
PRIVATE AND CONFIDENTIAL
Insert your address
Telephone number
BiBorough SEN Team 
2nd Floor Green Zone
Kensington Town Hall
Horton Street
W8 7NX

[Insert date]

- Request for EHC needs assessment -

Dear 

INSERT NAME OF CHILD OR YOUNG PERSON AND DOB
INSERT ADDRESS

[I am the parent of [insert name of child or young person] or if a young person is writing in their own name, my name is [insert name of child or young person] and am writing to request an Education, Health and Care needs assessment under section 36 of the Children and Families Act 2014.

Potential breach of duty under section 44 Children and Families Act 2014

My child’s EHCP was reviewed at a meeting held at xx School on xx month 20xx but I have not been sent a decision letter from the LA regarding completion of the Annual Review process.

I understand that if the LA decides to amend the EHC plan, you need to tell me this in writing and this must include details of the amendments you are proposing (R (L, M and P) v Devon County Council [2022] EWHC 493 (Admin). I also understand that if the Plan is to be maintained and will not be amended, you also need to tell me this in writing.

I am sorry to inform you that you are in breach of this duty and that delaying the completion of the annual review process denies my child the support she needs and also denies me the right of appeal.

Please send notification of your decision together with the proposed amendments to me within 5 working days.


Reasons for request

I believe that [name] is entitled to an assessment of their needs because he/she requires special educational provision to meet their needs.

[Set out here details of:
· the child or young person’s special educational needs
· what steps the school or educational institution have taken to date to meet the child or young person’s special educational needs including any provision any additional intervention or support provided 
· rates of progress / attainment and why you think the child or young person is not making expected progress
· and where appropriate the provision that you think that they might need]

I am enclosing the following evidence in support of my request: 

[List here any evidence that you wish to be considered. If possible, this should include a letter of support from the child or young person’s SENCO or head teacher / principal]

[I confirm that an EHC needs assessment has not been undertaken during the previous six months] OR [although an EHC needs assessment has been completed within 6 months I consider it is necessary for a further assessment to be undertaken because [insert reasons here].

Steps you are required to take

I look forward to hearing from you by no later than [insert date 6 weeks from the date of the letter]. 

Please kindly acknowledge receipt of this letter by return.

Yours faithfully


[insert name]

Template letter - failure to complete the Annual Review Process

Dear Sir / Madam

INSERT CHILD NAME AND DATE OF BIRTH


Potential breach of duty under section 44 Children and Families Act 2014

My child’s EHCP was reviewed at a meeting held at xx School on xx month 20xx but I have not been sent a decision letter from the LA regarding completion of the Annual Review process.

I understand that if the LA decides to amend the EHC plan, you need to tell me this in writing and this must include details of the amendments you are proposing (R (L, M and P) v Devon County Council [2022] EWHC 493 (Admin). I also understand that if the Plan is to be maintained and will not be amended, you also need to tell me this in writing.

I am sorry to inform you that you are in breach of this duty and that delaying the completion of the annual review process denies my child the support she needs and also denies me the right of appeal.

Please send notification of your decision together with the proposed amendments to me within 5 working days.

Kind regards
INSERT YOUR NAME

