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Making a request:

School/ Parent/ young person/ professional makes an application for an EHCNA via the online form 
Request an EHCPNA not a lot of information is needed at this stage. 

A request is then triggered and applier can upload up to 8 docs. 
If they are too big they will not upload due to size limit. 

Do not use zip files,
Remove passwords.

Keep file names short 

An auto response is sent and you can reply to this with any extra info you wish us to consider

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fkentcc-self.achieveservice.com%2Fen%2FAchieveForms%2F%3Fform_uri%3Dsandbox-publish%3A%2F%2FAF-Process-e5dd1c9a-a793-4441-833a-58f2232864fb%2FAF-Stage-572baec8-507b-4907-a125-3cf929fd14d2%2Fdefinition.json%26redirectlink%3D%252Fen%26cancelRedirectLink%3D%252Fen%26consentMessage%3Dyes&data=05%7C02%7CLucy.Stone%40kent.gov.uk%7Ca5bee09741d3412065cd08ddd65fc0cd%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C638902428941852720%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=MYvHuduQ9nSEf1EdTArKRMIyOgbSVzrsRU%2FGOtwtKTU%3D&reserved=0


Making a request cntd:

Yes-useful No-  not useful

Up to date attainment and progress Photos

Evidence of the graduated approach: Two reviewed 
Assess, Plan, Do, Review cycles showing the 
provision delivered, its impact and progress against 
identified targets/outcomes.

Minutes from meetings

Notes, recommendations and outcomes  from PRG 
and CoS

Copies of child’s work

Attendance records Videos

Fully completed detailed appx 2 Anything more than 2 years old (other than 
diagnosis)



0-6 weeks:

Business Support allocate the case to an Assessment Officer 

Introductory email is sent to parents; info is requested from agencies and school

Application goes to panel for decision on whether to complete an EHC Needs Assessment

If yes- an Educational Psychologist (EP) request is made

If no- automated email sent to parents and school advising the decision, appeal letter 
attached. All collated evidence sent to parents. 



6-16 weeks (approx.)

EP Service assign the case to an EP
EP arranges a review with school/ parents/young person
EP write up the report and provides advice and guidance for the LA
Further info requested from health (appx 4) and any other involved services such as Social Care (app 6).

Officer uses the EP report and all other advice received to put back to panel for a decision whether or not to 
issue an EHCP 

Parental preference of type of setting is requested 

If yes- parents are advised of outcome and officer begins drafting the plan, PP is requested
If no- parents are advised of outcome and right to appeal if opened 



16-20 weeks (approx.)

The assessment officer passes the case to a placement officer who begins considering parental 
preference and the closest or current mainstream school.

Schools have 15 days to respond (the quicker this is returned, the quicker placement can be finalised) 

School’s responses are considered and an acceptance or direction letter is sent. It may be that further 
consults are sent at this point (for example if the school requested has no spaces (special only)) and 
therefore a further 15 days is needed. 



16-20 weeks cntd (approx.)

If responses are not back within the 20 week timescale, a plan may be issued by ‘type’. If consult 
responses are back, a decision is reached on placement and the plan is returned to the 
assessment officer to finalise the plan.

Parents again have a right to appeal against section B, F and I of the plan.

The plan is passed over to the casework team. 



The EHCNA process – 
SEND Code of Practice compliance for ALL 

SEND Code of Practice: 

• ‘may be necessary’ – para 9.3. You do not need to prove an assessment/EHC plan is required. You are demonstrating 
evidence that it ‘may be necessary’. 

• ‘relevant and purposeful action’ – para 9.14. LA asked to consider this. Therefore, a list of interventions is not 
enough. Why were they were chosen, what they were intended to achieve and what happened as a result.

• ‘has not made expected progress’ – para 9.14. Avoid relying solely on phrases such as working below age-related 
expectations. Give evidence showing what progress was expected, what progress occurred and what needs remain.

• ‘nature, extent and context’ of SEN – para 9.14. What the SEN is and how it affects the child or young person in their 
educational context.

• ‘action already being taken’ – para 9.14. Don't simply upload reports and assume the reader will make the 
connections. Your evidence should create a clear thread between identified need → advice/action → provision → 
impact → remaining need.

• Progress ‘only been as a result of much additional intervention and support’ – para 9.14. Progress does not 
automatically mean that an EHCNA is unnecessary. Settings must explain what it takes to achieve that progress.



The EHCNA Process -  
Kent SENCo Checklist 

☐ What are the child or young person's SEN?
☐ What is the impact of those needs on day-to-day learning/life?
☐ What are their strengths?
☐ What are their views and aspirations?
☐ What do the parent/carers say?
☐ What has the setting already done?
☐ What provision has been delivered?
☐ How often and for how long?
☐ What professional advice has been received?
☐ How has that advice been implemented?
☐ What progress has been made?
☐ What difference has the provision made?
☐ What needs remain despite the support?
☐ Why may an EHC needs assessment now be necessary?

Don't just show that a child/young person has needs. 
Show the journey.

Need → Assess → Plan → Do → Review → Impact → 
Remaining need (that may require an EHCP)



Webinar series

Live at 8.15am
and recorded
(available a few days 
after on KELSI)

Date Title & Registration

30 September 2026 
What every SENCo needs to know this year

8 October 2026 Writing your inclusion strategy

4 November 2026
EHCPs: Getting the basics right

24 November 2026
Inclusion Funding 

9 December 2026
Who can help? Integrating Experts

14 January 2027 Moving beyond individual interventions

19 January 2027 Making your funding work

3 February 2027
Stronger partnerships with families and wider services

4 March 2027
Consultation Process – what is it? What needs to be considered? 

29 April 2027
Inclusion That Works: School Case Studies

6 May 2027
Annual Reviews: Improving Quality and Impact

15 June 2027
Ofsted, Inclusion and Demonstrating Impact

8 July 2027
Leading Inclusion: Planning for the Next Academic Year

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2F0a633c7d-9b51-49ea-8016-946d7fe5669c%403253a20d-c735-4bfe-a8b7-3e6ab37f5f90%3Fsource%3DcopyLinkLegacyShareLinkDialog&data=05%7C02%7CLauryn.Alleyne-Coore%40kent.gov.uk%7Cde501f169c534e03a40808df13ff15a1%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C639251658429445806%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=5XG5ME21Ztpu68Fe0%2BZJxXJe48Mg3yZh7vnKo5H1HNU%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2F0ce8b781-211f-4084-a184-f9a9d102b4d2%403253a20d-c735-4bfe-a8b7-3e6ab37f5f90%3Fsource%3DcopyLinkLegacyShareEventDialog&data=05%7C02%7CLauryn.Alleyne-Coore%40kent.gov.uk%7Cde501f169c534e03a40808df13ff15a1%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C639251658429483843%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=QDv15yT5tlJpFj83bVzCFxwAA%2BttL9wzrlZIGaV8vzc%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2F199c8c2c-f7b6-40eb-800b-a3fbe6b70e29%403253a20d-c735-4bfe-a8b7-3e6ab37f5f90%3Fsource%3DcopyLinkLegacyShareLinkDialog&data=05%7C02%7CLauryn.Alleyne-Coore%40kent.gov.uk%7Cde501f169c534e03a40808df13ff15a1%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C639251658429520245%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=E75%2Bj3kIgzbBzgYdHjZC%2BETBuyzO1WHpmegvk%2BuMQvg%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2Fd8a7b337-be0d-4a93-b05b-8866e9367ea2%403253a20d-c735-4bfe-a8b7-3e6ab37f5f90%3Fsource%3DcopyLinkLegacyShareLinkDialog&data=05%7C02%7CLauryn.Alleyne-Coore%40kent.gov.uk%7Cde501f169c534e03a40808df13ff15a1%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C639251658429554522%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=OlFqGJdX%2F%2B3m6ZpieJ9UuHCGCgbuH6w%2Bi6ZIjpQrlpI%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2F44482bf0-e5c8-4a98-8726-4135200c6fc0%403253a20d-c735-4bfe-a8b7-3e6ab37f5f90%3Fsource%3DcopyLinkLegacyShareLinkDialog&data=05%7C02%7CLauryn.Alleyne-Coore%40kent.gov.uk%7Cde501f169c534e03a40808df13ff15a1%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C639251658429600518%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=74ewc2R4k97NzQAfs0iM4GiKLs01X%2BCqpTu5NamZhu0%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2F3a1c882c-cb2e-4582-a705-56e5041d8089%403253a20d-c735-4bfe-a8b7-3e6ab37f5f90%3Fsource%3DcopyLinkLegacyShareLinkDialog&data=05%7C02%7CLauryn.Alleyne-Coore%40kent.gov.uk%7Cde501f169c534e03a40808df13ff15a1%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C639251658429629366%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=Y9ftgezVEGeIuQclXEXblKjLWIEReZ876su7tSFNoNg%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2Fa0f3ffe8-1304-4c79-a485-ee979d6698fe%403253a20d-c735-4bfe-a8b7-3e6ab37f5f90%3Fsource%3DcopyLinkLegacyShareLinkDialog&data=05%7C02%7CLauryn.Alleyne-Coore%40kent.gov.uk%7Cde501f169c534e03a40808df13ff15a1%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C639251658429651034%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=ZaV4uTOjTvR%2Fd9L4n8%2FaqgvxxFFL4EIfcBAz24fKTww%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2F3c419f73-0963-4826-a827-b61df741bbac%403253a20d-c735-4bfe-a8b7-3e6ab37f5f90%3Fsource%3DcopyLinkLegacyShareLinkDialog&data=05%7C02%7CLauryn.Alleyne-Coore%40kent.gov.uk%7Cde501f169c534e03a40808df13ff15a1%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C639251658429672300%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=zXh843D2rTkvKS9oUAn0m7P1z733OfwM30snkAdczgA%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2F50c8e073-2179-4e31-af46-b0b3d21afc65%403253a20d-c735-4bfe-a8b7-3e6ab37f5f90%3Fsource%3DcopyLinkLegacyShareLinkDialog&data=05%7C02%7CLauryn.Alleyne-Coore%40kent.gov.uk%7Cde501f169c534e03a40808df13ff15a1%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C639251658429694000%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=NXbrNTCgxcCqIgB6oZDXUjb2kb1%2Fpa38yClfwh6p1Og%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2F50c8e073-2179-4e31-af46-b0b3d21afc65%403253a20d-c735-4bfe-a8b7-3e6ab37f5f90%3Fsource%3DcopyLinkLegacyShareLinkDialog&data=05%7C02%7CLauryn.Alleyne-Coore%40kent.gov.uk%7Cde501f169c534e03a40808df13ff15a1%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C639251658429694000%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=NXbrNTCgxcCqIgB6oZDXUjb2kb1%2Fpa38yClfwh6p1Og%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2F50c8e073-2179-4e31-af46-b0b3d21afc65%403253a20d-c735-4bfe-a8b7-3e6ab37f5f90%3Fsource%3DcopyLinkLegacyShareLinkDialog&data=05%7C02%7CLauryn.Alleyne-Coore%40kent.gov.uk%7Cde501f169c534e03a40808df13ff15a1%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C639251658429694000%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=NXbrNTCgxcCqIgB6oZDXUjb2kb1%2Fpa38yClfwh6p1Og%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2F4642010f-6ea5-4397-ac1e-d6bc76354ddb%403253a20d-c735-4bfe-a8b7-3e6ab37f5f90%3Fsource%3DcopyLinkLegacyShareLinkDialog&data=05%7C02%7CLauryn.Alleyne-Coore%40kent.gov.uk%7Cde501f169c534e03a40808df13ff15a1%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C639251658429715683%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=YeVeha8%2FSa9Z4dXuvYdi7F8yJfbvw11HO21JaWMAHec%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2F97643853-4cac-49c8-977a-0d121e3f8645%403253a20d-c735-4bfe-a8b7-3e6ab37f5f90%3Fsource%3DcopyLinkLegacyShareLinkDialog&data=05%7C02%7CLauryn.Alleyne-Coore%40kent.gov.uk%7Cde501f169c534e03a40808df13ff15a1%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C639251658429741641%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=wgU9UmVSOGE%2BYaJskV5t8g3zsoTgkLdmbDjzfOL%2FshU%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2F82f6a687-de84-424e-a885-755e856b5e4a%403253a20d-c735-4bfe-a8b7-3e6ab37f5f90%3Fsource%3DcopyLinkLegacyShareLinkDialog&data=05%7C02%7CLauryn.Alleyne-Coore%40kent.gov.uk%7Cde501f169c534e03a40808df13ff15a1%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C639251658429764596%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=SbcYiG9a7XK%2Fb8djELL2%2FvYNRvs8YAeBNwugDmCNERM%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2Ffc58039e-0f80-4b00-8cdd-598c37f03856%403253a20d-c735-4bfe-a8b7-3e6ab37f5f90%3Fsource%3DcopyLinkLegacyShareLinkDialog&data=05%7C02%7CLauryn.Alleyne-Coore%40kent.gov.uk%7Cde501f169c534e03a40808df13ff15a1%7C3253a20dc7354bfea8b73e6ab37f5f90%7C0%7C0%7C639251658429786682%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=IqubS2nGkAntSn8XUyFZQnvqV%2F8p4t2F134FreaCZFs%3D&reserved=0


Growing into the SENCo role – F2F training

For colleagues who are:

• New to the SENCO role

• Early in their SENCO journey

• Looking for a refresher

A practical and supportive face-to-face training day 

that provides opportunities to:

• Build confidence in SEND leadership

• Strengthen understanding of SEND systems and processes

• Explore effective partnership working with families

• Gain practical tools and strategies

• Network with colleagues across Kent

• Connect with PRG and wider SEND services

Friday 20
th

 November, 9:30am to 3:30pm 

 Folkestone Academy, Folkestone

Friday 5
th

 February, 9:30am to 3:30pm 

 Tymberwood Academy, Gravesend



Thank you for your participation. The evaluation of this session is key 
to support further development and monitoring the effectiveness of 

these webinars.
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