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Education, Health and Care 
Plans : the transfer process
As your child currently has a statement of SEN the Local Authority has a duty under 
the 1996 Education Act to review this statement annually.  If the objectives of the 
statement have been met and any remaining needs can be met through the Local 
Offer the Local Authority will cease to maintain the statement as it is no longer 
needed.  However, if your child still has needs that warrant a statement, then we  
can start the transfer process which is explained in more detail below.  

The transfer process lasts 18 weeks
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Pre-Transfer
If you want to go 
ahead with the 
transfer process 
the Local Authority 
(the LA), together 
with your child’s 
educational setting 
will bring together 
existing reports and 
information about 
your child. The LA will 
make sure you agree 
to the transfer review 
process by getting 
your signed consent 
before going ahead. 
If you agree the 
Local Authority will 
arrange a Transfer 
Review Meeting. 
You will be informed 
of the date of this 
meeting at least two 
weeks before it takes 
place and you will 
be given information 
about what happens 
next.

My Plan
This is when the 
personalised Draft 
EHC Plan will begin 
to develop. It will 
be co-produced 
between your son or 
daughter, yourself, 
the educational 
setting and the 
practitioners that are 
providing advice. A 
Multi Agency Draft 
Plan Meeting will 
be held to agree on 
outcomes, what will 
help to meet the 
outcomes and how 
everyone will work 
together to achieve 
this.

The Transfer 
Process
At the Transfer 
Review Meeting 
you, your child’s 
educational setting 
and the Local 
Authority will 
decide whether the 
information the LA 
has about your child 
is good enough 
to use for a new 
Education, Health 
and Care (EHC) Plan.  
If it is, the Draft 
Plan can start to 
be written.  If not, 
the LA will ask the 
relevant services for 
more information.  
Independent 
Supporters can 
support you through 
the process  and will 
make sure that your 
and your child’s views 
are represented. 

All About Me -     
a Profile
This stage enables 
your son or daughter, 
with support if 
needed, or you if 
your child is happy 
with that, to tell 
us about what is 
working well and 
what isn’t working 
well, about what 
support is helpful at 
the moment, and 
very importantly, 
your child’s hopes 
and aspirations for 
the future. This will 
be written down 
as a Child or Young 
Person’s Profile. 
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My Personal 
Budget
Here you can think 
about whether 
you would like to 
manage some of 
the funding for your 
child’s EHC Plan. 
Further information is 
available about this if 
required. 

My Support
Once the Draft EHC 
Plan is complete the 
Local Authority will 
consider the Plan and 
decide whether or 
not your child’s needs 
and the desired 
outcomes can be met 
by the Local Offer 
without a plan or 
whether a Final Plan 
should be issued.  If 
a Final EHC Plan is 
issued the LA will 
agree the resources 
to support the Plan. 
If a personal budget 
is agreed the Plan will 
explain how to use 
the funding available 
to you. If a Final Plan 
is not issued a Next 
Steps Meeting will be 
arranged to develop 
a SEN Support Plan 
for your child.  

My Review
The EHC Plan will 
be reviewed at least 
annually (and every 
3 – 6 months if your 
child is under 5) to 
make sure it is still 
relevant to your 
son or daughter. 
In some cases, it 
may be reviewed 
more frequently, 
if this is agreed by 
you, your child and 
those practitioners 
providing support. 
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Timetable of the transfers
Academic year group your 
child or young person is in 
as of September 2015

For the year groups 
indicated below the Local 
Authority intends to start 
the transfer process  in the 
school year 2015 – 2016

For all other year groups 
the Local Authority intends 
to start the transfer process 
in the school year 2016 - 
2017

Reception When they are in Year 1

1 When they are in Year 2

2 When they are in Year 3

3 ✓

4 When they are in Year 5

5 ✓

6 When they are in Year 7

7 ✓

8 When they are in Year 9

9 When they are in Year 10

10 When they are in Year 11

11 ✓

“..It is for local authorities to determine when children and young 
people will be transferred to the new SEN and disability system 
during the transition period”. (DfE Section 4.5 “Transitional 
guidance to the new 0 to 25 special educational needs and 
disability system” September 2015).

This timetable will be reviewed following the 
implementation and learning from 2015/2016.
Children with statements of Special Educational Needs 
who are ‘Looked After’ by the Local Authority will 
undertake the transfer process irrespective of their year 
group.
The Local Authority will also give careful consideration 
to other groups of children and young people where it 
appears in their best interest to undertake the transfer 
process.
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What happens next?
Your main contact will be your SEN 
Keyworker. They will work closely with 
other practitioners during the process, and 
their role is described below.
Your SEN Keyworker will make sure 
that:
• Your views and your child’s views about 

what is going well and what could be 
better in relation to their learning and 
education are recorded

• The hopes and aspirations for your 
child’s future are included in the plan

And will:
• With you and the rest of the people 

involved, agree a date for the Multi 
Agency Draft Plan Meeting and where 
the meeting will be held

• Make sure we have up-to-date 
information concerning the services 
that you use

• Work with you to prepare for the Multi 
Agency Draft Plan meeting and  
co-ordinate the Draft Plan

• Explain personal budgets and outline 
the options that will be available to you

More information is available from the 
SEN Service who can be contacted on:  
020 7361 3311
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What support is available to me?

Westminster

Independent Supporters: Information, Advice and 
Support Service (IASS):

Parent Forums:

Independent Supporters 
offer a range of support, 
including advice during the 
EHC assessment process, 
discussions across different 
agencies, and guidance 
concerning personal 
budgets. The level and 
nature of this support will 
be tailored to the particular 
needs of the specific family. 

IAS Service (formally Parent 
Partnership Service) offers 
free, confidential service 
and impartial information, 
advice and support to 
families of children and 
young people who have 
special educational needs 
or disabilities (SEND) 
about a range of matters 
such as the Local Offer, 
local policy and practice, 
personalisation, personal 
budgets, preparation for 
adulthood, the law and 
guidance on SEN and 
disability, health and social 
care as well as support in 
resolving disagreements, 
mediation and tribunals.
Independent Supporters 
are also provided as an 
additional resource to work 
directly with young people 
and the parents of children 
for support on requesting 
an EHC assessment or 
converting statements into 
a plan.

Parent support groups are 
a very helpful source of 
information and guidance, 
as well as offering 
support for families with 
children who have SEN or 
disabilities. 

Kids - 020 72887 175
IS.London@kids.org.uk

IAS Service
020 7641 5355
iass@westminster.gov.uk

Independent Support 
Service
020 7641 6951
iass@westminster.gov.uk 

For parents in Westminster 
contact Westminster 
Parents Participation 
Group on 
07943 881578
wmppg09@hotmail.co.uk
www.wmppg.co.uk
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