This guide is designed to lead you through the process of a parental referral for an EHC Plan Needs Assessment. 

Step 1. Ask for a meeting. Approach the Special Educational Needs Co-ordinator (SENCo) at your child or young persons’ school or setting and ask for a meeting to express that would like to apply for a Needs Assessment for your child. 

Step 2. Special Educational Needs register (SEN). Is your child on the Special Needs register?  If yes, your child should have a Support Plan or an Individual Education Plan, which you should be aware of. This plan should be reviewed regularly with yourself and the class teacher or SENDCo. At this point, you may be happy with the processes that are in place to monitor your child’s progress moving forward and therefore you may not wish to apply at this point.

Step 3. External Agency Involvement.  If you are not happy with your child’s progress or continue to have concerns have school involved any external agencies such as the HINT team or the Educational Psychologist? Do you have a copy of any reports about your child? Having external agency involvement will help to support the application for a Needs Assessment. Ask school as to whether they feel this would be appropriate. 

Step 4. Needs Assessment for an Educational Health Care Plan (EHCP) – School Application. The school or setting will arrange a meeting with yourself and other relevant professionals to review the support plan. A Needs Assessment request will be completed with all involved, if it is felt that this is the next step.  This will then be submitted to Gateshead Local Education Authority for the decision as to whether to proceed with an assessment. Information will be gathered from yourself as well as all the professionals involved with your child.

Step 5. Needs Assessment for an Educational Health Care Plan (EHCP) – Parental Application. If school does not feel that your child meets the threshold for a Needs Assessment for an EHCP you can still place a parental request. Please note that Gateshead Local Authority as part of the process will still request information about your child from the school or setting. 

To make a request complete the Parental request form for a EHCP and send it to the SEN team- SENTeam@Gateshead.gov.uk .

We would also recommend you include any additional reports, letters or assessments by any professionals that have been involved.

