
JOINT WORKING PROTOCOL 
AN AGREEMENT FOR JOINT WORKING BETWEEN 

London Borough of Sutton (and its providers) 

AND 

Sutton Clinical Commissioning Group (and its providers) 

FOR 

Identifying, assessing and meeting needs for children/young people with Special 
Educational Needs and/or Disabilities 

 
 

This agreement is to set out the principles and values that will underpin the joint working                
arrangements, as well as the objectives for identifying, assessing and meeting needs for             
children/young people with Special Educational Needs and/or Disabilities. 

1. Name and Members of the Joint Working Arrangement 

The responsibility for identifying, assessing and meeting needs for children/young people with 
Special Educational Needs and/or Disabilities will be a joint working arrangement between: 

● London Borough of Sutton (LBS) 
● Any provider commissioned by LBS 
● Sutton Clinical Commissioning Group (CCG) 
● Any provider commissioned by Sutton CCG 

 
 

2. Vision and Aims 

Our ambition is to support all children and young people in their journey to adulthood with                
underpinning principles of early help, personalisation and inclusion, supporting them to achieve            
their chosen outcomes. 

Our vision 

We are collectively ambitious for our children and young people. Together we want to              
provide them with the best chances to achieve their best outcomes in life whatever their               
starting point and prepare them effectively for adulthood. 

 
 

Our aim therefore is to support all children and young people in their journey to adulthood with                 
underpinning principles of early help, personalisation and inclusion, and enabling supporting them            
to achieve their chosen outcomes. 

For children and young people with SEND this means: 

● attending local good quality education settings with seamless transitions between phases 
● having access to short breaks that are fun and help to develop independence whilst giving 

their parents/carers planned breaks from their caring duties 
● developing the skills necessary for independence in learning, in work and to meet 

challenging aspirations in everyday, ordinary life 
● having access to appropriate employment and support to obtain and keep a job where 

needed 
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● being able to choose where to live and have support to live as independently as possible 
● having relationships and social networks 
● having a healthy lifestyle and where required their health needs identified and met 
● being safe from hate and mate crime and discrimination 
● living in a society where people understand, respect and accommodate differences 

 
 

3. Objectives 

As a partnership, we are committed to pursuing improvements for children and families to ensure               
children are living, learning and growing up well in Sutton. Our driving ambition is to provide                
support to children and families earlier and more effectively to ensure better outcomes for them,               
and to prevent an escalation of needs wherever possible. To achieve this, we needed to               
understand collectively what the issues are, to agree what good looks like, and to develop our                
practice at all levels consistently across the borough accordingly. 

 
 

Through a collective process, partners have identified seven key objectives, and the priorities to              
achieve them, to drive improvement. At the heart of this plan is a determination to have a culture                  
and practice that listens to families, children and young people and ensures that they participate as                
fully as possible in the development of their futures. Local leaders understand the urgent need to                
make a difference to families, children and young people. We recognise that continuing to develop,               
equip and enable professionals to work more effectively with families and young people, in line with                
the requirements of the Children and Families Act 2014, is key to improvement. 

 

Objective 1 - Co-production and Effective Communication: parents/carers, families, young 
people, education settings, health, social care, private, voluntary and independent sector and 
local authority and Cognus services collaborating to resolve issues, meet needs and create a 
pathway to adulthood 

Objective 2 -Working to meet needs at the earliest point and reducing the likelihood of 
further intervention at a later point 

Objective 3 - Keeping aspirations high for all our children and young people and 
improving outcomes 

Objective 4 - Listening to the voice of children and young people and parents/carers 

Objective 5 - Wherever possible, ensuring children, young people and young adults are 
supported and sustained in local settings, and within their local community 

Objective 6 - Supporting Sutton education settings and schools to meet the needs of all their 
children and young people and ensuring that these settings consistently provide good value for 
money. 

Objective 7 - Creating a more inclusive, positive and celebratory model of disability and 
difference 

 
 

4. Values 

The following values should underpin joint working: 
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● Early Identification 
● Transparency and trust 
● Child / Young Person focused 
● Holistic approach 
● Responsibility 
● Efficient use of resources 

 
 

5. Principles of Joint Working 

The following principles will apply to joint working: 

● Co-production will be at the heart of joint working: parents/carers and young people will play 
an active part in shaping the services and the joint working relevant to their situation 

● All joint working must be for the benefit of the child/young person, not for the service or 
provider; 

● Joint working will be conducted in an open and transparent manner; 
● Joint working will take place at a corporate and an individual level; 
● Roles, responsibilities and processes will follow the Children and Families Act 2014 as 

interpreted by the SEND Code of Practice 2015; 
● Confidentiality of information received in the course of the arrangement will be respected and              

never used outside the scope of identifying, assessing and meeting needs for children/young             
people with Special Educational Needs and/or Disabilities (SEND); 

● Reports and information pertaining to the agreement will not be used or published without 
explicit permission given by all parties and parent or young person; 

● All staff must always comply with their relevant professional body Codes of Conduct. 
● All members should make every effort to contribute in a timely manner to the identification,               

assessment and meeting the needs of children and young people with SEND, as prescribed              
by the SEND Code of Practice 2015. 

● All members will have established disagreement resolution protocols, along with escalation 
points throughout the process. 

 
I have read the above Joint Working Agreement and commit to the Terms. 

 
 
 
 
Signed:  
 
Print Name: Nick Ireland, Acting Strategic Director, People Services,  
on behalf of: London Borough of Sutton 
Date: 15.07.2019 
 
  

 
 
Signed:  
Print Name: Michelle Rahman, Acting Managing Director 
on behalf of: Sutton Clinical Commissioning Group 
 

Date: 16.07.2019 
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Guidance on Roles and Responsibilities 
from the SEND Code of Practice 2015 

 
1. A Family Centred System 
 
The code explains that local authorities (LAs) must ensure that children, their parents, and young people 
are involved in discussions and decisions about their individual support and about local provision. 

Early years providers, schools and colleges should also "take steps to ensure that young people and 
parents are actively supported" in contributing to needs assessments, developing and reviewing 
education health and care (EHC) plans. 

The assessment and planning process should enable parents, children and young people to express 
their views, wishes and feelings, and to be part of the decision-making process. 

The process should also: 

● Focus on the child or young person as an individual 
● Be easy for children, young people and their parents to understand and use clear ordinary 

language and images, rather than professional jargon 
● Highlight the child's or young person’s strengths and capacities 
● Enable the child or young person, and those who know them best, to say what they have done 

and is 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 
● Deliver an outcomes-focused and co-ordinated plan for the child or young person and their 

parents 
 
 
2. Education Providers 
 
All schools must have regard to the Special Educational Needs and Disability (SEND) Code of Practice 
when taking decisions relating to pupils with SEN or disabilities. The code applies equally to maintained 
schools, academies, and free schools. 

Previously, the 2001 code of practice had separate sections for primary and secondary schools. The 
current code does not distinguish between the primary and secondary phases. 

While both mainstream and special schools must have regard to the Code of Practice, some sections of it 
make particular reference to mainstream or special settings. 

Chapter 6 outlines information on how mainstream providers and specialists can ensure that they 
improve attainment for children and secure good outcomes whether or not they have an EHC plan. 
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Paragraph 6.2 notes that maintained nursery schools, mainstream schools (including academies and free 
schools), 16 to 19 academies, alternative provision academies and pupil referral units (PRUs) are 
required to: 

● Use their best endeavours to make sure that a child with SEN gets the support he/she needs – 
this means doing everything they can to meet children's and young people's SEN 

● Ensure that children and young people with SEN engage in the activities of the school 
alongside pupils who do not have SEN 

● Designate a teacher to be responsible for co-ordinating SEN provision (the SEN co-ordinator or 
SENCO). (This does not apply in 16 to 19 academies) 

● Inform parents when they are making special educational provision for a child 
● Prepare an SEN information report and their arrangements for the admission of children with 

disabilities, the steps being taken to prevent children with disabilities from being treated less 
favourably than others, the facilities provided to enable access to the school for children with 
disabilities and its accessibility plan showing how they plan to improve access progressively 
over time 

The chapter also provides details about the four broad areas of SEN: 

1. Communication and interaction difficulties 
2. Cognition and learning needs 
3. Social, emotional and mental health difficulties 
4. Sensory and/or physical needs 

Paragraph 6.36 says that teachers are responsible and accountable for the progress and development of 
the pupils in their class, including where pupils access support from teaching assistants or specialist staff. 

Paragraphs 6.45-6.56 on pages 100-102 look at the types of action to be taken when a potential SEN is 
identified: a cycle of "assess, plan, do, review". If the support is not sufficient to help the child or young 
person to achieve their desired outcomes, an EHC needs assessment might be required. 

Chapter 9 of the code of practice focuses on EHC needs assessments and plans. In paragraph 9.3, it 
says: 
 
An LA must conduct an assessment of EHC needs when it considers that it may be necessary for special 
educational provision to be made for the child or young person in accordance with an EHC plan. 

In paragraph 9.5, the code explains that EHC plans should be "forward-looking". They should help raise 
aspirations and outline the provision required to meet the pupil's needs and support them in achieving 
their ambitions. It adds: 
 
EHC plans should specify how services will be delivered as part of a whole package and explain how 
best to achieve the outcomes sought across education, health and social care for the child or young 
person. 

At paragraph 9.14 the Code states that 
 
In considering whether an EHC Needs Assessment is necessary, the local authority should consider 
whether there is evidence that despite the early years provider, school or post-16 institution having taken 
relevant and purposeful action to identify, assess and meet the special educational needs of the child or 
young person, the child or young person has not made expected progress. 
 
The LA should pay particular attention to: 
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● evidence of the child or young person’s academic attainment (or developmental milestones in 

younger children) and rate of progress; 
● information about the nature, extent and context of the child or young person’s SEN; 
● evidence of the action already taken by the school or other setting; 
● evidence that where progress has been made, it has only been as the result of much 
● additional intervention and support over and above that which is usually provided; 
● evidence of the child or young person’s physical, emotional and social development and health 

needs, drawing on relevant evidence from clinicians and other health professionals and what 
has been done to meet these by other agencies. 

 
 
3. EHC Needs Assessment Process 

The EHC Needs Assessment must be completed within 20 weeks of receipt of the request. 

The LA has 6 weeks to make a decision whether or not to assess. If the decision is made to assess, 
advice requested from professionals must be returned within 6 weeks of the date of the request for 
advice. 

The LA has 16 weeks from the receipt of the request for an EHC Needs Assessment to make a decision 
whether or not to issue a plan. If a decision is made that an EHCP is required, the local authority must 
send the draft Education, Health and Care Plan (including the appendices containing the advice and 
information gathered during the Education, Health and Care Needs Assessment) to the child/young 
person/parent and give them at least 15 days to provide their views and make representations on the 
content. The diagram below illustrates the process: 
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Requesting and Assessment 

An Education, Health and Care Needs Assessment is an assessment undertaken by a local authority of 
the education, health and care needs of a child or young person aged 0-25 with Special Educational 
Needs (SEN) or disabilities to determine whether it is necessary to make provision for those needs in 
accordance with an Education Health and Care Plan. The assessment process is coordinated by the 
SEN Service in Cognus. 
 
The following have a specific right to ask a local authority to conduct an Education, Health and Care 
Needs Assessment: 

● A child’s parent; 
● A young person over the age of 16 but under the age of 25; and 
● A person acting on behalf of a school or post-16 institution (this should be with the knowledge 

and agreement of the parent or young person where possible). 
 
In addition, anyone else can bring a child or young person who has (or may have) SEN to the attention of 
the local authority, e.g. foster carers, health and social care professionals, education staff, youth 
offending teams or Probation Providers, or a family friend. 
 
Following a request or a child having been brought to its attention, the local authority must (unless it has 
already undertaken such an assessment during the previous six months) determine whether an 
Education, Health and Care Needs Assessment is necessary and communicate that decision within 6 
weeks. It must give its reasons where it decides not to proceed. 
 
Where the local authority considers that special educational provision may need to be made in 
accordance with an Education, Health and Care Plan and is considering whether an Education, Health 
and Care Needs Assessment is necessary, it must notify: 

● The young person/parent (and must inform them of their right to express written or oral views 
and submit evidence); 

● The health service (the relevant Clinical Commissioning Group (CCG) or NHS England where it 
has responsibility for a child or young person); 

● Local authority officers responsible for social care for young people with SEN; 
● Where the child or young person attends an education establishment, the principal (or 

equivalent). 
 
In considering whether an Education, Health and Care Needs Assessment is necessary, the local 
authority should consider whether there is evidence that despite the education establishment having 
taken relevant and purposeful action to identify, assess and meet the special educational needs of the 
child/young person, s/he has not made expected progress. 
 
If the local authority decides not to conduct an Education, Health and Care Needs Assessment, it must 
notify the young person/parent, the education provider and the health service and give the reasons for its 
decision. The local authority must also inform the young person/parent of their right to appeal that 
decision and the time limit for doing so, of the requirement for them to consider mediation should they 
wish to appeal, and the availability of information, advice and support and disagreement resolution 
services (see Section 15, Resolving Disagreements). The local authority should also provide feedback 
collected during the process of considering whether an Education, Health and Care Needs Assessment 
is necessary, including evidence from professionals, which the parent, young 
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person, early years provider, school or post-16 institution may find useful (all of these can be discussed 
at the Next Steps Meeting - guidance can be found at the end of the document). 
 
 
Undertaking an EHC Needs Assessment 

Local authorities must consult the child/young person/parent throughout the process of assessment and 
production of an Education, Health and Care Plan. 
 
Education, Health and Care Needs Assessments should be combined with other social care 
assessments where appropriate. As far as possible, there should be a ‘tell us once’ approach to sharing 
information during the assessment and planning process so that families and young people do not have 
to repeat the same information to different agencies, or different practitioners and services within each 
agency. It must be discussed with the child/young person/parents what information they are happy for the 
local authority to share with other agencies. A record should be made of what information can be shared 
and with whom. 
 
Where particular services are assessed as being needed, their provision should be delivered and should 
not be delayed until the Education, Health and Care Plan is complete. 
 
Following the completion of an Education, Health and Care Needs Assessment, if the local authority 
decides that an Education, Health and Care Plan is not necessary, it must notify the child/young 
person/parent, the education and the health service and give the reasons for its decision. This notification 
must take place as soon as practicable and at the latest within 16 weeks of the initial request or of the 
child or young person having otherwise been brought to the local authority’s attention. The local authority 
must also inform the child/young person/parent of their right to appeal that decision and the time limit for 
doing so, of the requirement for them to consider mediation should they wish to appeal, and the 
availability of information, advice and support and disagreement resolution services. 
 
 
Requesting advice from professionals 

The LA must seek advice from a range of people. The list is set out in Part 2 of Regulation 6(1) of the 
Special Educational Needs and Disability Regulations 2014 (the “SEN Regs”) and comprises: 
 

● the child’s parent (s)/carer(s)or the young person; 
● educational advice (usually from the head teacher or principal of the education setting the 

child/young person is attending); 
● medical advice and information from a health care professional; 
● psychological advice and information from an educational psychologist; 
● advice and information in relation to social care; 
● advice and information from any other person the local authority thinks appropriate; 
● where the child or young person is in or beyond year 9, advice and information in relation to 

provision to assist the child or young person in preparation for adulthood and independent 
living; and 

● advice and information from any person the child’s parent or young person reasonably requests 
that the local authority seek advice from 

The LA is legally required to seek all of this information as a minimum. 
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If a child or young person is hearing impaired and/or visually impaired the educational advice must come 
from a suitably qualified person (SEN Reg 6(2)). 

Their advice must be clear, accessible and specific (see paragraph 9.51 of the SEN and Disability Code 
of Practice). In particular, it should address the child or young person’s needs, the special educational 
provision required to meet those needs, and the outcomes which this provision will aim to achieve. 

For more guidance on Social Care Policies around SEND please check tri.x. For more guidance on                
Health advice please check CDC pack. Or for further guidance on Social Care advice please check CDC                 
pack. 
 
 
4. Children and Young People with SEND in Specific Circumstances 

Chapter 10 outlines information on supporting children and young people who have SEN and whose 
individual circumstances require additional consideration. 
 
The chapter covers children and young people with SEN who: 

● Are looked-after or care leavers 
● Have social care needs, including those who are 'children in need' 
● Are educated out of area, in alternative provision, in hospital or at home 
● Are the children of service personnel 
● Are in youth custody 

On children and young people who have SEN and are looked after, for example, the code explains in 
paragraph 10.3 that all schools must have a designated teacher for looked-after children as well as a 
SENCO, and where these roles are carried out by different individuals they should work closely together 
to ensure relevant school staff fully understand the implications of a child both being looked after and 
having SEN. 
 
Paragraph 10.7 adds that where a looked-after child is being assessed for SEN, the information set out in 
their care plan must be taken into account, and SEN professionals must work closely with other relevant 
professionals, such as the child's social worker. EHC assessments for looked-after children must be 
carried out by the LA in which the child is ordinarily resident, which may be different from the LA that 
looks after the child. 
 
On children and young people with social care needs, paragraph 10.13 of the code explains that LAs 
have a statutory duty to safeguard and promote the welfare of 'children in need' in their area, including 
children with disabilities, by providing appropriate services to them. This could include short breaks for 
parents/carers, equipment or adaptations to the home, and support for parents from social workers. 
 
Paragraph 10.18 says that any EHC assessment of a child or young person with social care needs 
should be a holistic assessment of their education, health and social care needs, and should be 
combined with social care assessments where appropriate. 
 
The code adds in paragraph 10.19 that EHC plan reviews should be synchronised with social care plan 
reviews. 
 
 
5. Reviewing the Plans 
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Education, Health and Care Plans should be used to actively monitor the progress of children/young 
people towards their outcomes and longer term aspirations. They must be reviewed as a minimum every 
12 months. The local authority’s decision following the review meeting must be notified to the child/young 
person/parent within four weeks of the review meeting. 
 
Reviews must focus on the child/young person’s progress towards achieving the outcomes specified in 
the Plan, and whether these outcomes and supporting targets remain appropriate. 
 
Reviews should also: 

● Gather and assess information so that it can be used by education settings to support the 
child/young person’s progress and their access to teaching and learning; 

● Review the special educational provision made for the child/young person to ensure it is being 
effective in ensuring access to teaching and learning and good progress; 

● Review the health and social care provision made for the child/young person and its 
effectiveness in ensuring good progress towards outcomes; 

● Consider the continuing appropriateness of the Plan in the light of the child/young person’s 
progress during the previous year or changed circumstances and whether changes are required 
including any changes to outcomes, enhanced provision, change of educational establishment 
or whether the Plan should be discontinued; 

● Set new interim targets for the coming year and where appropriate, agree new outcomes; 
● Review any interim targets set by the education provider; 
● Review any existing Personal Budget arrangements including the statutory requirement to 

review any arrangements for Direct Payments; 
● Review any transition plan that is in place. 
● Reviews must be undertaken in partnership with the young person/parent and must take 

account of their views, wishes and feelings, including their right to request a Personal Budget. 

Professionals across education, health and care must co-operate with local authorities during reviews. 
 
For Looked After children the annual review should, if possible and appropriate, coincide with one of the 
reviews in their Care Plan and in particular the Personal Education Plan (PEP) element of the Care Plan. 
 
Local authorities must also review and maintain an Education, Health and Care Plan when a young 
person has been released from custody. The responsible local authority must involve the young person in 
reviewing whether the Plan still reflects their needs accurately and should involve the youth offending 
team in agreeing appropriate support and opportunities. 
 
The Education, Health and Care Plan review at Year 9, and every review thereafter, should include a 
focus on preparing for adulthood. It can be helpful for reviews before Year 9 to have this focus too. 
 
 
6. Educational support for children with medical needs 

Children may experience ill health at some point during their time at school and others may have an 
ongoing medical condition that potentially impairs their ability to access education in school. In the 
majority of cases, schools are able and have duty under the Children and Families Act to support pupils 
in such circumstances effectively. Schools also have duties under the Equality Act to ensure that they do 
not discriminate against disabled pupils and to make reasonable adjustments for disabled pupils. 

10 



In exceptional cases support can be made available so as to minimise any serious disruption to a child's 
education and whose medical needs cannot normally be met by their school. 

The school governing body has a duty to make arrangements to support children at school with medical 
conditions. Pupils at school with medical conditions should be properly supported so that they have full 
access to education, including school trips and physical education. Governing bodies must ensure that 
arrangements are in place in schools to support pupils at school with medical conditions. 

Governing bodies should also ensure that school leaders consult health and social care professionals, 
pupils and parents to ensure that the needs of children with medical conditions are effectively supported. 
Schools have the freedom to determine their own arrangements on the following guidance which will be 
overseen by a named person in the school: 

● Procedures to be followed when advised by a medical practitioner that a pupil has a medical 
condition 

● Individual healthcare plans 
● Staff training and support 
● Children's role in managing their own medical needs 
● Managing medicines on school premises 
● Emergency procedures 
● Day trips, residential visits and sporting activities 
● Home to school transport for pupils requiring special arrangements 
● Unacceptable practice 
● Liability and indemnity 
● Complaints 

The governing body should ensure that their arrangements give parents confidence in the school’s ability 
to support their child’s medical needs effectively. The arrangements should show an understanding of 
how medical conditions impact on a child’s ability to learn, increase their confidence and promote selfcare. 
There should be recognition that some medical conditions if not managed well can be fatal. 

For full details see the Department for Education's supporting pupils at school with medical conditions 
statutory guidance. 
 
 
Additional funding for children with significant medical and health needs to access their education 

For children with significant medical and health needs in Sutton who attend mainstream schools, early 
years providers and further education colleges, additional funding can be requested to minimise the 
impact of these difficulties on their access to the curriculum. The ‘request for medical funding’ application 
form should be completed by the education setting and the health professional or GP who oversees the 
individual care plan to ensure that the provision within school is clinically appropriate in meeting the child's 
individual medical health needs; it is good practice to involve parents in this discussion. 

On receipt of the request for additional funding, a representative of the Clinical Commissioning Group 
(CCG) and the responsible Local Authority officer will confirm the recommendations for the appropriate 
clinical provision and the funding agreed. 

Each case is considered on its individual merits but in general funding is awarded for 12 months. The 
education setting will need to review the provision and reapply for further funding depending on the 
outcome of the review. 
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Continuing Care 

Some children and young people (up to their 18th birthday), may have very complex health needs. These 
may be the result of congenital conditions, long-term or life-limiting or life-threatening conditions, 
disability, or the after-effects of serious illness or injury. These needs may be so complex, that they 
cannot be met by the services which are routinely available from GP practices, hospitals or in the 
community commissioned by clinical commissioning groups (CCGs) or NHS England. A package of 
additional health support may be needed. This additional package of care has come to be known as 
continuing care. 
 
Continuing care is not needed by children or young people whose needs can be met appropriately 
through existing universal or specialist services through a case management approach. The assessment 
is led by a children and young people’s health assessor nominated by the CCG. In Sutton’s case this is 
delivered by the Epsom and St Helier Trust community nursing team who complete and carry out 
assessments on behalf of the CCG. Referrals for continuing care will need to be completed in the form of 
a positive checklist. Referrals need to be sent to esth.chctqmh@nhs.net. If the checklist meets the 
threshold and it is confirmed that the children or young person’s needs cannot be met through existing 
universal or specialist services a full assessment via the national decision support tool will be carried out. 
The outcome of the assessment is a recommendation from the assessor as to whether or not the child or 
young person has continuing care needs. 
 
The second phase, decision-making involves the case being presented the Sutton Continuing care panel 
that considers the evidence and the assessor’s recommendation, to reach a decision as to as to whether 
or not the child or young person has a continuing care need. The Panel has representation from SEN and 
Social Care to help support the CCGs decision making. Continuing Care eligibility is ultimately a CCG 
decision to ratify. 
 
This is followed by the development of a package of care. Commissioners will decide how the continuing 
care will be provided, what proportion and level of resource is required to deliver it and how much needs 
to be specially commissioned, again taking into account the recommendation of the assessor on nature 
of the child or young person’s needs. Costed options may need to be separately considered by a funding 
panel. 
 
Following agreement on the package of care the CCG make the necessary arrangements to deliver the 
package of care as soon as possible. When determining what the package of care should include, 
commissioners will consider what additional care might need to be commissioned to fulfil their statutory 
duty to meet the reasonable needs of an individual. 
 
Commissioners will also keep the package of care under regular review to ensure the developing child or 
young person’s needs continue to be supported. Any package of care which a CCG agrees should aim to 
be integrated or aligned with other relevant services, such as primary care. 
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Standard Operating Procedures for Education, Health and Social Care in 
terms of supporting the EHC Needs Assessment Process 

 
All requests to Education, Health and Social Care services will be managed and tracked to ensure 
receipt of information within six weeks of the SEN Service issuing the request. More information is set 
out below to describe how each of the services will respond to the requests and details the 
operational flow of information. This is described as the Standard Operating Procedure for managing 
information requests to support the EHC Needs Assessment process. 

 
Requesting advice from Social Care 

● The timeframe to provide advice is a maximum of six weeks from the date of the request as 
stated in the SEND Code of Practice 

● Until November 2019, all requests for Social care advice were sent to the Multi Agency 
Safeguarding Hub (MASH) 

● From November 2019, all requests for Social Care advice are sent to the Children's First Contact 
Service (CFCS) on childrensfirstcontactservice@sutton.gov.uk (telephone 020 8770 6001) 

● The process is as follows: 

 
－ MASH/CFCS are informed of the need to provide a Social Care response by the SEN 

Service at Cognus 
－ CFCS creates a contact and sends to the relevant team via workflow on MOSAIC 
－ If the child is known to Children's Social Care, the response is completed by the most 

relevant team or social worker 
－ The CFCS manager will send the request for completion to the appropriate team.  If the 

child is not known to Children’s Social Care, the request is passed to the Early Help team 
－ Early Help will then make contact with the family in order to carry out an Early Help 

Assessment (EHAT).  The EHAT enables the team to be able to better understand the 
child’s needs which in turn, informs a more considered response for the Social Care 
Advice 

－ Once the EHAT is completed, the advice is written and submitted to the SEN Service at 
Cognus 

－ All the requests coming in, and later submitted, are recorded on the EHCP Progress 
Tracker.  This enables management oversight of requests and allows monitoring of 
incoming requests and submission against the deadline dates 

 
The chart below demonstrates the process once a request has been received. 
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Requesting advice from Education 

● Families and/or young people are encouraged to jointly complete the request for assessment 
with the education setting so that relevant educational contributions from the settings are 
provided with the request. It is expected that the school would contact the Education Services 
in Cognus (Inclusion Services, Educational Psychologists, etc.), Parents Forum or SIASS. 
Further information about the EHC Needs Assessment process is on the Local Offer website. 

● Families and young people requesting an EHC Needs Assessment (EHCNA) are encouraged 
to complete the Request for an EHC Assessment form. The information will provide evidence 
to help the multi-agency Panel and the Local Authority (LA) decide whether to initiate the 
assessment. If an EHCNA is agreed, the information can also help with the development of 
the Working Document 

● If there isn’t enough information for the Panel and the LA to make an informed decision, the 
EHC coordinator will ask the education setting to provide more information regarding the areas 
in the request form 

● If the information in the EHC Needs Assessment request remains insufficient to make 
an informed decision whether or not an assessment is required, and the statutory 6 
weeks deadline has passed, the SEN Panel will decline the start of an assessment. 
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Requesting advice from Health 

● All requests for health advice need to be sent to the following email address:  
est-tr.specialeducationalneedsqmhc@nhs.net 

● The Community Paediatric Service Administration team will check whether child is known to a 
paediatrician or whether advice is needed from other health colleagues e.g CAMHS 

● The Community Paediatric Administration team will request advice from the paediatrician or 
send the advice request to the relevant agency 

● If the child or young person is already known to a paediatrician or doctor (if over 18) or 
therapists, a decision will be made on whether an additional appointment is required 

● If the child or young person is not known, the case is delegated to most appropriate 
paediatrician or doctor 

● Once the appointment has taken place, the advice is created and signed off by the 
Designated Medical Officer (DMO) 

● The advice is emailed to Cognus 
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Additional Support Contract (ASC) 
 

Additional Support Contracts (ASC) are available for SEN support interventions which require funding 
in addition to the £6000 which is provided from the school’s block notional SEN Budget to meet a child 
or young person’s SEND. It is to enable specified outcomes to be achieved through an enhanced 
school offer for a time-limited period of one or two terms, to a maximum of £6,000 per academic year, 
pro rata ie £2,000 per term. It is provided through the High Needs Block. 

 
To request an ASC for a child or young person without an EHC Plan, schools/educational settings 
complete the EHC Needs Assessment Request form. 

 
To support the request, the educational setting meets with the parents or young person to identify the 
desired SMART outcomes for the child or young person, and the additional resources and 
interventions that will be put in place to enable those outcomes to be achieved within the specified 
timescales. 

 
All funding will be agreed on a termly basis; continued funding will be subject to head teacher 
moderation. The maximum period for an ASC allocation is two terms. If support is still required after 
this point, it is likely that the LA would consider an EHC Needs Assessment. 

 
The benefit of an ASC is that it allows the school to put extra support measures into place very quickly 
and flexibly, without the need to go through a full EHC assessment, which is up to a 20 week process. 

 
Process for Requesting an ASC 

 
Who can request the ASC? 

 
a) The educational setting 
When a school or setting requests an ASC, the decision is based on provision of information that 
clearly indicates how the school has used the £6000 notional SEN budget to provide SEN support and 
that through exceptional circumstances and/or less than expected progress given the child/young 
person’s needs and the interventions already provided, the school / setting is intending to provide an 
enhanced Local Offer of provision for a time-limited period. 

 
The information that the school / setting provides will demonstrate an ‘Assess, Plan, Do, Review’ 
approach to SEN support, with a clear focus on the achievement of outcomes for the child. There will 
be evidence of parent / carer / young person involvement in planning and decision-making. 

 
b) The multi-disciplinary panel 

The panel can suggest additional support through an ASC as follows: 
 

i. When a request for an EHC Needs Assessment is made: the LA may decide that a 
child or young person does have identified special educational needs which require 
provision that is different from, or additional to, what their educational setting would 
normally provide through SEN Support, but that the child or young person may not require 
a full EHC Needs Assessment. In these circumstances an ASC might be offered to support 
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the child/ young person for a limited period of time. 
 

ii. After the EHC Needs Assessment has been completed: the LA may decide that a child 
or young person does have identified special educational needs, which require provision 
that is different from, or additional to, what their educational setting would normally 
provide through SEN Support, but that the child or young person may not require an EHC 
Plan. In these circumstances an ASC might be offered to support the child/ young person 
for a limited period of time. 

 
How is a decision on the ASC made? 
The multi-disciplinary panel will consider whether an ASC is required and the specific amount of 
funding, with a maximum limit of £2,000 per term, and a maximum length of two terms. The 
responsible Local Authority officer will make the decision on the basis of the evidence and the advice 
of the panel. 

 
What is the process? 
The process is as follows: 
1. If the multi-disciplinary panel decides an ASC is appropriate, the school / setting will convene 

a meeting with the child/young person and family at the educational setting to discuss 
a. Specific targets and outcomes the ASC is intended to achieve 
b. How impact will be assessed and measured during the term 
c. How the additional funding requested (up to £2000 for the term) will be used 

2. The information above will be discussed by the multi-disciplinary panel which will decide 
a. Whether the targets and outcomes sought through the ASC are sufficiently robust to 

ensure the child/young person makes progress 
b. The specific amount of funding the ASC will attract 

 
Who do I send the request for ASC to ? 
Requests submitted to the SEN Service (sen.team@cognus.org.uk) by secure email. 

 
Disagreement resolution 
There is no disagreement envisaged and there is no right of appeal against the panel decision. This 
does not affect parent or young person’s right to appeal LA decisions not to initiate an EHC needs 
assessment or not to issue an EHCP. 

 
Review of ASC 
Progress will be reviewed after this funding has been in place for one term. If it has been successful in                    
ensuring progress and the educational setting, the young person and/or his/her family wish to extent it                
to another final term, they will refer their request to the multi-disciplinary panel. 
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Next Steps Meeting (NSM) protocol 
 

The following workflow identifies quality standards that meet the statutory timelines. They are guidelines 
for the service to achieve and adhere to. 

Context 

The majority of children and young people (CYP) with SEN and/or additional needs/disabilities will have 
their needs met by local mainstream early years settings, schools or colleges with the support provided 
by that setting’s own resources (sometimes referred to as delegated resource or notional budgets).  

Some children and young people, however, may require an Education, Health and Care Needs 
Assessment (EHCNA) in order for the local authority to decide whether it is necessary to provide support 
in addition to that the mainstream setting can reasonably expect to deliver and which might be in 
accordance with an EHCP. 

Next Steps Meeting (NSM) protocol 

A NSM is offered when the multi-agency SEND Panel considers that an EHCNA is not required or 
following an assessment when the multi-agency SEND Panel considers that an EHC Plan is not required. 
The NSM is optional for parents/carers BUT is an opportunity for them to meet with professionals and the 
education setting to consider the next steps the education setting, and professionals involved should take 
to help the child/young person (C/YP) fulfil their desired outcomes. The meeting should be organised and 
facilitated by a member of the Cognus education services, (Therapies, Educational Psychology Services, 
SEN support).  

The following process will apply: 

1. The decision notes at SEND Panel will identify  
● Who led/facilitated the NSM (To be determined by Head of SEND support, PEP, Head of 

Therapies)  
● Who was invited – this will refer to professionals involved with the family? The educational 

setting and the C/YP must always be invited (NB. parents/carers may not wish younger 
children to attend; this will be their decision). 

● Suggested next steps  
  

2. SEND Team EHCP Co-ordinators will: 
● Share the decisions with the parent/carer/young person and involved services and teams by 

telephone. 
● Confirm the offer of a NSM in writing 
● Attend NSMs  

 
3. The service/team identified by panel with responsibility for facilitating the meeting will be 

responsible for:  
● Contacting the setting during the week following the Panel meeting and agreeing a date for 

the NSM meeting 
● Date: within 2 weeks from the panel 
● Time: 1.5 to 2 hours  
● Venue for the NSM: this would usually be at the school, but the meeting can take place 

wherever is convenient/appropriate.  
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● Circulating an agenda in advance so it can be agreed by all involved  
● Chairing the NSM. 
● Completing the NSM form (attached), sharing it with relevant professionals, family and 

educational setting & saving it in the C/YP’s file. 

 
4. The minimum content of the NSM (see appendix 1): 

● The facilitator should agree the protocol for keeping a note of the meeting  
● The meeting should normally focus on explanations of and discussions around the 

decision-making process followed by the Panel, to include: 
a. The Panel composition (range of services and professionals involved).  
b. Acknowledgement that the LA agrees that the child/young person has SEND and that 

these have been accurately identified by the setting. 
c. That the SEND requires additional support and explanation that the Panel has 

considered and applied the legal test and understands that the needs can be met at 
SEN Support level from school’s notional budget.  

d. To meet needs at SEND Support, the distribution of notional funding across Sutton 
educational settings is currently:  

● approximately £12.5 million for primary sector 
● approximately £8 million for secondary sector 
● Up to £6,000 for each young person at a college 

e. Exploration of the issues and strategies/interventions or services that could be 
involved. 

f. Decision-making: The Next Steps that the educational setting and partners will take to 
continue to meet needs.  

g. An explanation of the ASC content and process if the LA has authorised exploring this 
route 
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Appendix 1 

 
NEXT STEPS MEETING - Standard Agenda 
NAME OF CHILD - TO BE HELD ON DATE AT TIME & ROOM/VENUE  
Agenda Title Purpose Action required  By Whom 
WELCOME AND 
INTRODUCTIONS 

Welcome and all attendees to 
introduce themselves  

 
 

 

PURPOSE OF 
MEETING 

Outline reasons for decision and 
discuss next steps  

 
 

 

PARENTAL 
RIGHTS  

Outline Mediation and Appeal 
processes 

 
 

 

REASONS FOR 
PANEL DECISION 

Outline what panel members 
took into consideration  

 
 

 

NEXT STEPS 
DISCUSSION 

Outline panel’s recommended  
Next Steps  

 
 

 

PARENTS VIEWS  Gather all necessary information 
to facilitate appropriate action  

 
 

 

NEXT STEPS  Agreed way forward to support   
 

 

 
ADDITIONAL INFORMATION 

 
ORGANISATION  Sutton Parents Forum Sutton Information, Advice and 

Support Service  (SIASS) 
TELEPHONE 07557 760328 020 83230462 
EMAIL  Suttonparentsforum@outlook.com  siass@cognus.org.uk  

 

MEDIATION SERVICE  
Global Mediation Service  
8 Lytton Road  
New Barnet  
Barnet 
EN5 5BY 

TRIBUNAL SERVICE 
Special Educational Needs & Disability Tribunal 
HM Courts &Tribunal Service  
1ST Floor Darlington Magistrates’ Court  
Parkgate, Darlington DL1 1ZD 

Tel: 020 8441 1355  
www.globalmediation.co.uk  

Tel: 01325 289350 
sendistqueries@hmcts.gsi.gov.uk 
 www.justice.gov.uk 
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