advice, click on Submit Advice.

You will be asked to confirm you wish to submit the advice:



When you click on yes, you will be taken to the Assessment page and the display of the Requests for advice will be updated:



Having submitted advice towards the assessment, it will now be possible to read all other professional advice that has been submitted.


2

image4.png
What are the long-term outcomes to be achieved?

Long-term targets should include the child or young person's outcomes for the next key stage.Outcomes should be
SMART (specific, measurable, achievable, realistic, time-bound) and should specify if they are education or training
outcomes.
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Please add any attachments which you believe may be relevant to the request for an EHC needs assessment.

Filename

© Add Fils || # Start Upload

Status

Drag files here.

0%




image10.png
@ Open

« © A ThisPC > Windows (C) > EHC

Organise v Newfolder
7 Documents ~
7 Notebooks
I Projects
. Windows
= ThisPC
9 3D Objects
9 Desktop
% Documents
¥ Downloads
3 Music
= Pictures
 Videos

< Windows (C) v

File name:

X
v O Search EHC P
E- O @
Name. - Date modified. Type
|2 S e e 2022021 1155 Wicrosof Word Document
« >
Supporting Doc for Assessment Reauest docs <] [miries e S





image11.png
8 Supporting Documents

Please add any attachments which you believe may be relevant to the request for an EHC needs assessment.
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Request for Advice -

Assessment process under Section 36 (1) of the Children and Families Act 2014

A decision has been made to carry out an EHC needs assessment for this child or young person and you have been requested to
provide advice. If you are to provide advice, please ensure that you do so within the statutory 6 week time frame set out by the
SEND Code of Practice 2014.

Return to assessment stage Download Save Changes Submit Advice
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EHC needs assessment process

Following our decision to carry out an EHC needs assessment, we will coordinate gathering advice from professionals across
health, social care and education as well seeking your views.

Everyone being asked to provide advice for the EHC needs assessment must respond within 6 weeks.

On this page, you can see who has been requested to provide advice for this EHC needs assessment. You will be able to view all
of the advice provided once all responses have been received.

There are also two areas for the child/ young person and the parent, carer or guardian to record their views. "About Me" and
"Parent/Carer Views" are multimedia spaces where they can type text, add photographs or short video clips. As a SENCo, these
areas offer the opportunity for you to support the child/ young person and parent, carer or guardian to give their views.
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Case ID: EHC/21/0123 Assessment process under Section 36 (1) of the Children and Families Act 2014

Setting cases A decision has been made to carry out an EHC needs assessment for this child or young person and you have been requested to

provide advice. If you are to provide advice, please ensure that you do so within the statutory 6 week time frame set out by the

@ Young Person & Family - SEND Code of Practice 2014.
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HARRIET SMITH

Request for Advice Towards an Education, Health
and Care Needs Assessment

A concern has been raised that the child or young person detailed below may have special educational needs.




image16.png
@ Are you sure you want to submit this advice?

No




image17.png
Requests for advice

Team Job Request Request Due Request
Member Title Specialism Date Date Completed Date Status
Jo Senco Education  08/09/2021  20/10/2021 27/09/2021 Response

received
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EHC needs assessment process

Following our decision to carry out an EHC needs assessment, we will coordinate gathering advice from professionals across
health, social care and education as well seeking your views.

Everyone being asked to provide advice for the EHC needs assessment must respond within 6 weeks.

On this page, you can see who has been requested to provide advice for this EHC needs assessment. You will be able to view all
of the advice provided once all responses have been received.

There are also two areas for the Child / Young Person and the Parent, Carer or Guardian to record their views. "About Me" and
"Parent/Carer Views" are multimedia spaces where they can type text, add photographs or short video clips. As a SENCo these
areas offer the opportunity for you to support the Child / Young Person and Parent, Carer or Guardian to give their views.
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Requests for advice

Team Job Request Request Due Request
Member Title Specialism Date Date Completed Date Status
Jo Senco Education  08/09/2021  20/10/2021 Response
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* Will you provide information & advice for this child/young person?
O Yes - Child o young person is known and meets the criteria for an assessment.
O Yes - Child or young person has an allocated worker, who will be providing advice.
O Yes - Child or young person is not known but meets the criteria for an assessment.
O No - Child or young person is known but does not meet the criteria for an assessment.
O No - Child or young person is not known and does not meet the criteria for an assessment

O No - Other (please state reason)




