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Guidelines for completing Annual Review Reports -  
(Forms A, B and C) 

 
These guidelines relate to the Portsmouth City Council annual review reports forms A, B 
and C (v.07/20). 
 

Which form? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Front Page

 

Insert the date of EHC Plan or the 

last annual review meeting 

(whichever is the later) 

Is the pupil in Year 5 

or below? 

Use Form A 

Is the EHC Plan written 

using the Preparing for 

Adulthood headings? 

Is the pupil in Year 6 

or Year 9 (or above)? 
Use Form C 

Use Form A 

(Year 7 & 8) 

Use Form B 

Yes 

No 

Yes No 

No Yes 
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Section 1: Background Information 

 

 

 

 

 

 

 This information should reflect the information on the EHC Plan, 

unless there have been changes which should be indicated.  

 The student/pupil name should be their legal name and if this 

differs from the EHC Plan, legal documentation eg Deed Poll, 

should be also submitted.   

 If there is more than one parent / carer and they live at different 

addresses, this should be reflected here. 

 IT IS IMPORTANT THAT AN EMAIL ADDRESS IS PROVIDED 

FOR THE PARENT / CARER AS THIS WILL BE HOW THE 

SEN TEAM WILL BE COMMUNICATING WITH THE 

MAJORITY OF PARENTS / CARERS AND YOUNG PEOPLE. 

 

This is a brief summary of Section 6 

if changes are recommended (This 

helps to flag this AR to the SEN 

Team) 
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 This should be completed to reflect if the child/young 

person is Looked After.  

 You should also indicate if there have been any 

changes in Section 1a.  

 This should include name of educational establishment and date of 

admission. 

 Attendance levels should be recorded here and notes of any concerns 

regarding attendance. 

 If the student/pupil is dual registered with another school, this should be 

indicated. 

 If there has been an EHA/SAF/CIN Plan etc and continued review 

meetings, these should be attached to the paperwork and Lead 

Professional detailed here.  
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This section should reflect everybody who was 

invited to attend the review meeting and who 

did attend and whether a written contribution 

(report) was provided. 

 This section should detail the Plan Co-ordinator's name and 

email address.  The Plan Co-ordinator is usually the SENCO 

in a school or Head of Learning Support in a College.   

 Where there is 'Student/pupil' in red, please substitute for the 

student name and then indicate how they have been involved 

with the review. 
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Both the 'This is me' form and the 'Our Views' forms are available to 

download from the Portsmouth Local Offer website 

(www.portsmouthlocaloffer.org) and completed forms should be 

attached and circulated with the annual review forms. 
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Section 2: Person Centred Review 

 

 
 
 
 
 
 
 
 
 

 Section 2 relates to the 'Person Centred' 

approach to the review process.  Further 

information about holding a 'person 

centred' annual review meeting can be 

found on the Local Offer website. 

 It is important that all Annual Reviews are 

conducted in a 'person centred' way. 

 The information gathered from the person 

centred review (whether that will be on 

post-its or on flip chart paper) will inform 

Sections 3 and 4 (and should be recorded 

in those sections). 

 Form B and C also have a focus on the 

four Preparing for Adulthood areas. 

 

 Any issues/comments identified during this 

process that is not relevant to add 

elsewhere can be recorded. 



www.portsmouth.gov.uk 

 

[Type text] 
 

 

Section 3: Current Special Educational Needs 

 
 
 

 
 
 
 
 
 

 
 
 
 
 
  

 The profile of need is available on the Portsmouth Local Offer. 

 The Profile score should be calculated using a 'best fit' approach. 

 In the commentary box, you should detail a description of the pupil's 

special educational needs using the PON as a guide (this is not a 'cut 

and paste' exercise). 
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Section 4: Progress Made and Support Provided and Outcomes for 
the Coming Year 

 
 
 
 
 
 
 

 In Section 4, you will need to use the Education, Health and Care Plan and the 

last annual review (if applicable) to complete the 'special educational needs' 

and long term outcomes. 

 A word version of the EHC Plan can be requested from the SEN Team so that 

this information can be 'cut and pasted' over to save time. 

 Form A and B - use the 4 main area of needs as headings. 

 Form C uses the 4 Preparing for Adulthood areas as headings. 
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 The 'Strengths / Progress 

made' section should detail 

everyone's views of 

progress towards the long, 

medium and short term 

outcomes since the issue of 

the EHC Plan or the last 

annual review, whichever is 

the latest. 

 Information gathered in 

Section 2 should be used to 

complete these sections as 

well as any reports gathered 

which includes the 'This is 

me', parents views or 

reports from professionals. 

 For mainstream schools, details of the 'Special Educational Provision' 

should be taken from the 'Summary of Provision' sheet issued with the 

EHC Plan, unless changes were made and agreed at the last annual 

review. 

 For Post 16 educational placements, all TA support and any specific 

interventions/ programmes used should be detailed. 

 For specialist provision, any specific interventions used to support the 

student should be listed here. 

 There is no need to detail all the provision detailed in the plan, only the 

provision that would be 'costed' and not strategies.   

 It is important that the provision detailed in the EHC Plan is being 

delivered. 
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This section should state if there are any changes recommended to the special educational 

needs, long term outcomes or provision.  This should be detailed as specifically as possible to 

ensure the necessary changes are clear. 

Form B only - if there are any changes to the long term outcomes recommended, these 

should be reflected later in Section 4 (Transferring the Outcomes in the Education, Health and 

Care Plan to the four Preparing for Adulthood Outcome areas) - see below. 

If requesting changes to provision which will increase the level of costed provision, this request 

will need to be supported by another professional and evidenced in their report eg EP, SALT, 

PSENSP, MABSS etc. 

The medium/short term outcomes may be carried forward from previous section if not yet met, 

or new outcomes set that are the next steps to achieving the long term outcomes. 
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Form C only - Profile of Support 
 

 

 

   The Profile of Support is available on the Portsmouth Local Offer and should 

be completed for all students in Year 9 and above.  

 

 Only one score should be given to each of the 4 Preparing for Adulthood areas 

using a 'best fit' approach. 

 In the commentary box, you should detail a description of the young person's 

support needs using the POS as a guide, but not a 'cut and paste' exercise. 

 This information is important and will be used to provide an indicative view 

to the Local Authority about the support needs as the young person moves 

into adulthood.  
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Form B only - Transferring the Outcomes in the Education, Health 
and Care Plan to the four Preparing for Adulthood Outcome areas.  

 

 
 
 
 
 

 
 
 
 
 
 
 

The health needs, provision and outcomes 

should be taken from the EHC Plan or last 

annual review and any updates recorded in 

'progress made and comments' 

 The Preparing for Adulthood (PfA) Outcomes are: 

 Employment, Training, Higher Education or Supported Work Experience 

 Participation in Society 

 Independent Living 

 Being Healthy. 

 These do not easily match the four main areas of need (Communication and Interaction; 

Cognition and Learning; Social, Emotional and Mental Health; and Sensory and/or 

Physical) and it will be a case of using a best fit option. 

 The original long term outcomes in the EHC Plan should be placed into the four PfA 

outcome areas as best as possible. Generally the following applies: 

 'Cognition and Learning'  'Employment, training…',  

 'Communication and Interaction'  'Participation in Society' 

 'Social, Emotional and Mental Health'  'Participation in Society' 

 'Sensory and/or Physical'  'Independent living' or 'Being Healthy'  

 There are no exact rules however and outcomes may need to be split up, for example 

'telling the time' or 'knowing all the coins' may have been original outcomes in 'cognition 

and learning' but would fit better under 'Independent living', but the rest of the 'cognition 

and learning' outcomes eg reading sight words are better placed under 'employment, 

training…' 

 Any changes to the outcomes either to update or focus more on the PfA outcomes should 

be stated in the right hand column. Outcomes should be related to the young person's 

aspirations. 
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 The health needs, provision and outcomes should be 

taken from the EHC Plan or last annual review and any 

updates recorded in 'progress made and comments'. 

 Any health reports received since the EHC Plan was 

issued or the last AR should be attached to the AR 
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The social care needs, provision and outcomes 

should be taken from the EHC Plan or last 

annual review and any updates recorded in 

'progress made and comments'. 

A EHA or Stronger Futures Baseline should be 

considered if there are unmet social care needs. 

 

Please detail any factors that may 

be influencing progress that are 

happening in or out of education.   
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Section 5: Attainment 

 
 
 
 
 
 
 
 

 

  

 The attainment section should be completed as much as possible.  P-levels/EYFS 

scores should be used for pupils working within them.  

 The explanation box should be used to indicate how progress has been measured 

- stating 'working below' is not sufficient - working below what level? 

 Form C - For Post 16 students, it must include commentary on the progress on 

their current course(s). 
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Section 6: Support, Placement and Recommendations for the 
Coming Year 

 
 

 

 This should be completed as appropriate if 

the student does or doesn't receive travel 

assistance. 

 'student/pupil' needs to be replaced by the 

student name. 

If the pupil receives a personal 

budget, this should be reflected 

here.  A personal budget could be 

related to transport, short breaks, 

health care or a bespoke package. 
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 This should be completed as 

appropriate. If indicating that a change 

in placement is required, this should be 

detailed here.  If recommending a 

change from mainstream to special, 

then evidence will be required to 

support this request from an EP. 

 For special schools - if requesting a 

change in banding, this should be 

thoroughly detailed here to explain why 

the request is being made. 

 Form C only - For Post 16 pupils, it 

must state what the plans are for the 

next academic year, even if they are 

continuing on the same course.  We 

also expect a copy of the current 

Progression Plan to be attached with 

the Annual Review paperwork. 

 Form C only - It is a requirement for 

students in Year 8 and above to receive 

career guidance, and this should be 

indicated. 
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 If answering 'no' to 'Does Student still require an EHC Plan?', then this is 

recommending a cease and that the pupil's needs can be met at SEN Support 

level.   

 Any recommendation to amend the EHC Plan will be considered by the SEN 

Team.  The annual review paperwork does serve to update the EHC Plan, and 

minor changes or updates to the medium/short term outcomes will be detailed 

in the AR paperwork.  However changes to the long term outcomes or 

provision may require amendments being made.   

 Re-assessments should only be recommended when there are significant 

changes to the special educational needs detailed in the EHC Plan.  A re-

assessment indicates that a full EHC needs assessment should be carried out 

and will follow the 20 week process. This question is not to be used to request 

individual assessments eg EP or SALT, which could be detailed in the 4th 

question (any further action) actioned by the school/college.   

 The primary need can only be one of the following 11 categories - MLD, SpLD, 

SEMH, SLCN, ASD, PD, SLD, PMLD, HI, VI, or MSI.  

 The primary need is allocated by the SEN Team at the time the final EHC Plan is 

issued and can be found in the letter addressed to the school at the time the final 

plan was sent out.   

 If a previous annual review has requested a change in the primary need, the SEN 

Team will write to confirm that this has been agreed and this letter will then 

supersede the letter sent with the final EHC Plan 

 Only once the primary need has been agreed by the SEN Team can any records eg 

SIMS be amended. 
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 Section 6f should contain any differing views or any other 

relevant comments. 

 Section 6g should be signed by student (if appropriate to do 

so), parent/carer, SENCO and Headteacher (Year R-11) after 

the review report has been completed to indicate that everyone 

is in agreement with the contents. 

The completed (and signed) AR report form with accompanying 

reports should be returned to the SEN team electronically (preferably 

via SSE and email sen.education@secure.portsmouthcc.gov.uk to 

inform that it has been uploaded) within 2 weeks of the review 

meeting being held).  For Colleges, please use the Anycoms+ system 

to return your AR reports. 

It is important to note that the contents of an annual review report 

may be used as the evidence to amend the Education, Health and 

Care Plan at any point.  It may also be used as evidence for an appeal 

to the First Tier Tribunal - SEND. 
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