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An Action Planning meeting is an opportunity for all professionals involved with the family to work collaboratively with parents or carers and children and young people to write outcomes stating what it is hoped the child or young person will achieve and to decide how best to support the child or young person to meet these outcomes.  
Figure 1 shows the needs assessment process within Gateshead. As part of this process, an Action Planning meeting will be held approximately 3 weeks after all reports have been submitted to the Local Authority (LA). At this stage a draft plan will have been written and indicative resources will have been allocated.  
In addition to holding Action Planning meetings as part of the initial needs assessment process, an Action Planning meeting will be held at every transition year. This will generally be:
· Pre-school
· Year 2
· Year 6
· Year 9
· Year 11
· Year 13
Action Planning meetings can also be held at other times if the child/young person will be moving to a different setting or if they are approaching a key transition. 
Annual Review meetings will be held at all other times instead of an Action Planning meeting.

Figure 1:  The statutory assessment process within Gateshead.
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‘Planning should start with the individual and local authorities must have regard to the views, wishes and feelings of the child, child’s parent or young person, their aspirations, the outcomes they wish to seek and the support they need to achieve them. It should enable children, young people and parents to have more control over decisions about their support.’
SEND Code of Practice (July 2014)

The particular needs of the child or young person are central when using person centred approaches along with their informed engagement in the process.  Person centred approaches are used to answer two fundamental questions:
· Who are you and who are we in your life?
· What can we do together to achieve a better life for you now and in the future?
For children and young people who are unable to fully engage in this process themselves then family members may take on this role for them.  Plans written using person centred approaches should:
· focus on the child or young person as an individual
· enable children and young people and their parents to express their views, wishes and feelings
· enable children and young people and their parents to be part of the decision-making process
· be easy for children, young people and their parents or carers to understand, and use clear ordinary language and images rather than professional jargon
· highlight the child or young person’s strengths and capabilities
· enable the child or young person, and those that know them best to say what they have done, what they are interested in and what outcomes they are seeking in the future
· tailor support to the needs of the individual
· organise assessments to minimise demands on families
· bring together relevant professionals to discuss and agree together the overall approach, and
· deliver an outcomes-focused and co-ordinated plan for the child or young person and their parents
A range of techniques can be used when using person centred approaches, however the important thing is that children or young people and in most cases their parents or carers are actively involved in developing the plan.
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Parent/carer views need to be collected before both an Action Planning and Annual Review meeting using the parental views form.  Guidance for parents on the process of Action Planning meetings is available. Parents who would like further information or support can contact the Gateshead SEND Information Advice Service, who can support parents with paperwork, attending meetings, visiting schools and other settings and providing information on procedures.  
Gateshead SEND Information Advice Service 
Address: 20 Bewick Road
                 Gateshead
                 Tyne & Wear
                 NE8 4DP
Tel: 0191 4784667
Email: DIASS@barnardos.org.uk 
Parents, carers and young people who are transferring from a statement to an Education, Health and Care Plan, known as a Single Plan in Gateshead, can also ask for an independent supporter to help them through the process. Independent supporters are funded by the Department for Education until the end of March 2016 and offer impartial advice and support. In Gateshead, the service is provided by an organisation called Core Assets. Parents, carers and young people can contact Core Assets on 0800 028 8455, which is a free number, or complete a referral form online by clicking on the contact button at www.coreassets.com/what-we-do/independent-support-service.
The child/young person’s views also need to be collected before the meeting. Information for children and young people who will be attending Action Planning meetings and Annual Reviews is available. The guidance can be given directly to children and young people who are able to read and understand it or can be used as a guide for adults to explain the process to children and young people in a way they will be able to understand.  
In most cases, children who are secondary age and older will attend review meetings. Younger children can attend all or part of the meetings if it is felt that they will be able to understand and contribute to the meeting.  In some cases children and young people will need additional support to help them to understand what will happen in the meetings and to present their views, for example having information presented visually using symbols or pictures or having someone who can talk for them and help them express their views. Gateshead SEND Information Advice Service may be able to offer support in collecting the views of children and young people if the setting is unable to and/or an independent body is needed. 
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The following areas will be covered at the Action Planning meeting:
· What is working well – this can include what the child/young person is doing well, any support they are responding well to and anything that the family feels is helpful.
· What is not working - this can include areas of difficulty or areas where the child does not seem to be making progress. Any barriers to effective support should be discussed and any areas the family feel could be improved. 
· Action planning and writing outcomes – everyone at the meeting should contribute to setting outcomes for the child and discussing the most appropriate support to help them meet those outcomes. In most cases both the long term and short term outcomes will need to be changed or written if this is the first action planning meeting.  This is covered in further detail in Section 8
· Any changes to the one page profile.  
· Any changes to the outline/previous Single Plan – either a new outline Single Plans or existing Single Plan should be circulated prior to the meeting to allow for parents and professionals to make a note of any necessary changes.  
In general, Action Planning meetings should take around an hour, with the largest proportion of time being spent on writing the Action Plan and outcomes. If parents or carers wish to make a large number of changes to the plan then it may be appropriate for them to submit these changes in writing, rather than discussing them verbally at the meeting.  
The setting is responsible for organising and taking minutes of the meeting.  Any changes to the One Page Profile or Single Plan can be written directly on the profile or plan and posted or sent electronically.
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The following areas will be covered at the Action Planning meeting:
· The student’s strengths 
· The student’s dreams and aspirations – these need to focus on preparing for adulthood - see Section 6 for further details.  
· Action planning and writing outcomes – this should consider how can we build on the student’s strengths to move them closer to their aspirations. In most cases both the long term and short term outcomes will need to be changed or written if this is the first Action Planning meeting. This is covered in more detail in Section 8.
· Any changes to the One Page Profile. 
· Any changes to the outline/previous Single Plan – either a new outline Single Plans or existing Single Plan should be circulated prior to the meeting to allow for parents and professionals to make a note of any necessary changes.  
Action Planning meetings should take around an hour with the largest proportion of time being spent on writing the action plan and outcomes. If parent/carers wish to make a large number of changes to the Plan then it may be appropriate for them to submit these changes in writing, rather than discussing them verbally at the meeting.  
The setting is responsible for organising and taking minutes of the meeting.  Any changes to the One Page Profile or Single Plan can be written directly on the profile or plan and posted or sent electronically. 
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From Year 8 onwards, Action Planning meetings and Annual Reviews are expected to focus on preparing for adulthood (see Figure 2). Connexions Personal Advisers should be invited to all reviews from Year 8 onwards.
Figure 2: Example of a person centred transition plan.
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Outcomes from these Action Planning meetings should consider:
· preparing for higher education and/or employment and identify appropriate post-16 pathways such as: 
· training options -  supported internships, apprenticeships and traineeships should be discussed
· learning how to do a job (for example, through work experience opportunities or the use of job coaches) 
· help to understanding any welfare benefits that might be available when in work
· support to finding a job or setting up a business
· preparing for independent living which includes:
· exploring what decisions young people want to take for themselves and planning their role in decision making as they become older
· discussing where the child or young person wants to live in the future, who they want to live with and what support they will need. Local housing options, support in finding accommodation, housing benefits and social care support should be explained
·  maintaining good health in adult life which includes:
· helping children and young people understand which health professionals will work with them as adults and ensuring those professionals understand the young person’s learning difficulties or disabilities as planning well-supported transitions is vital to ensure young people are as healthy as possible in adult life
· effective planning with health services for the transition from specialist paediatric services to adult health care. 
· participating in society which includes: 
· understanding mobility and transport support
· how to find out about social and community activities
· opportunities for engagement in local decision-making. 
· support in and maintaining friendships and relationships
Within the Single Plan it needs to be clear which outcomes relate to education or training as these outcomes determine whether a Single Plan is continues for a young person aged over 18. The LA needs to decide whether the education or training outcomes have been achieved and the Plan will cease if there are no educational or training outcomes.
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At Annual Review meetings the Action Plan will be reviewed. Evidence of progress towards the outcomes should be discussed (the type of evidence needed will be written in the Action Plan).  If the outcomes have been achieved then new outcomes will be set but if the outcomes have not been achieved then there should be a discussion as to why not. 
If there are extenuating circumstances, such as poor attendance, then it may be appropriate to keep the outcomes for another year. If the outcomes were not appropriate then more appropriate outcomes should be written.  If it is felt that the type or level of support was not adequate then there should be a discussion around the type and level of support that would be more appropriate.  This information is then sent to the authority for a decision to be made on any changes to the support given.  The flow chart in Figure 3 shows this process.
Figure3:  Discussing outcomes in action planning meetings and annual reviews. 
No – is it due to…
Extenuating circumstances? eg poor attendance
Consider keeping the outcomes for another year. If appropriate include an outcome focusing on the extenuating circumstance, e.g. improving attendance
Have the outcomes been achieved?
Yes
Write new outcomes and complete the action plan for each one.




Inappropriate outcomes?
Inappropriate support?



Discuss what support would be more appropriate, completing the action plan for each outcome.  Paperwork should be sent to the authority for a final decision on support 
Write new, more appropriate outcomes and complete the action plan for each one.









At Action Planning meetings both the long term and short term outcomes will need to be discussed and changed if necessary, however, at Annual Review meetings usually only the short term outcomes will be discussed and changed unless the long term outcomes are no longer appropriate.
Once the Action Plan has been updated any changes to the One Page Profile should be discussed and noted. The rest of the Single Plan will only need to be changed if there are major changes to any of the sections within it. Any minor changes to the Singe Plan will be made at the next Action Planning meeting.  
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The Action Plan and writing outcomes
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The Action Plan details:
· Long term outcomes - these state what the child or young person is expected to achieve by the next key transition when the next Action Planning meeting will be held and will link to the needs identified in Sections B, C and D of the Single Plan. In most cases long term outcomes will not need to be changed during Annual Reviews. For secondary age children and older will need to be linked to the young person’s aspirations. Parents of younger children may have aspirations for their child which can be included in the plan, however this is not necessary.  
· Short term outcomes - these state what the child or young person is expected to achieve within the next year. Short term outcomes will usually be changed at every Annual Review and Action Planning meeting.  The process of reviewing short term outcomes is described in Section 7.
· Support to help meet these outcomes - these columns should specify how the resources in Section F, G and H of the Single Plan will be used to help meet the outcomes and who will be providing the support. 
· How often the child will receive support? - this needs to be specific, for example, 3 x 10 minute sessions per week, one review per term, etc. 
· Who will provide the support?  - will it be a teacher, teaching assistant, lunchtime assistant, someone outside of the school, for example an occupational therapist? It could also include family members if they are consolidating work that has been carried out at school.
· Success criteria -this column details how we will know whether or not the child or young person has met the outcomes set and the type of evidence that will need to be collected throughout the year to demonstrate that the outcome has been achieved.
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Aspirations are hopes and dreams for the future and don’t necessarily have to be realistic.  Aspirations are particularly important once the child reaches Year 8 and beyond and should be collected prior to the Action Planning meeting. From Year 8 onwards, aspirations should consider to employment, housing, health and friendships, relationships and community although other areas may also be included (see Section 6). If the young person is over statutory school age (ie Year 12 onwards) then their aspirations take precedence over the views of others, including their parents or carers, even if they are not felt to be appropriate by others unless the young person is ‘lacking mental capacity’ under the Mental Capacity Act 2005. 
Parents or carers of younger children may also have aspirations which can be included in the Plan.  If the child has their own aspirations these can also be included in the plan and may influence decisions around long term and short term outcomes.  
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An outcome is a positive, jargon-free statement of wellbeing in plain language that people can understand. It describes in positive terms what the child or young person will have achieved as a result of the intervention. 
In some cases children or young people will not be expected to make progress and a maintenance outcome is appropriate, for example for some children with school anxiety it may not be appropriate for them to improve their attendance at school and maintaining the amount of time they currently spend in school may be more appropriate to ensure that this does not decline further. For some children with degenerative illnesses, making progress in some areas may not be realistic but maintaining the skills they have, the access they have to different activities or slowing the rate of decline may be appropriate.  Questions to ask yourself when devising the outcomes are:
· What is the purpose of the programme/intervention?
· What should the child or young person know/be able to do or continue to do by the end of the intervention period?
 When writing outcomes you should:
a. Write the outcome in terms of what the child or young person will be able to do by the end of the intervention period and not what the support that the child will receive, for example, ‘Sally will attend a social skills group once a week’ is provision not an outcome.
b. Start each outcome with an action verb reflecting knowledge, skills or attitudes, avoiding vague verbs such as know or understand. Bloom’s Taxonomy can be helpful for suitable verbs.
c. Write long term outcomes that can be achieved by the next key transition and short term outcomes linked to these that can be achieved in 1 year.
d. Ensure outcomes are observable and measurable and are linked to assessment methods.
e. Link each outcome to interventions or strategies and specify the level of support. This should include type of support, hours and frequency and level of expertise of staff.
f. Check there are an appropriate number of short term outcomes related to each long term outcomes (no more than three short term outcomes for each long term outcome).
g. For young people aged over 18, it should be clear which outcomes relate to education or training.
h. Avoid jargon, for example, ‘CVC words’, ‘mathematical operations’, as the outcomes need to be clearly understood by everyone reading the Single Plan.
Remember that all outcomes should be SMART (Specific, Measureable, Achievable, Realistic and Time-bound)
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Section F, G and H of the Single Plan will state the provision allocated from education, health and social care for resources and Section J will detail any personal budget that has been allocated to the child or young person. As part of the action planning process it will need to be detailed how these resources will be used to help the child or young person to meet the outcomes in the Action Plan.  
Provision from education, health and social care can be used to meet the same outcome, for example if the child has communication needs then health resources could be used to provide speech and language therapy, education resources could be used to run a communication intervention within school and social care resources could be used to fund out of school activities which encourage the development of communication skills.  Specific details of how the provision will be used to help meet the outcomes should be included in the plan, for example hours of 1:1 or small group support, the level/expertise of staff supporting the child and any resources or interventions which need to be funded.  
[bookmark: _Toc390249067][bookmark: _Toc390251461][bookmark: _Toc390251909][bookmark: _Toc404598965]How will we know the child or young person has met the outcomes?
At the Action Planning or Annual Review meeting, the type of evidence that will be collected should be discussed. This evidence should be collected throughout the year to bring to the next review meeting showing whether or not the child or young person has met the outcomes set at the previous meeting. Types of evidence can include:
· Records of observations showing the behaviour described in the outcome.
· Examples of work showing the skills described in the outcome.
· Self-report methods, such as questionnaires, completed with the child.
· Parental views.
· Increases in PIVATs levels or other assessment tools.
For some outcomes, a baseline measurement will need to be taken at the start of the year so the amount of progress made can be determined.  
The Action Plan should also detail how we will know when the child has met the outcome. This involves deciding what is deemed to be an acceptable level of the behaviour described in the outcome.  For example, there may be an outcome that involves the child concentrating on adult led tasks, however, no child concentrates fully on tasks for 100% of the time and so a realistic aim should be set, such as remaining focused on tasks for 80% of the time.  
Action plans within Single Plans would usually have long term outcomes in more than one area which link to the needs identified in Sections B, C and D. Short term outcomes will then be linked to each of the long term outcomes.
The views of the child or young person should be considered when Action Planning, no matter their age or competency.  
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Changes to provision/resources

Changes of provision or support can be requested through an Action Planning meeting or through an Annual Review.  
Once the Action Plan has been completed, if it is felt,that more/less support or a different type of provision is required to help the child or young person meet the outcomes then this recommendation should be recorded in the documentation that the setting returns to the LA following the meeting. If additional support is being recommended, a provision map or ‘Support Pro-Forma for AEN Pupils’ will need to be completed. Requests for additional support or a change of placement will be considered by the SEND Panel who will make a decision about any changes to allocated provision.  
If it is felt that the needs of the child or young person can be met using the support available through the Local Offer then the Single Plan will cease. The Local Offer is available at www.gateshead.gov.uk/localoffer, 
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