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Annual Review Information for learners with an Education and Health Care Plan.

Purpose:
Learners with an Education and Health Care Plan (EHCP) are required by the SENDCOP (Send Code of Practice) to have their EHCP reviewed annually. This is to ensure the outcomes and support remains relevant and is a true reflection of where the learner is now.
[bookmark: _GoBack]Prior to a meeting taking place to review the plan the provision, Capel Manor College, must provide a report on the learner describing their progress, engagement, attendance, ongoing difficulties and potential options for the next academic year. The provision must also look at the outcomes as stated in their plan. These can be found on a learner’s one-page profile on promonitor and should be incorporated into SMART targets set by tutors throughout the academic year. This the enables us, at the Annual Review, to answer whether the outcomes have been:
· Met
· Not met
· Ongoing
The report needs to be completed by all members of staff that work with the learner to ensure we have a well-rounded picture of how the learner has progressed, what support they still require or whether they require more support than they have received. 
These reports have to be sent out two weeks prior to the meeting date so it is vitally important that these are completed in a timely manner in order for our Learning Support Coordinators to be able to arrange the meetings.
The report document can be found on the learner’s promonitor page in the student meetings area entitled Annual Review meeting. These have all already been pre-populated, please do not create your own AR meeting. Please write your report in the relevant section only and start the report with ROLE - (Your name). Please include comments on the outcomes in your report as this will be the area of focus in the Annual Review meeting. 
Your reports must be informative and give a good overview of the student. You should not include personal opinion only factual statements and observations. They should link to the student’s outcomes as stated in section E of the EHCP and can also be found in their one page profile under Additional Learning Support in promonitor.










Where to find AR meeting om PROMONITOR:
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Click meetings and comments-choose student meetings
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Click Annual review meeting 

Write your report in the relevant Staff section.
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These sections will be completed by Learning Support Coordinators after the Annual Review meeting . Tutors should comment on the outcomes in the ‘Recommendations of any changes to support needs box as this box contains the students EHCP OUTCOMES. 
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Please read the ‘Good example of an Annual Review report’ and the ‘bad example ‘ to understand the information Learning Support Coordinators and Local Authorities require and what is not an acceptable report. 
If you have any questions on this process or require any support with your reports please do contact your campus Learning Support Coordinator as listed below. 

Precious.day@capel.ac.uk   All courses for Mottingham
Andrew.blake@capel.ac.uk  All courses for Crystal Palace
Jodie.Wheeler@capel.ac.uk   All courses for Gunnersbury Park

Joanne.nicolaysen@capel.ac.uk  All Animal Care courses for ENFIELD
Jo.lam@capel.ac.uk  All other courses for ENFIELD 
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‘promomtor Information v StudentILP v  Support v  Meetings And Comments ~  Reports and Documents ~ Q search Q
. Student Comments 104 (93) +
Student Details
Student Meetings Angel Marshall °
Standard (28013800) Confidential Comments " B [ H
N +
Personal Details
Name: Angel Marshall Email 28013800@student.capel.ac.uk
DoB: 14/08/2004 (19) Email Address  Angeladvocate3@gmail.com
Ethnicity: Any Other Mixed / multiple ethnic background 2
Gender: F Address: 16 Meadow View, High Road
Telephone: Cowley
Mobile: 07564895705 Uxbridge
oble: UBS 2HJ
Summary
Documents Personal Development SMART Targets Student Comments
Total: 9 Total: o Total: o Total: 104
Previous seven days: o Incomplete: o Reviewed or To Be Reviewed: o Incomplete: 93
Integrated Student Support Additional Learning Support
Total: o Total: 30

Previous seven days: o Previous seven days: o
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+
Category: -- Select a meeting category -- v Type: -- Select a meeting type - v
Complete Either o
Hide Cancelled Meetings: @] Hide pinned meetings: 0
+
Show meetings from other Academic Years: a]

Manage All Meetings

Key: ¢ Pinned (@ Complete @) Cancelled

Meeting Date  Pinned Time Reviewed By Status Completion

Date

04 Dec 10:00 Annual Review Moira Ahern 7

18 Oct Progress Review Sonia Jarema 7

07 Sep Dyslexia or Intervention Goals David Beadle 7
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To issue a no change v

Tutor (Comment on progress, likelihood of achievement, potential options for next year)
Attendance:
Punctuality:

If attendance or punctuality is under 90% please provide rationale and show actions for non-attendance.

Amy Lines

%
Maths and English Team
Attendance:
Punctuality:
If attendance or punctuality is under 90% please provide rationale and show actions for non-attendance.(Comment on progress, likelihood of achievement, potential options for next
year).

%

Support Staff (comment on support needs and support given this academic year) Where appropriate, include specific feedback from support staff - e.g. LSA, mentor, counsellor, work
experience co-ordinator, Careers Advisor

+8

Student
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