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This booklet explains:

• what an Annual Review is;
• what a Transition Plan is; 
• who is involved in looking 

at the Review and Plan and 
what they will do. 

Introduction
If your child has a statement of special educational needs,
the Local Authority must review the statement at least
every 12 months. This is called the Annual Review. This is
when you, your child, your child’s school and the Local
Authority look at the statement each year, and make
changes as necessary. The review is to monitor your
child’s progress and to make sure that the statement
continues to meet his or her needs. 

At Year 9, the Local Authority will also draw up a
Transition Plan. This Plan will look at how best to prepare
your child for adult life.  The Transition Plan will also be
reviewed at least every 12 months.

Interim Review 
If a child with a statement of special educational needs is at
risk of disaffection or exclusion, the school or the Local
Authority can call for an interim review or an early review.
They can also meet informally with you before the yearly
date, if there is concern about your child. (“Disaffection”
means the child will not go to school. “Exclusion” means the
school will not educate the child.)

What happens at the Annual Review
• The Local Authority will take views from you, your child, 

the school and others about what has been happening.
• They will set targets for the following year.

Who will go to the meeting
The Headteacher will invite:

• you, as the parent or carer;
• your child’s class teacher and/or special educational 

needs co-ordinator (SENCo);
• a representative from the Local Authority.

The Headteacher may also invite:

• a representative from the Health Authority;
• a representative from Social Services;
• other professionals, for example, an 

Educational Psychologist

You as the parent or carer can take
someone with you to the meeting.
This can be a friend, relative or
someone from the Parent
Partnership Office, if they 
are available.

The annual review

Children from Westfield Middle School,
Bedford, drew the illustrations in this
series of leaflets.

Remember
If your child has made 
great progress, a statement 
may no longer be needed.

1 2



What happens before the meeting
The school will ask for written reports from:
• you, as parent or carer of the child;
• your child’s teacher;
• any others who are invited to the review.
The Headteacher will also find out your child's views and
make a note of them.
The school will send copies of all written reports, together
with your child’s views, to all those invited to the meeting.

At the Review
Meeting
The meeting will take
place in school.  It will
consider, and may make
recommendations, on:

• your view of your 
child’s progress; 

• your child’s views;
• the school’s views;
• how far the objectives 

in the statement have 
been met;

• national curriculum 
requirements;

• targets for the coming 
year;

• whether any further 
action is needed and if 
it is, who will be 
responsible;

• whether the statement 
needs changing or is no 
longer needed.

After the Review Meeting
The school will write a report that says:
• what the meeting decided;
• what recommendations the meeting made regarding 

educational targets; and/or
• any changes to be made to the statement.  
The school will send the report to the Local Authority and
to all involved in the review. 

The Local Authority will then:
• consider the report from the review meeting;
• review the statement and any recommendations made;
• decide to change or, in some cases, end the statement;
• send copies of the recommendations to all involved.
If you are not happy with the outcome of the Review
Meeting, please discuss it with the school, the Local
Authority or with us at the Parent Partnership Service. 

The Headteacher will arrange a Transition Plan when your
child is in year 9 to look at your child’s needs as adult life
approaches.  The Headteacher will invite you to a meeting
along with a range of professionals, including a
representative from the Connexions Service. The
Connexions Service supports all 13–19 year olds in making
the transition to work and adult life.  Young people have
access to a Connexions Personal Advisor. The Headteacher
should also invite a member of Bedfordshire Social Services,
especially if your child has specific disabilities. The meeting
will result in a Transition Plan for your child that will
outline the first steps necessary in planning for your child’s
transition to post-16 provision and adult life.

The review meeting The review meeting

Your report
We strongly encourage you to
write your own report.  
You could include:

• your views of how much 
progress has been made in 
the last year;

• what has pleased you and 
what has caused concern;

• any important events which 
might have affected 
your child’s progress;

• what you hope to see your 
child achieve during the 
next year.

Your child could use the same
headings for their report.

If you would like help with
this, please phone us, 
tel: 01234 316353.

Transition plan
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What the Personal Adviser does
The Connexions Personal Advisor:
• will attend year 9 review meetings and will be responsible 

for overseeing the Transition Plan;
• can provide support to your child to plan how they can 

meet their personal and social goals;
• can provide your child with details of any benefits 

available and make sure that they understand their 
rights; and

• will make an Action Plan with your child and other 
relevant agencies.

If your child stays on at school after year 11, the Local
Authority may maintain the statement until your child is 19,
or until the end of the school year in which they become 19,
to make sure they finish a course. 

If your child leaves school to go to a further education
college or work-based
training, the statement
will end. The Learning
Skills Council will then
fund your child’s needs.
The Connexions Service
will assess what your
child will need in order
to carry on with their
education or training.

If you need the information in
this leaflet in another language
or in a special format, such 
as braille, large print or 
audio-cassette, please contact
us at the address below.
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Points for family and 
carers to consider

What are your expectations for
your child’s future adult life?

How can you help your child to
develop personal and social skills,
and to acquire an adult lifestyle?

How will future plans affect your
child’s care needs?  

What practical help and general
assistance do you and your
family need to support your child
as she or he becomes an adult?

The Parent Partnership Service
Westfield Middle School
Queens Park
Bedford
MK40 4HW
Tel: (01234) 316353
Fax: (01234) 316352
Email: parent.partnership@bedscc.gov.uk
Website: www.bedfordshire.gov.uk/parentp


