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About this document

This document is a generic guide for parents, carers and young people on using the EHC Hub. It is
intended as a basis for local authorities to use to produce their own version, specifically tailored for
their local communities.

Local authorities may choose to add additional best practice information that reflects local policy/
process or divide the document up into a number of shorter documents that specifically focus on
certain areas of the EHC Hub
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Introduction

Since the introduction of The Children & Families Act 2014 and the SEN Code of Practice (2014),
local authorities across England have been implementing new processes and pathways to support
children and young people with Special Educational Needs and / or Disabilities (SEND). In place of
Statements and Learning Disability Assessments, local authorities have a duty to provide an
Education, Health & Care Plan (EHCP) for children and young people aged up to 25 who need more
support than is already available.

At the heart of the new legislation is a vision of collaborative working across Health, Education and
Social Care and an engaging person-centred approach to the whole EHC pathway. However, the
administrative processes currently in place to facilitate such an approach is a significant barrier that
has left many local authorities struggling to sustain the volume of work, as well as to meet the
statutory timeframes set by the Code (SEND Code of Practice 2014).

For many local authorities, the years since the introduction of the reforms has been a challenging
period of significant change set against the backdrop of increased demand and ever-challenging
budgets. A new way of working is needed, that not only supports local authorities to meet their
statutory obligations more efficiently, but that achieves the SEND Code’s core principle of the child
or young person being at the heart of everything we do.

Idox’s EHC Hub is an innovative digital platform for families, professionals and education settings to
engage, contribute and collaborate on EHC assessments, plans and reviews. It provides an end-to-
end solution for the two core statutory pathways: The twenty-week assessment and planning
process and subsequently, the review of those EHC Plans. It puts the child or young person and
their family at the heart of these processes and provides easy, secure access for all other case
stakeholders to actively contribute and view information.

For children, young people and their families, the Hub can be a one-stop digital resource for them
to access and contribute information throughout their EHC journeys. It can be accessed 24 hours a
day on a smartphone, tablet or computer and is designed to be easy and intuitive to use without
any need for formal training.

One of its most powerful features is the opportunity that it provides to truly capture the child or
young person’s voice. The About Me and My Parent / Carer’s Views areas are unique multimedia
spaces for uploading short video clips, photographs and scanned documents alongside written text
to capture a dynamic narrative about their aspirations at the assessment stage, and later for
Section A of the EHC Plan.

For children, young people and their families, the EHC Hub offers:

¢ Online EHC assessment request pathway, including uploading/ sharing reports and or
documents

e EHC case tracker with clear, contextual information advice and guidance as well as

complete visibility of the statutory timeframes that relate to their case (review and

assessment)

Multimedia spaces to capture the child, young person & families views

Secure 24/7 online access to all key information, documentation and reports

Draft EHC plan consultation with ability to submit comments and feedback

EHCP Review meeting information and invitations
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Ability to provide views/ feedback ahead of the EHC Review meeting
Automated email alerts and notifications of case updates

Access for advocates or independent support workers

Access to multiple child/ Young person’s cases via the one login
Download and save/ print all online case information

Visibility of the Case Timeline to see all recent case activity

This document is to assist young people, parents, carers or guardians in their use of the EHC Hub.

The Needs Assessment Request Process

The process to request a needs assessment is as follows:

1. The parent/carer/guardian or Young Person over 16 completes the request details and
clicks on Send Request.

The request is processed by the local authority.

The local authority will grant access and send login details to the email provided as part
of the request.

4. The parent/carer/guardian or Young Person over 16 will then register and log in to
amend the details and upload any documents if required.

Because an account is not required to request a needs assessment, it is not possible to save a
request part way through the process and then come back to it later. It is also not possible to
upload documents during this part of the request process. Once the request has been sent to the
local authority, and the parent/carer/guardian or Young Person over 16 has registered, you will be
able to access the request to amend it and upload any documents if you wish to.

You will be directed to the EHC Hub Needs Assessment Request from the local authority website.
The following page will appear:

What is an Education, Health & Care Plan (EHCP)?

An Education, Health & Care Plan or EHCP is a document which sets out the education, health and social care needs of a child or young
person aged up to 25, and the support that is necessary to help them achieve their outcomes.

Who needs an EHCP?

EHC plans are for children and young people (age 0-25) who have a special educational need or disability that cannot be met by the
support that is already available at their school or college

Most children and young people with special educational needs will have help given to them without the need for an EHC Plan. This is
called SEN support.

The purpose of SEN support is to help children achieve the outcomes or leaming objectives that have been set for them.

How do | get an EHCP?

An EHC plan can only be issued after a child or young person has gone through the process of EHC needs assessment. At the end of that
process, the local authority has to make a decision to issue to issue an EHC Plan or not.

Request an EHC needs assessment

This page provides information about what an Education, Health and Care Plan is, who needs one
and how to get one. Read the information and click on the Request an EHC Needs Assessment
button at the bottom of the page and the following page will appear:
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What is an Education, Health & Care Plan (EHCP)?
lege first?

ad teacher of 1o the principal of the College the young person is

When should | hear back?

The LA must reply within six weeks. They will always reply 1o you a3 a par

school or college

This will provide more information on the Education, Health and Care Plan. Read the information
and click on Request an EHC Needs Assessment to begin the process of requesting an assessment.

This will open the request form ready for completion. As mentioned previously, because an account
is not required to request a needs assessment, it is not possible to save a request part way through
the process and come back to it later. It is also not possible to upload documents during this part of
the request process. Once the request has been sent to the local authority, and the
parent/carer/guardian or Younger Person over 16 registered, you will be able to log into the EHC
Hub and access the request to amend it and upload any documents you wish. (Click here for details
on Registering for the Hub.)

The following page will appear:

After the Information sharing and data protection Statement and the Consent section, there are five
sections to be completed. These are:

1. Details of person requesting an EHCP Assessment

2. Child or young person’s details

3. Child or young person’s main contacts (family and involved professionals)
4. Details of the child or young person’s current education setting(s)

5. Important information about the child or young person

When all the required information has been entered, you will need to click on Send Request at the
bottom of the form:

st

There are certain fields that are required and that must be completed in order for the request to be
sent. These are indicated with a red asterisk:

[lHas the request come from the young person? (over 16 years)
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If information has not be entered into a required field, when the Send Request button is clicked on,
the section header containing the required information will turn red and the field to be completed
will be shown with a message saying “this field is required”

understand the information gathered will be stored and used for the purpose of deciding whether to conduct an assessment and/or provide an Eduction, Health and Care Plan and/or in recommending other services to me

If there is any individual or organisation who you would not wish information to be shared with, please give details below and a reason why:

BIUSSE #- =5 =~

[ ]

* Consent

Byticking this box | agree to the gathering and sharing of information between my educational setting, health services, social care or other professionals as necessary to support the EHC needs assessment and planning process.

Once all the information is entered correctly, click on Send Request. The following message will be
displayed:

Thank you for your request

We have received your request for an EHC needs assessment and have sent an email confirmation to the address provided for the person
completing the request.

The local authority will consider the information you have provided and will seek the views of the child/ young person's education setting

and other involved professionals in order to make a decision on whether to assess or not.
The local authority must inform you of their decision to carry out an EHC needs assessment or not within 6 weeks of your request.

In the meantime, you can access information, advice and details of local universal services on our Local Offer.

Take me back to the homepage

Provided you have entered your email address in Section 1 of the request (Details of person
requesting an EHCP Assessment), then you will be sent an email to confirm that your request has

been submitted.

Completing a Needs Assessment Request

The following sections contain details on how to complete the different sections of the needs
assessment request, if you are the person making the request. If the request has come from the
School, this information may have already been completed. If this is so, click here for information
on how to register and how to contribute to a needs assessment request.

© ldox Commercial in confidence
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Information sharing and data protection statement

EHC Assessment Request

Information sharing & data protection Statement

e will use the information in this form to consider whether to conduct  needs assessment under the requirements of the Children & Families Act 2014,

We may also share relevant information on a confidential basis with the Department for Education and Local Government, ather Government agencies and other public bodies involved with the
mplementation of the new legislation as required to meet aur statutory obligations.

The information that you and other professionals provide will normally be shared with your consent. Examples of situations when we may share information without your consent are:

* Please select one of the following

Nathing selected

Read the information and click on the down pointing arrow at the end of the Nothing Selected field
to view the options available for selection. Left click on the correct description.

* Please select one of the following

Nothing selected -

| am an advocate working with a child / young person aged 0- 25

| am a young person aged 16- 25

| am the parent, guardian or carer of a child / young persen aged 0- 25

Your chosen option will be displayed in the field:

" Please select one of the following

| am the parent, guardian or carer of a child / young person aged 0 - 25 v

Consent
Fthere 15 any individual or organisation wha You would not wish information to b shared with. pléase give detais below and & reason why:
|B,‘55|:-s;5-|
“Consent
By ticking this bax | agres to the gathering and sharing of i 1o batween setting social care ar ather professi weds s3sassment and planing process

When giving consent, if there are any individuals or organisations that you do not wish information
concerning the assessment to be shared with, details as to who and why can be entered here. Click
here for more information on using free text fields.

Consent - Left click on the tick box to give consent. You will be unable to send the request for an
assessment unless consent is given.

© ldox Commercial in confidence 8
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1 Details of person requesting an EHCP Assessment

* Has the request come from the young person? (over 16 years)

Yes No

Is this the first request made for the child or young person?

Yes No Not known

If you are completing this request on behalf of yourself and you are over 16, click on Yes.

If you are completing the on behalf of a someone else, click on No. The following extra fields will be
displayed for the details of the person making the request to be entered:

veo [ Mo

..................

Name — Enter your name.

Relationship to child or young person — Enter the nature of the relationship between yourself and
the young person e.g. Father.

Email Address — Enter your contact email address if you are the person making the request. When
the request has been completed and sent, a confirmation email will be sent to this email address to
show that an assessment request has been sent.

Telephone Number — Enter your contact telephone number if you are the person making the
request for the assessment.

Organisation — If you are making the request for this young person on behalf of an organisation,
enter the organisation name here.

Role or Title — Enter your job role or title in the organisation if applicable.
Preferred spoken language — click here for more information on using pick list fields:

© ldox Commercial in confidence
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Preferred spoken language

Nothing selected E

Preferred written language — click here for more information on using pick list fields .
Address — click here for more information on using address fields
Preferred method of contact — select if you would prefer to be contacted by email or post

Is the first request made for the child or young person — select Yes, No or Not known as applicable.
If No is selected, enter the date a previous request was made, if known.

Child or young person'’s details

First name — enter the first name of the child or young person the request for an assessment is for.
Last name — enter the last name of the child or young person the request for an assessment is for.

Middle name(s) — enter the middle name(s) of the child or young person the request for an
assessment is for.

Preferred name — enter the preferred name of the child or young person the request for an
assessment is for.

UPN - local authority office use only. This should be left blank.
Internal system reference — local authority office use only. This should be left blank.

Date of Birth — Type in the date of birth, with a dash between the day, month and year. Click here
for more information about using date fields.:

July 2007
Su Mo Tu We Th Fr Sa
24 25 26 27 28 20 30
1 B 3 4 5 6 7
8 9 10 1M 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28

29 30 3 1 2 3 4

Once the date has been selected, the age will be calculated and displayed automatically:

“ Date of birth Age in years

02-07-2007 13

Gender — Click here for more information on how to use pick list fields:

* Gender

Nothing selected E

|

NHS Number — Enter the NHS Number of the child or young person

© Idox Commercial in confidence 10
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Legal Status — Click here for more information on how to use pick list fields:

Ethnicity — Click here for more information on how to use pick list fields:

Ethnicity

Nothing selected D

MNothing selected

Preferred spoken language — Click here for more information on how to use pick list fields:

Prfeed syl ngage

Preferred written language — This will automatically default to the preferred spoken language but
can be amended if not correct. Click here for more information on how to use pick list fields

Main telephone — enter the main telephone number for this child or young person.

Email address — enter the email address of the child or young person. This is NOT the email address
any confirmation emails or requests for registration will be sent to and is just for information.

Address — See here for more information on how to use address fields
Preferred method of contact — select if the young person would prefer to be contacted by email or
post, if appropriate.

Child or young person’s main contacts (family and involved professionals)

3 Child or young person's main contacts (family and invalved professionals)

L]

© Idox Commercial in confidence 11
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This section is for details of any contacts for the child or young person the request for an
assessment is being made for.

Full name — enter the name of the Full Name of the contact e.g. John Smith

Relationship or role — enter the relationship between or the role of the contact to the child or young
person the request for an assessment is being made for. E.g. Father

Organisation (if applicable) — if this contact is part of an organisation (as opposed to a family
member), enter the name of the organisation here

Preferred Language — Click here for information on how to use pick list fields

Address — Enter the details of the contact for the child or young person. See here for more
information on how to use address fields.

Preferred method of contact — select the preferred method of contact for the child or young
person’s contact.

It is possible to add more than one contact to the assessment. To add further contacts to the
request, click on the Add button in the bottom right-hand corner and complete the fields as above.
This can be done as many times as required.

To remove a contact, click on Remove in the top right-hand corner of the section:
=

4 Details of the child or young person's current education setting(s)

It is possible to add an educational setting either based on the setting itself (e.g. the actual name of
the education setting) or based on the type of setting (e.g. Mainstream school, Special school: Non-
maintained etc). The details available to be completed will be based on if Setting or Type is
selected.

Setting

If Setting is selected, the screen will look like this:
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Chooss a setting or setting type for a setting?

® Setting Type

Search for a setting within the area

Is the setting out of area?

Start Date Leaving Date

Search for a setting within the area — Click here for more information on using Pick Lists:

Choese a set

 setting type for a setting?

@ Setting

zzzzz

‘Search for a setting within the area

15 the satting out of area?

CK SCHOOL

If the setting is not on the list, click on Nothing selected and click on Yes to the next question, Is
the setting out of area. The setting can then be added manually in the fields on the right:

.........
Lemring Datn

Year Group — enter the school year group of the child or young person.

Start Date — Type in the date the child or young person started at the educational setting. Click

here for more information on using date fields:

July 2007

Su Mo Tu We Th Fr

24 25 26 27
B

8 9 10 1 1z

5 6
13
5 16 17

1B 19 20

22 23 24 25 26 27

29 30 3 1

1
21

28

Leaving Date — if known, enter the date the child or young person left or will leave the education

setting
Reason for leaving — Enter a reason for leaving. Click here for more information on using free text
fields:
Reason for leaving
B I U S & 1~ = = =
mrm about the reason for leaving
© ldox
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Percentage attendance of child or young person in the last year and any comments on this — Click
here for more information on using free text fields:

Additional Details - Click here for more information on using free text fields:

Type
If type is selected, the screen will look like this:

Choose a setting or setting type for a setting?
X 5 D Please search and select a setting
Setting Type The setting’s details will be displayed here once selected.

Choose setting type
Nothing selected E

Additional Details

B I U S5 & 14~

Choosing setting type - Click here for more information on how to use pick list fields :

Choose setting type

Nothing selected

I |
Nothing selected

AP/PRU: Academy

AP/PRU: Fre

AP/PRU: LA

eam school: free school (SEN Unit)

Left click on the required option to select it.

Additional details — click into the field to enter information. Click here for more information on using
free text fields

Multiple education settings can be added. To add further education settings to the request, click on
the Add button in the bottom right-hand corner and complete the fields as above. This can be done

as many times as required.
To remove an education setting, click on Remove in the top right-hand corner of the section.
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5 Important information about the child or young person

What historical information about the child or young person’s Special Educational Needs (SEN) is relevant to this request

i g

B I U S = 4 . =

&

What historical information about the child or young person’s health needs is relevant to this request

i

B I U S & 14~

The section is used to enter historical information relevant to the request.

What historical information about the child or young person’s Special Educational Needs (SEN) is
relevant to this request — Click here for more information on using free text fields:

What historical information about the child or young person’s health needs is relevant to this
request — Click here for more information on using free text fields:

What historical information about the child or young person’s social care needs is relevant to this
request — Click here for more information on using free text fields:

Was the child or young person involved in the discussion that led to this request — click on Yes or
No

If Yes is selected, the following fields will be displayed, A Views and opinions of the child or young
person:

What is working well for you in your current education setting? — Click here for more information on
using free text fields:

What is not working well for you in your current education setting? What do you think might help —
Click here for more information on using free text fields:

If No is selected, the following field will be displayed:

© ldox Commercial in confidence
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Please explain why?

Please explain why — Click here for more information on using free text fields:

Has the parent(s) or carer(s) been involved in the discussions that led to this request — left click on
Yes or No.

If Yes is selected, the following fields will be displayed, b Views and opinions of the parent(s) or
carer(s):

b Views and opinions of the parent(s) or carer(s)

Wt working el forthe child o yausg parson i ther carret edcation settng?

BI UGS #+ 55 =-

What is working well for the child or young person in their current education setting? — Click here
for more information on using free text fields:

What is not working well for the child or young person in their current education setting? What do
you think might help? - Click here for more information on using free text fields:

If No is selected, the following field will be displayed:

Please explain why?

Please explain why — — Click here for more information on using free text fields:
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How to Register for an Account

Once the request has been sent to the local authority, they will contact you by email to register on
the EHC Hub so you can access and amend the details of the request and upload any documents if
required. In order to access the Hub, you will need a username and password. There is also a
second level of security (known as two factor authentication) which will involve the entering of a
six-digit code provided to you either by an authentication app or a text message. See here for
details on this. The username will be your email address.

You will receive an email:

Test - Idox EHC Hub You have been invited to register on the EHC Hub

The email will look like this:

Dear Jo Parent,

‘You have been invited to register an account on the Education, Health and Care (EHC) Hub
as a parent, carer or guardian. Click the link below (Complete your registration) and you
shall be guided through sefting up your account.

Registering your account will enable you to view the progress of your EHC case, provide
additional information or advice you wish o be considered and view information provided by
others involved in your child/ young person's care

Once your acoount is successfully registered, please use the following link to access the
EHC Hub:

Education, Health and Care Hub

Repiies to this emai may not be monfored. If you heed any assistance of befieve you hiave receved this emalin ermor
pleass contact aur tam ehoRexamle com

an account on e EHC Hub. This email was sentto and is

You you aee
intended only fo parent b @tascomi com
Ve take privacy edremely serously fead our privacy

The Education. Health and Care Hub i provided by ldox.

Click on the Complete your registration link in the email. The following page will appear:

Enter a password for your EHC Hub account in the Choose your password field. This must be at
least 6 characters long. Enter the password again in the Confirm your password field. If the two
passwords don't match, you will get a warning message prompting you to type it again. You won't
be able to complete your registration unless the two passwords match:

Please Enter a Password

Complete your registration

© ldox Commercial in confidence
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Click on Complete your registration.

If there is a problem with your account, this message will appear in the top right-hand corner of the
screen:

In this case, check you are entering the correct username (your email address) and password (just
created). If problems persist, please contact your local authority. Contact details are included at the
bottom of EHC Hub notification emails.

Once your username and password have been entered correctly, the following page will be
displayed:

Two Factor Authentication

E e
W4BHV5CCX7JEGSVS

Set up Two Factor Authentication using a smart phone
app such as Google Authenticator by scanning the QR
code above

Enter the code from your authentication app

Use SMS instead of an app

This is a second level of security to make sure only you can access the request details on the EHC
Hub. This can be done with an authentication app on your smart phone, or using SMS text
messages, whichever you prefer.

If you select an authentication app, this app will provide you with a 6-digit code to be entered. If
you select Use SMS instead of an app, the 6-digit code will be sent to your mobile via a text
message, and this can be entered on screen.

App Authentication

If you already have Google Authentication or an equivalent app on your phone, turn on the camera
on your phone and use it to scan the QR code on the screen. You will automatically be directed to
your authentication app and it will provide you with a six-digit code.

Enter this code into the field and click on Submit. The welcome page will then be displayed:
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Educafion, Health and Care Hub

p Welcome Jo Parent

SMS Authentication

If you would prefer to use SMS instead of an authentication app, click on Use SMS instead of an
app:

Two Factor Authentication

The following page will appear:

Two Factor Authentication

Setup Two Factor Authentication with your mobile
using SMS

Enter the mobile number the text message with the code should be sent to and click on Send code.
A field will then be displayed for you to enter the code sent to your mobile as text message:

Enter the code you have received via SMS

765933

Enter the code and click on Submit. The welcome page will then be displayed:
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Education, Health and Care Hub

P Welcome Jo Parent

Request for assessment
(information gathering)

You have now successfully logged into the EHC Hub.

Viewing the Request for Assessment

When you log into the EHC Hub, you will see the icon for the case for the child or young person:

Education, Health and Care Hub

P Welcome Jo Parent

Request for assessment
(information gathering)

Left click anywhere on this icon to open and display the information in it. The following page will
appear:

& JoParent &

2 Mandy Fisher

Request for assessment (information
a
Ol :tering)
7
Dol 02/02/2012 . s . " .
Case I0: EHC/21/0017 Request ecision Assessmes ecision an
> View details + Add photo Case start date: 22/02/2021 Case to be completed by: 11/07/2021
@ Young Person & Family ~

Request for an EHC needs assessment -

parent_ehe_|@tascomi.com The EHC process begins with a request for an assessment of a child or young person's special educational needs. The local
emall authority will make a decision on whether to proceed with a needs assessment or not

Jo Parent

~
& s If a decision is made to carry out & needs assessment, they will then decide whether the child or young person needs an
Ceflee] Education, Heath and Care Plan
anne Jeonardido:
= —k Show less information A
2 A

Status of the Process

The top of the screen will show what stage of the process the EHC plan is currently at.

Request — this means a request for a EHC needs assessment has been made and information is
being gathered to decide if a needs assessment should take place:
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=

Req

Decision Assessment Decision Plan

=
®
%

The left-hand side of the screen can be used to access different parts of the case record.

These different sections are Young Person and Family, Case Co-ordinator, Education Setting, Notes
& Timeline and Key Dates.

You can expand each section to view information on it by clicking on the green header of the
section or on the arrow at the end of each section header:

Mandy Fisher

Request for assessment (information
gathering)

Age: 9

DoB: 02/02/2012

Case ID: EHC/21/0017

-> View details =+ Add photo
© Young Person & Family v
@ Ccase Co-ordinator 4
© Education Setting v
@ Notes & Timeline 4
E] Key Dates v

When you click on the header or the arrow, the display will change like this. Note the direction of
the arrow has changed from down to up:

Mandy Fisher

Age:9
DoB: 02/02/2012
Case ID: EHC/21/0017 B

- View details + Add photo

@ Young Person & Family E

Jo Parent

Young Person and Family — This will show the details of the person who made the request
Case co-ordinator — This will show the case co-ordinator responsible for overseeing the process

Education Setting — This will show the details of the current education setting of the child or
young person

Notes and Timeline — This page will display all activity on the case in date order, with the most
recent at the top. Click on View details to see this information:

@ Notes & Timeline A

=» View the timeline
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Key Dates — this will display the key dates in the process, based on the statutory date
requirements. For example, it could show the start date of the case, when the decision to assess
needs to be made and when the case needs to be completed:

Key Dates ~

Case start date: 22/02/2021
Decision to assess by: 04/04/2021
Case to be completed by: 11/07/2021

How to contribute to a request

Once the request has been made, there are various things that you can do to contribute to the
request. Some of the information can be amended or added to here by you, but some information
can only be amended by the case co-ordinator. The details of what you can change and what the
case co-ordinator can change can be found below. If you want to change information in an area

that can only be amended by the case co-ordinator, you should email the case co-ordinator with the

request.

The details of the case co-ordinator, including their email address are displayed on the left-hand
side of the screen:

Mandy Fisher

Request for assessment (information

gathering) Please give reasons)
Age: 9
DoB: 02/02/2012
Case ID: EHC/21/0017
= View details =+ Add photo . .
1 Details of person requesting an EHCP Assessmen
© Young Person & Family -~
Jo Parent
parent_ehc_jl@tascomi.com
— o If any of these details are incorrect, please contact the case coordinator to get them|
@ case Co-ordinator A
Has the request come from the young person? (over 16 years)
Jo Leonard
~ _ Yes | No |
joanne leonard@id
® Education Setting -~ Name Relationship to child o
Greenhill School Brian Fisher

If you do make any changes to those sections that can be amended, you will need to click on Save

changes to save those changes.
Enter the correct information and click on save changes at the top of the screen:

Mandy Fisher

Vi sutalke +iddaizn Full nama Relationship or role

@ Young Person & Family ~ Brian Fisher father

Organisation (if applicable) Prefarred language

@ Case Co-ordinatar ~
Telephane Email

Jo Leonard

@ Education Setting -

Addlreas

When you click on save, the information will update and the following message will appear:
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+ Request for assessment updated

Once all of the information for the decision on the assessment has been gathered, a message will
appear to say that the decision is pending:

© Decision Pending

A decision to proceed to a needs assessment or not is pending.

Once this message appears, it will not be possible to amend the request.

Consent - If you created the original request, you will have consented to the gathering and
sharing of information, as well as indicating any limitations on this. If you wish to change your
consent in any way, you will need to contact the case co-ordinator. Click here for details on how to
find out the contact information for your case co-ordinator. If the request was created by someone
else, they should have already sought your consent and indicated that in this space. Click here for
more details on consent

Details of person requesting an EHCP Assessment - If any of these details are incorrect, you
will need to contact the case co-ordinator to get them updated. Click here for details on how to find
out the contact information for your case co-ordinator.

Child or young person’s details - If any of these details are incorrect, you will need to contact
the case co-ordinator to get them updated. Click here for details on how to find out the contact
information for your case co-ordinator.

Child or young person’s main contacts - These details can be amended and further contacts
can be added. To add a further contact, click on Add. Complete the details as required and click on
Save Changes. Click here for more details on adding a main contact:

Preferred method of contact

=1

Details of the child or young person’s current education settings(s) - If any of these details
are incorrect, you will need to contact the case co-ordinator to get them updated. Click here for
details on how to find out the contact information for your case co-ordinator.

Details of Previous Settings - If the child or young person has attended a previous educational
setting within the last 5 years, information can be added here. To add another education setting,
click on Yes and the fields will appear allowing you to enter the details of the education setting.
Click here for details on how to add an education setting.

Important information about the child or young person - Any information entered when the
original request for assessment was made will be displayed here but can be amended or added to
here. Click here for more details on the Important Information section.

Identified Special Educational Needs (SEN) - This section will be completed by the School and
the Special Educational Needs Co-ordinator.
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Supporting Documents -If you want to add any relevant supporting documents, click on the Add

Files button:

8 Supporting Documents

Please add any attachments which you believe may be relevant to the request for an EHC needs assessment

Drag files here.

You will then need to navigate to the file wherever you

have it saved on your PC:

& Open

« v 4 » ThisPC » Windows (C:) » EHC

QOrganise v New folder

Documents " Name
Motebooks @ Supporting Doc for Assessment Request.docx
Projects

Windows

W This PC
# 3D Objects

v O Search EHC -]

Date modified Type

24/02/2021 11:56

Microsoft Word Decument|

B Deskiop
= Documents
4 Downloads
b Music
& Pictures
B Videos
27 Windows (C:) ola 5
File name: | Supporting Doc for Assessment Request.docx v| Al Files (%) ~
Click on Open and the file will be uploaded. The uploaded file will be displayed:
8 Supporting Documents
Please add any attachments which you believe may be relevant to the request for an EHC needs assessment
Filename Status

Supporting-Doc-for-Assessment-Request.docx Eﬁ

@ Add Files | 4 Start Upload | Uploaded 1/1 files

© ldox
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How to contribute to an assessment

When the decision has been made as to if an EHC needs assessment for a child or young person
will be carried out, you will receive an email telling you this and asking you to access the hub to
view the details. The email will look something like this:

Dear Jo Parent,

Following the request for an EHC needs assessment, a decision has been made about the
next stage of the process. To view the decision details, please click on the link below and
sign in to your account.

The case reference is EHC/21/0017.
Sign in to the EHC Hub)

When you sign into the Hub, the welcome screen will look like this, with the status of the case
shown below:

Welcome Jo Parent

3
=

3.

HARRISON, HARRY
(HARRY)

Decision made not to assest

If the decision has been taken not to proceed with an EHC Needs Assessment, the reason for the
decision will be displayed, and it will be possible to view a letter with details about the decision:

Or

Assessment process under Section 36 (1) of the Children and Families Act 2014

Decision

Not to proceed with an EHC Needs Assessment

Decision published date Letter
07 September 2021 2 Download

Reason for decision
THIS IS THE REASON FOR THE DECISION

O The Parent, Carer or Guardian has the right to appeal this decision.

They must register their appeal with the Tribunal within two menths of this letter.

© ldox Commercial in confidence
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To view the letter, click on Download and click on the file in the bottom left hand corner of the
screen

If the decision has been taken to proceed with an EHC needs assessment, when you click on the
Assessment, you will be provided with information about the EHC needs assessment process,

including a link to a website that will provide more information about the different sections of the
Plan:

EHC needs assessment process

Following the decision to carry out an EHC needs assessment, the local authority will coordinate gathering advice from
professionals across health, social care and education as well seeking your views.

There are two areas for you to record your views. "About Me" and "Parent/Carer Views" are multimedia spaces where you can
type text, add photographs or short video clips. If the local authority decide to issue an Education, Health & Care Plan (EHC
Plan), they will use this information to form Section A of the EHC Plan. To find out more about the different sections of an EHC
Plan click here.

Professionals being asked to provide advice for the EHC needs assessment must respond to the local authority within 6 weeks.

At the bottom of this page, you can see who has been requested to provide advice for this EHC needs assessment. You will
receive a notification from the hub when professionals send their response to the local authority so that you can view the
information provided.

There are two sections for you to contribute to the EHC needs assessment. These are About: and
Parent Carer views.

The section is all about what is important to the child or young person. If it is possible, the
information should be completed by the child or young person the assessment is for. If this child
cannot complete it independently, and it is being filled in by someone else, it is important that this
indicated in each section. If the local authority decide to issue a EHC Plan after the assessment is
complete, content from these sections will be included.

There are 8 sections to be completed. Left click on each section to enter information:

About

ion should be completed by the child or young person nselves.

g person, it should be made clear in each section whether the child has directly quoted the statements of i they have been

Things that | enjoy doing How to communicate with me

4 il

My hope, dreams and aspirations for the future Things | would like to change at home and school

When you click on one of the options, a page will be displayed allowing information to be typed in:
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Things that are important to me

Things that are Impartant ta me

BI US & %5- B 5 E~

Click here for more information on using free text fields:

Underneath, there is also a section to add files if you wish. These could be files like documents,
photos or short video clips. Click on the Add Files button and navigate to the file wherever you have

it saved on your device:

€ open

¥ 3D Objects

I Deskiop
Documents

¥ Downloads

' Music

& Pictures

B vid

29 Win

5(C) of&

3
« . A > ThisPC » Windows (C) > EHC o ch EH: p
Organise v New folder =~ M o

Documents A Name Type
Notebeoks ) Supporting Doc for Assessment Request.docx Microsaft Werd Document]
Projects
Windows
™ This PC

File name: | Supporting Doc for Assessment Request.doc

| Allfiles ¢ ~

>

Open

Cancel

Click on Open and the file will be uploaded. The uploaded file will be displayed:

i Flerame
Supporting Doc-or-Assessment Request docx

=]

When you have completed the information, you need to save it before moving on to the next

section. Click on Save Section to save the information:

Things that are important to me

Things that are important to me

B I U & & B> = =

1
4
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Once you have completed the information and saved it, you can access the next section. At the
bottom of the section being completed, below the upload file area, there will be an arrow to the
next section to be completed:

IThings that are working well at home and school > |

This will change depending on where you are in the record:

3 Add Files

< Things that are important to me Other information | think is important to know about me >

Alternatively, you can click on X and you will be taken back to the main page to choose which
section you want to complete next:

Things that are important to me @

Things that are important to me:

B I U S #® 15 = i =~

The sections to be completed are:

Things that are important to me

Things that are working well at home and school

Other information I think is important to know about me
Important things to know about my past

Things that I enjoy doing

How to communicate with me

My hopes, dreams and aspirations for the future

Things I would like to change at home and school

This section is for the Parent or Carer of the child or young person to give their views:

Parent Carer's Views

w2
g &
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When you click on one of the options, a page will be displayed allowing information to be typed in:

Important things to know about our family history

Important things to know about our family history

BIUS & tr

Filename

Status

Click here for more information on using free text fields:

Underneath, there is also a section add files if you wish. These could be files like documents,
photos or short video clips. Click on the Add Files button:

You will then need to navigate to the file wherever you have it saved on your Device:

€ open

x
« “ 40 ThisPC > Windows (C) » EHC v ch EHC »
Organise Mew folder ~ m @
Documents A Name Date modified Type
Notebeoks ) Supporting Doc for Assessment Request.docx 24/02/2021 11:56 Microsaft Werd Document]
Projects
Windows
? Thispe :
B 3D Objects
B Videos
2 Windows (C:) ulz 5
File name: | Supporting Dot for Assessment Requestdoct v | [AnFiles ~

Click on Open and the file will be uploaded. The uploaded file will be displayed:

i Flename
Supporting Doc for-Assessment Request docx

=]
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When you have completed the information, you need to save it before moving on to the next
section. Click on Save Section to save the information:

Important things to know about our family history (]

Important things to know about our family history

BI US # 5 == =-

Once you have completed the information and saved it, you can access the next section. At the
bottom of the section being completed, below the upload file area, there will be an arrow to the
next section to be completed:

IThings that are working well at home and school > |

This will change depending on where you are in the record:

< Imprtant tings to know sbast o family histary Things thatare nat working wel and we wauld ke & change

Alternatively, you can click on X and you will be taken back to the main page to choose which
section you want to complete next:

Important things to know about our family history | 0

Important things to know abot our family history

BI USA %5 8 &

The sections to be completed are:

Important things to know about our family history

Things that are working well at home and school

Things that are not working well and we would like to change
Our hopes and aspirations for the future

Other information we think is important

These are the two areas where you can contribute to the assessment.

There is also a section showing who else has been asked to provide information for the assessment.
When the professionals send their response to the local authority, you will get a notification email
from the hub so that you can view the information provided:
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Requests for advice

Team Job Request Request Due Request Completed
Member Title Specialism Date Date Date Status

Jo Senco Education  25/02/2021 08/04/2021 Response
pending

There are a number of people that might be asked to contribute to the assessment. These include:

Education professionals for education advice

Health Care professionals for medical advice

Education psychologists for psychological advice

Social Care advice

Any other person the local authority thinks is appropriate.

It is also possible for you to ask the case co-ordinator to request advice from a particular person if
the local authority hasn't done so already. A parent, carer, guardian or young person can ask the
local authority to request advice from anyone working in education, health or social care as long as
it is reasonable to do so. The case co-ordinator’s contact details are shown in the case sidebar.

Once the response to the request for advice has been received, the status will change to show this:

Requests for advice

Team Job Request Request Due Request Completed
Member Title Specialism Date Date Date Status
A Jo Senco Education ~ 25/02/2021 08/04/2021 15/03/2021 Response
received >

4

To view the response, click on the Green right pointing arrow and the Request for advice screen will
be displayed, with the information entered by the person who the advice was requested from.

You can scroll up and down the screen to view the information entered, using the scroll bar on the
right:

@ Education Setting ~

wenhill School

© Notes & Timeline ~

held between the child or young person and your

Key Dates -
LI hekd between the child or yor

between the parent(s) or carer(s) and this organisatior
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If further sections have been completed, they will be displayed with a green tick and a green arrow
on the right:

What has been the effect of any support or strategies already put in place by your organisation?

details about the effect of suppart and strategies already put in place

Click on the green arrow to view the information entered:

Communication and interaction IEl

If a decision is made to provide an education, health and care plan (EHCP), this advice may be used in section B of the EHCP.

What are the child or young person's strengths related to learning in this area?
Details of child or young persons strengths related to learning in this area

What are the child or young person's special educational needs related to learning in this area?

Details of Special Educational needs related to learning in this area

Click on the X to close the section and view another section. There is also a section displaying any
documents that have been uploaded:

Documents

EHC-hub-uploaded-document-file-example.docx

To view these documents, click on the white square and the document will show as a download in
the bottom left-hand corner of the screen (the actual location of the downloaded document will be
dependent on the web browser that you are using):

@ Education Setting -~ EHC-hub-uploaded-documeni-file-example.docx

Busy Bees Nursery
01234 556677

Cecilia Woolridge
Greenhill School
01234 887766

Jo Senco x
@ Notes & Timeline ~
- View the timeline

1 Key Dates v
The Educat

TIPS /] ENCLEST tAsC oML COM/ TEqUEsTs {1a=2 a:aaaparea:Request

@ EHC-hub-uplead...decx ~

Left click on this to open it and view the information.

Once all of the information has been gathered together, the assessment can take place and the
decision made about if an EHC Plan will be issued. A decision to issue a plan must be made within
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16 weeks of the case start date. To view important dates, click on Key Dates at the bottom of the
menu bar on the left:

B Key Dates A~

Case start date: 22/02/2021

Decision to assess made on: 25/02/2021
Decision to issue EHCP by: 13/06/2021
Case to be completed by: 11/07/2021

The case start date is the date the request for an EHC needs assessment was made. The dates will
show when something happened or when it is due to happen.

When the decision has been made to issue a plan or not, you will receive an email telling you that
there is new information on the Hub for you to view. The email will look something like this:

Dear Jo Parent,

Following the completion of an EHC needs assessment, a decision has been made about the next stage of
the process. To view the decision details, please click on the link below and sign in to your account

The case reference is EHC/21/0017

Sign in to the EHC Hub)

You will need to sign into the Hub to view the result of the decision.

If a decision has been made to issue an EHC Plan, a draft plan will be published as soon as
possible. You will be asked to comment on this draft plan within 15 calendar days and when these
comments have been submitted, the draft plan can be updated before a final plan is made.

When you log in to the Hub, the status will show like this:

Welcome Jo Parent

(+)

Fisher, Mandy
Dralt EHE Plen (not yet
shared)

&

KIMSTER, KIM

Decision made not to issue
an EHC Plan

If the decision has been made to not issue an EHC Plan, the following information will be displayed:

Or
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Decision

Not to issue an EHC plan at this time

Decision to issue plan date
07 September 2021

Reason for decision

this is the reason

Letter

& Download

O The Parent, Carer or Guardian has the right to appeal this decision.

They must register their appeal with the Tribunal within two months of this letter.

Assessment process under Section 36 (1) of the Children and Families Act 2014

This will include the reason for the decision and a letter that can be downloaded with more

information about the decision.
To view this letter, click on Download.

If the decision has been made to issue a plan, the status will show that a decision has been made

to proceed to a plan:

7 A

Request Decision

=

Assessment

A

Decisian

To view details and download the letter about the decision, click on Decision:

The information below will be displayed:

A

Decision

Decision

Issue an EHC plan

Decision to issue plan date
07 September 2021

Reason for decision

This is the decision to Issue an EHC Plan

Letter

& Download

© The Parent, Carer or Guardian has the right to appeal this decision.

They must register their appeal with the Tribunal within two months of this letter.

Assessment process under Section 36 (1) of the Children and Families Act 2014
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For more information about the decision, click on Download to download the letter.
Click on Plan. The main screen will show some information about the next part of the process:

Education, Health and Care Plan (EHC Plan)

Following the decision to issue an EHC Plan, the local authority will prepare a draft version of the plan for you to view and provide comments on.
You will have 15 days to record and submit your comments to the local authaority. The local authority will then consider your feedback before issuing the final version of the EHC Plan.

The Special Educational Needs and Disability Code of Practice specifies what information an EHC Plan must contain. local authorities must ensure that each of the sections below are included in the child or young person’s
EHC Plan

Section A: The views, interests and aspirations of the child and his or her parents or the young person
Section B: The child or young person's special educational needs

Section C: The child or young person’s health needs which are related to their SEN

Section D: The child or young person's social care needs which are related to their SEN or to a disability.

Section E: The cutcomes sought for the child or the young persen. This should include cutcomes for adult life. The EHC Plan should also identify the arrangements for the setting of shorter term targets by the early years
provider, school, college or other education or training provider.

Section F: The special educational provision required by the child or the young person.

Section G: Any health provision reasonably required by the learning difficulties or disabilities which result in the child or young person having SEN. Where an Individual Health Care Plan is made for them, that plan should be
included

Section H1: Any social care provision which must be made for a child or young person under 18 resulting from section 2 of the Chronically Sick and Disabled Persons Act 1970

Section H2: Any other social care provision reasonably required by the learning difficulties or disabilities which result in the child or young person having SEN. This will include any adult social care provision being provided to
meet a young person's eligible needs (through a statutory care and support plan) under the Care Act 2014

Section I: The name and type of the school, maintained nursery school, post-16 institution or other institution to be attended by the child or young person and the type of that institution (or, where the name of a school or other
institution is not specified in the EHC Plan, the type of school or other institution to be attended by the child or young person)

Section J: Where there is a Personal Budget, the details of how the Personal Budget will support particular outcomes, the provision it will be used for including any flexibility in its usage and the arrangements for any direct
payments for education, health and social care. The special educational needs and outcomes that are to be met by any direct payment must be specified

Section K: The advice and information gathered during the EHC needs assessment must be attached (in appendices). There should be a list of this advice and information

This details what information the plan must contain.

Underneath, it will show if the plan has been drafted yet. If it is still being drafted, this will be
displayed:

© compiling Plan

The EHC Plan is currently being drafted. You will be notified once the draft plan is available to view. In the meantime you can view all of the advice contributiens on the Assessment page.

If you haven't already read the advice contributions that might go into the plan, click on
Assessment at the top of the screen to view the Assessment page:

2 A = A 5=

Request Decision Assessment Decision lan

At the bottom of this screen there is the Requests for Advice section:

Requests for advice

Team Job Request Request Due Request Completed
Member Title Specialism Date Date Date Status
A Jo Senco Education  17/03/2021 28/04/2021 17/03/2021 Response

- received >
/z

See here for more information on Requests for Advice.

How to Comment on a Draft Plan

When the draft plan is ready, it will be shared. When it has been shared, you will get an email to
say that it is available to view:
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Dear Jo Parent,

A draft Education, Health and Care Plan (EHC Plan) is available to view on the EHC Hub. To view the draft
EHC Plan, please click on the link below and sign in to your account.

The case reference is EHC/21/0028

You have 15 calendar days to consider the plan and send us your views/ comments. We will then consider
your comments before issuing the final version of the EHC Plan.

Sign in to the EHC Hub]

3
OX

The draft plan will show the advice that has been submitted by any of the professionals who were
asked for advice as well as the planned outcomes and provisions.

If the draft plan is ready to be viewed, the screen underneath the information section will look like
this, showing when the Draft was shared:

Section J: Where there s a Personal Budget, the details of how the Personal Budget will support particular outcomes, the provision it will be used for including any flexibility in fts usage and the armangements for any direct
payments for education, health and social care. The special educational needs and cutcomes that are to be met by any direct payment must be specified

Section K: The advice and inf g the EHC needs must be attached (in appendices). There should be a list of this advice and information.

Show less information A

EHC Plan: Draft Version 1 - Shared 15/03/2021 Finish Commenting
[EHCP Section A EHCP Sections B,E & F EHCP Sections C,E& G
All About Me & My Parent / Carer's Views Special Educational needs, Quicomes & Provisions Health Needs, Outcomes & provisions
[EHCP Sections D, E, H1 & H2 [EHCP Section | EHCP Section J
Social Care Neads, Outcomes & Provisions Education Setting Personal Budget
[EHCP Section K Download draft plan
Information & Advice &

Each of the sections make up part of the Plan. To view more information on each section, left click
on that section.

You will be able to comment on the whole section, any parts of the section and any outcomes or
provisions in that section.

Each section may have multiple parts to it.
When you click on a EHCP section, the different parts of that section will be displayed with a brown

heading:

© ldox

EHCP Section A

Parent/Carer's Views

Local authority background information

g
g 3
B 3
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Left click on each of the part headings to view any information that has been entered

Parent/Carer's Views

Important things to know about our family history
These are important things to know about our family history

Things that are working well at home and scheol
These are thing we feel are working well at home and school

Things that are not working well and we would like to change
These are things that are not working well and we would like to change

Our hopes and aspirations for the future
These are our hopes and aspirations for the future

Other information we think is important

This s other information we think is impartant

If a section is not applicable (for example, the child or young person does not have extra Health
Needs) it will look like this:

EHCP Sections C,E& G ()

Camments

Health Needs, Outcomes & Provisions
This section does not apply

(It is still possible to add a comment to this section if required.)

It is important to scroll up and down the screen to make sure you can see all the information that
has been added to the plan. Left click on the scroll bar on the right-hand side of the screen to move
up and down on the screen.

& JoParent &£
N Frod Bloggs EHC Plan: Draft Version 1 - Shared 17/03/2021 Finish Commenting
/h‘ Draft EHC Plan (shared)
Age: 14
DoB: 16/03/2007
e _
> View details +Add photo
@ Young Person & Family a Comment
Jo Parent
parent_ehc_ji@tascomi.com Save
email
@ Case Co-ordinator A Outeomme

Click on the X to return to the main screen:

EHCP Sections B, E & F [x]

Provide a summary of the Child / Young persan's special educational needs

Primary type of special educational needs

Adding a comment to a Section

To add a comment to section, left click on that section

Each section will have a comments box for you to enter your comments on the information in the
plan:
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EHCP Section A (x )

Comments

Save

When you have entered your comment, click on Save to save the comment. This will be a draft and
no one will see them until you click on Finish Commenting to submit your comments.

Adding a comment to an Outcome or Provision in a Section

Scroll to that part of the section. To enter a comment on the outcomes and provisions of any part
of the plan, that section will display a comment field for you to complete:

Comment

Save

Outcome
Outcomes

Preparing for adulthood type
Steps

What are the short-term target(s) to achieve this outcome? >

Steps to achieving outcome Date to be achieved by

First step to achieving outcome dd-mm-yyyy

Comment

Save

Support Needed
Provision needed

To be provided by Staff / Student ratio

How much / Quantity

How often

You can type as much information as required in this field. It will all be included, even if it can’t be
viewed in this field in one go. When you have entered the comment, click on Save to save your
comment.
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Then click on the X to return to the main screen.

EHCP Sections B, E & F )

Provide a summary of the Child / Young person's special educational needs

Primary type of special educational needs

EHCP Section A — Left click on this to display the previous information entered by the
Parent/Carer and /or young person during the contribution to the assessment stage. See here for
more information on this section.

This has three parts:

e About
e Parent/Carer’s Views
e Local authority background information

EHCP Sections B, E and F — Left click on this to display information about Special Educational
needs, Outcomes and Provisions.

This has four parts:

Cognition and Learning
Communication and Interaction
Social, Emotional and Mental Health
Sensory and/or Physical needs

You can enter comments here about the planned outcome and the planned provision.

EHCP Sections C, E and G — Left click on this to display information about Health Needs,
Outcomes and Provisions which relate to the special educational needs of the child or young
person.

You can enter comments here about the planned outcome and the planned provision.

EHCP Sections D,E,H1 and H2 — Left click on this to display information about Social Care
Needs, Outcomes and Provisions which relate to the special educational needs of the child or young
person.

You can enter comments here about the planned outcome and planned provision.

EHCP Section I — Left click on this to display information about the Education Setting. This
information is not populated at this draft plan stage. The settings will be recorded in the Final EHC
Plan. You can enter information in the comment box as part of the consultation to name your
preferred education setting.

EHCP Section J — Left click on this to display any information about the personal budget. This has
two parts:

e Personal Budget
e Annual Cost of Support

Contact the case co-ordinator if you would like to discuss personal budgets or are not sure whether
this applies.

EHCP Information and Advice — Left click on this to display any information and advice provided
by professionals during the assessment process. See here for more information on this.
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This has 2 parts

¢ Monitoring and review
e Progress towards outcomes specified in this plan will be monitored by

It also has a section on Advice Contributions. To view any advice contributions that have been
made, click on view:

Advice contributions

Advice provided by Team name (if provided by a team) View
Jo Senco

You will then be able to view the information. See here for more details on this. When you have
finished looking at this information, click on close:

Request for Advice

Assessment process under Section 36 (1) of the Children and Families Act 2014

A decision has been made to carry out an EHC needs assessment for this child or young person and you have been requested to
provide advice. If you are to provide advice, please ensure that you do so within the statutory 6 week time frame set out by the
SEND Code of Practice 2014

Close Download

Left click on Plan at the top of the screen to return to the draft plan:

7 A - A

Request Decision Assessment Decision Plan

ao

When you have added all of your comments and you are ready to submit them, click on Finish
Commenting:

EHC Plan: Draft Version 1 - Shared 15/03/2021

Finish Commenting

Any comments you add will not be visible to other people until you click on Finish Commenting. At
that point they will be added to the plan and other people with access to the case will be able to
read them. Even if you have no comments, this will tell the Case Coordinator that you have finished
looking at the document and have no comment to make.

If you wish to download the draft plan as a PDF file. Click on Download Draft Plan:
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Download draft plan

The downloaded plan will then show in the bottom left-hand corner of the screen:

& Education Setting

NRraanhill Cahanl

20210315120419-...pdf A

Left click on this to view the contents of the PDF file. This can be saved to your own device, if
required.

EHC Plan Consultations

At the bottom of the plan, there will be list of the Parent/Guardians/Carers or young people that
have been consulted about this draft plan, as well as Education Settings consultations:

EHC Plan Consultations
|Young Person / Parents / Guardians / Carers |
To share this plan with a Young Person, Parent, Carer or Guandian, you must first add them as an iwolvement in the case sidebar.
Reviewer Draft Plan Shared On Comments Due By Status
Rada Kovaleva 12/03/2021 27/03/2021 Open
A Carer 12/03/2021 27/03/2021 Open
Education Settings
Name Request Date Response Due by Response Date Status Letter
Busy Bees Nursery 10/03/2021 25/03/2021 Awaiting response (Close
Greenhill School 12/03/2021 27/03/2021 Closed by coordinator (R
Greenhill Schoal 12/03/2021 2021 12/03/2021 Complete (Open) (R
St Mary's Primary School 12/03/2021 27/03/2021 Closed by coordinator (Reope!

It will list all Parent/Guardians/Carers or young people who have been asked to review the plan,
when the draft plan was shared with them and when they need to comment by. It will also have
the status of the comments process. If this says Open, then that person is still in the process of
adding comments. Once you have click on Finish Commenting (see here for details) the status will
change to show Completed:
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Reviewer Draft Plan Shared On Comments Due By Status

Jo Parent 15/03/2021 30/03/2021 Completed

Under the educational settings, it will show all educational settings that have been consulted and
the status of that consultation. To view the letter the educational setting was sent as part of the
consultation, click on Download in the letter column:

Download draft plan

3

The downloaded letter will then show in the bottom left-hand corner of the screen:

& Education Setting

NRraanhill Cahanl

20210315120419-...pdf A

Left click on this to view the contents of the PDF file. This can be saved to your own device, if
required.

EHC Plan Review

Once a plan has been finalised, it must be reviewed annually. Information about the review date
will be displayed when you log into the Hub and view the case.

You will receive an email with the details of the review meeting when it has been arranged. This is
usually done by the SENCo within the education setting.

In the meantime, when you log in, the case status will be displayed like this:

(+)

Bloggs, Fred (Freddie)

Review pending
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EHC Case Summary

E On this page you will find quick links to various stages/ processes of a child or young person's EHC case.

For some children/ Young people, their EHC journey may not have started on this EHC Hub and so historic case information may be limited. If this is the case, please contact the Local Authority for further information

- View details + Add phato Show less information A

@ Young Person & Family ~

o= Ed Education, Health & Care Plan
- L e Download EHC Plan

ema

@ Case Co-ordinator -

e 5 Review not yet started

joanne leonard@idoxgroup.com

v EHC Assessment and Planning pathway

View pathway

EHC Case Summary Page
This includes sections of information for the history of activity on the EHC Hub.
Education, Health and Care Plan

Click on the Plus to open this section:

EX Education, Health & Care Plan -

The current EHC Plan was finalised on 18/03/2021

Download EHC Plan

This will display when the current plan was finalised. You can also download a copy of the plan if
required by clicking on the Download EHC Plan button. The download will appear in the bottom left-
hand corner of the screen:

Ly LAY AL ABELAT J\-'I. TIUT UGS

© Education Setting A

Rraanhill Cahaal

20210318103808-...pdf A

Review not yet started

£ Review not yet started

The current EHC Plan must be reviewed by 18/03/2022. This is the date by when the local authority must publish their
decision on the outcome of the review.

To meet this deadline, it's recommended the next review be started no later than 26/11/2021

This will tell you when the plan is due to be reviewed.
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EHC Assessment and Planning Pathway

~" EHC Assessment and Planning pathway

Completed on 18/03/2021

Click on the link below 1o access the EHC Assessment and Planning pathway

[ View pathway

This will tell when the assessment and planning pathway was completed. To view the pathway,
click on View Pathway.

This will take you to the pathway page where you can view the information entered previously on
the pathway to the Plan:

>
Fred Bloggs
P Review pending
o 7 = < (8
Gase 10 EHGI1 0028 Request Decision Assessment Decision Plan
3 View details + Add photo
Case start date: 16/03/2021 Case to be completed by: 02/08/2021
@ Young Person & Family ~
doparent. Request for an EHC needs assessment B
parent_ehe_@tascomi.com
email The EHC process begins with a request for an assessment of a child or young person’s special educational needs. The local
authority will make a decision on whether to proceed with a needs assessment or not
@ Case Co-ordinator ~
If a decision is made to carry out a needs assessment, they will then decide whether the child er young persen needs an

In)ennard

Click on any of the status buttons at the top of the screen to view the information.

EHC Plan Review Meeting

When the review meeting has been arranged, you will receive an email with the details of the date,
time and venue for the meeting:

Dear Jo Parent,

You have been invited to an Education, Health and Care Plan (EHC Plan) review meeting. To view the full
meeting and case details, please click on the link below and sign in to your account.

The case reference is EHC/21/0028

Attached to this email is an invitation which can be used to add the meeting details to your calendar.

Sign in to the EHC Hub)

When you have your email, and sign into the HUB, the main screen will look like this:

(-

Bloggs, Fred (Freddie)

Review in progress : A review

meeting has been arranged
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When you click on this, to view the details of the meeting, click on View the case summary on the

left-hand side:

In the Review in progress section, click on Open review at the current stage.

Mandy Fisher

Review in progress : A review meeting

has been arranged

Age: 9
DoB: 02/02/2012

Arrangy
Case ID: EHC/21/0017
- View details + Add photo Review proc
& Young Person & Family P
Jo Parent
parent_ghc_jl@tascomi.com Here you v
email
; At least 2
® Ccase Co-ordinator A or young p
Jo Leonard
: . Please cor
joanne.leonard@idoxgroup.com
& Education Setting P
Greenhill School
01234 887766
Jo Senco
(@ Notes & Timeline FS
= View the timeline EHC P|
= View the case summary
B Key Dates v Date of n
2507321

id

<

Review in progress

Open review at the current stage

To meet this deadline, it's recommended the next review be started no later than 02/12/2021

The current EHC Plan must be reviewed by 24/03/2022. This is the date by when the local authority must publish their decision on the outcome of the review.

Details of the meeting will be displayed:

© ldox
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Arrange an EHC Plan review meetin

Here you will find details of the prop

EHC Plan review

EHC Plan Review Meeting Details

Date of meeting

Start time

End time

> do not appear bel

w please contact the meeting organiser.

o

EHC Plan Review Meeting Details

This will show the date, time and location of the meeting:

idox

EHC Plan Review Meeting Details

Date of meeting

Start time End time

Location

Greenhill school

Additional Meeting on. &.g.

etc

People Invited to the Meeting

This will show all the people who have been invited to the meeting and if they have confirmed if

they will attend or not:

People invited to attend the EHC Plan Review meeting

Name Invitation sent Will attend
Jo Parent 24/03/2021 Not replied
Professionals and/or teams invited to attend.
Name Invitation sent Will attend
Jo Senco 24/03/2021 Yes
Case Co-ordinator(s) and/or Local Authority representative(s) invited to attend.
Name Invitation sent Will attend
Jo Leonard 24/03/2021 Not replied

You will need to confirm if you will or will not be attending the meeting. To do this, click on view

the Case Summary on the left-hand menu bar:
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Mandy Fisher

Review in progress : A review meeting

has been arranged

Age: 9
DoB: 02/02/2012
Case ID: EHC/21/0017

-2 View details +_Add photo
& Young Person & Family ~
Jo Parent
parent_ehc_jl@tascomi.com Here you v
email
) At least 2
& Ccase Co-ordinator ~ or young p
Jo Leonard
) : Please col
joanne leonard@idoxgroup.com
@ Education Setting ~
Greenhill School
01234 887766
Jo Senco
@ MNotes & Timeline ~
=» View the timeline EH C P ‘
=» View the case summary
B Key Dates - Date of nf
250321

Arrangy

Review proci

At the top of the screen, there will be two buttons:

ido:

Arrange an EHC Plan review meeting

Here you will find details of the proposed EHC Plan review meeting including who have currently been invited to attend. If you would like to have others invited who do not appear below please contact the meeting organiser.

Please confirm your attendance. You will be contacted and asked to provide your views ahead of the meeting.

Show less information A

1 will not attend

1 will attend

At least 2 weeks' notice must be given to all invitees. Invitations to attend the EHC Plan review meeting must be sent to the parents(s) and/or the young person, representatives from education, health, social care and the child
or young person's education setting.

X Download

Click on the button to indicate if you will or will not attend the meeting.

Views on the Plans Progress and Outcomes

As part of the review, there will be a consultation as to if it is felt that progress is being made
towards the outcomes set out in the Plan. Both you and the child or young person can put your

views on this.

The Childs or Young Persons Views

The first section will be the views of the child or young person:

© ldox
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Fred's views

Do you feel that you are making progress towards some or all of the outcomes set out in your EHC Plan?

Yos No

What do you feel has been working well?

B/ U S & 13- =

What do you feel is not working well and would like to be different?

B / U & & 5. = 2 =-

ido

Click on the Yes or No button to indicate if you feel that progress is being made towards the

outcomes in the EHC Plan.

To enter more information about what is and isn't working well, left click anywhere in the boxes.

Click here for more information on using free text fields.

When you have entered your views, click on Save Views.

Any information previous entered during the assessment process can be viewed below this:

g

@ U

i

OQ.

A green tick in the top right-hand corner of the section means information has previously been

entered this section. To view that information, click on the tile and it will be displayed:

Things that are important to me

Things that are important to me
B I US # 15- == =~

This is important to me

The second section is for the Parent/Carer’s views:
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Fred's Parent / Carer's Views

Do you feel that you are making progress towards some or all of the outeomes set out in your EHC Plan?

Yes No

What do you feel has been working well?

B I U S & 15- =

What do you feel is not working well and would like to be different?

B /| U & = 5. =

Click on the Yes or No button to indicate if you feel that progress is being made towards the
outcomes in the EHC Plan.

To enter more information about what is and isn't working well, left click anywhere in the boxes
and start typing any information you want to enter here. Click here for more information on using
free text fields:

When you have entered your views, click on Save Views.

Any information previous entered during the assessment process can be viewed below this:

.o ’ : ’ E,& °
g ] B ]

A green tick in the top right-hand corner of the section means information has previously been
entered this section. To view that information, click on the tile and it will be displayed:

Important things to know about our family history [x]

Important things to know about our family history

B I/ U S & 15+ i =

These are important things to know about our famly history

At the bottom of the page, there is a section showing who else has been asked to provide their
views on the progress towards outcomes of the EHC Care Plan:
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Requests for information

. Jo Contributo Health

Once the response to the request for information has been received, the status will change to show
this:

Team Member Job Tile Specialism Request Completed Date Status

Requests for information

Team Member Job Title Specialism Request Completed Date Status

@ Jo Senco Education 24/03/2021 Response received l
>

To view the response, click on the Green right pointing arrow and the Request for information
screen will be displayed, with the information entered by the person it was requested from.

Where an advice area has been commented on, they will be displayed with a green tick and a green
arrow on the right:

Advice Areas

ﬁ SEN L‘mwmlmm\mnnJudlmmﬂm
ﬁ SEN - Cognition and Learning The active EHC Plan has no current outcomes for this area
ﬁ SEN - Sensory and/or Physical Health @
ﬁ SEN - Social, Emotional and Mental Health @
- Health The active EHC Plan has no current outcomes for this area
i

Social Care The active EHC Plan has no current outcomes for this area

Click on the green arrow and scroll down to view the information entered. Comments will have been
made as to if any changes are needed to the outcome or any additional short-term targets needed,
as well any changed needed to the Special educational needs provision:

Are any changes needed to this outcome?

Yes No

Are any additional short term targets needed to support the child or young person to achieve this outcome?

Yes No

Are any changes needed to the SEN provision to support the child or young person to meet this outcome?

Yes No

Click on the X to close the section and view another section:

Communication and interaction @

If adecision is made to provide an education, health and care plan (EHCP), this advice may be used in section B of the EHCP.

. There is also a section displaying any documents that have been uploaded:
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Documents

EHC-hub-uploaded-document-file-example. docx

To view these documents, click on the white square and the document will show as a download in
the bottom left-hand corner of the screen:

@ Education Setting ~ EHC-hub-uploaded-document-file-example.docx

Busy Bees Nursery
01234 556677
Cecilia Woolridge

Greenhill School
01234 887766

Jo Senco x
@ Notes & Timeline A
- View the timeline
[ Key Dates -
The Educat]
hitps:/ =l

W  EHC-hub-upload.docx A

Left click on this to open it and view the information.

Confirming Attendance for the meeting

You will need to confirm if you will or will not be attending the meeting. To do this, click on view
the Case Summary on the left-hand menu bar:

Mandy Fisher

Review in progress : A review meeting

has been arranged |
Age: 9 E 27 :

DoB: 02/02/2012
Arrangy

Case ID: EHC/21/0017
- View details +_Add photo Review proc{
& Young Person & Family ~
Jo Parent
parent_ehc_jl@tascomi.com Here you v
email

At least 2
& Ccase Co-ordinator ~

or young pl

Jo Leonard

) ) Please col
joanne.leonard@idoxgroup.com

@ Education Setting ~

Greenhill School
01234 887766
Jo Senco

@ Notes & Timeline ~

Timein EHC P|

= View the imeline
= View the case summary

LI Key Date bt Date of

25072

At the top of the screen, there will be two buttons:
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Arrange an EHC Plan review meeting

Here you will find details of the proposed EHC Plan review meeting including who have currently been invited to attend. If you would like to have others invited who do not appear below please contact the meeting organiser.

At least 2 weeks' notice must be given to all invitees. Invitations to attend the EHC Plan review meeting must be sent to the parents(s) and/or the young person, representatives from education, health, social care and the child
or young person's education setting.

Please confirm your attendance. You will be contacted and asked to provide your views ahead of the meeting

Show less information A

1 will not attend 1 will attend & Download

Click on the button to indicate if you will or will not attend the meeting.
As previously discussed, details of the meeting will be displayed below this

EHC Plan Review Meeting Details

This will show the date, time and location of the meeting:

EHC Plan Review Meeting Details

Date of meeting

Start time End time

Location

Greenhill school

Additional Meeting . e.g. / ete

People Invited to the Meeting

This will show all the people who have been invited to the meeting and if they have confirmed if
they will attend or not:

People invited to attend the EHC Plan Review meeting

Name Invitation sent Will attend

Jo Parent 24/03/2021 Not replied

Professionals and/or teams invited to attend.

Name Invitation sent Will attend

Jo Senco 24/03/2021 Yes

Case Co-ordinator(s) and/or Local Authority representative(s) invited to attend.

Name Invitation sent Will attend

Jo Leonard 24/03/2021 Not replied

EHC Plan Review Meeting

When the meeting has taken place, a record will be created of who was invited, who attendance
and when the meeting took place. The details of the discussions held at the meeting and any
recommendations made will be displayed in the next section, the Report on the review.
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When the meeting record has been created, when you log into the Hub, the status will look like
this:

(+

Fisher, Mandy

stage of review

Review in progress : Meeting

When you click on this, the status will be displayed like this:

This has 5 sections

EHC Plan Review Meeting Details

This will show the date, start time and end time and Location of the meeting.
Record of people who were invited and attended

This will show who was invited and if they attended.

Other Attendees

This will show a list of people who were not originally invited to attend ahead of the meeting, but
were in attendance

Additional Meeting Information

This will show any specific information about the meeting, like if apologies had been received or
new information was brought to the meeting.

The details of the actual plan review discussion will be shown in the review report in the next
section.

Meeting Documents

Any supporting documents from the EHC review meeting will be attached here and can be viewed.
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EHC Plan Review Meeting: Draft Report

When the report on the plan review meeting is being compiled, when you log into the Hub it will
look like this:

(+,

Fisher, Mandy

Review : Draft report

When you view the case, a message will be displayed to say that it is being drafted:

© EHCP Review meeting report in draft

You will be notified as soon as this is available to view

When the report is complete, it will be submitted to the local authority to consider the information
provided and decide on whether the current EHC Plan needs to be amended, ceased or maintained.

If you log into the hub, during this time, the status will look like this:

(+

Fisher, Mandy

Review : Report Submitted

When you view the case, there will be a message to say this:

© Awaiting Local Authority Decision

As a result of the recent EHC Plan Review, the Local Authority are considering the information provided in the Review Report,
and any supporting documentation/ evidence and will make a decision on whether the current EHC Plan needs to be
amended, ceased or maintained until the next review.

When the decision has been made about the next stage of the process, you will receive an email
telling you the decision has been made and asking you to sign into the hub. This should be within
four weeks of the meeting taking place:
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Dear Jo Parent,

Following the review of an Education, Health and Care Plan (EHC Plan), a decision has been made about
the next stage of the process. To view the decision details, please click on the link below and sign in to your
account

The case reference is EHC/21/0017

EHC Plan Review Meeting Report

When you log into the hub and click on the case file, the EHC Case Summary Page will be
displayed. The contents of the page displayed will vary dependent on the outcome of the review.

Viewing the EHC Plan Review Meeting Report

Under the Completed reviews section, click on view pathway:

v Completed reviews

Completed date Outcome

01/04/2021 Keep the current EHC Plan as it is View pathway

To view the Report, click on Report at the top of the screen:

&> S &8

27

&2

Decision Plan

Arrange Contribute views Meeting

The following screen will appear:

EHCP Review Report

Here you will find the full EHC Plan review report. The report has been written as a result of the discussions held at the review
meeting and the views/ information provided ahead of that meeting.

Each section of the report includes a view on how the child or young person is currently progressing towards each outcome, as
well as any recommendations for changes/ amendments to the EHC Plan.

The local authority will consider the contents of the report and any supporting documentation/ evidence and will publish their
decision on whether the EHC Plan needs to be amended, ceased or maintained in its current form until the next annual review.

Show less information A

Report Areas

Details of the child or young person's current education setting [x)

At the top of the screen will be information about the report.

Below that are listed the Report Areas:
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Report Areas

hasbm  Details of the child or yo cunent education setting @
LRLLE L

@ The child o young person's views °
@ The parer ; °
i SEN - Communications and °
i SEN - Cognition and Leaming |

i SEN nd/or Physical Health F

i SEN - Social, Emotional and Mental |

. Health |

nem .

To view the details of that area, click on the Green arrow on the right. The section will then be
shown in more detail:

Details of the child or young person's current education setting | [} |

Supporting Documents

Click on the X to close that section and view another section.

Outcome of a Review

Once the review has taken place, there are three potential outcomes.

1. The local authority decides to make no changes to the plan and must be reviewed again
within 12 months. Click here for more information on the review pathway.

2. The local authority decides to amend the plan based on recommendations in the review.
Click here for more information on the plan

3. The local authority decides to cease to maintain the plan. The plan will be removed based
on recommendations in the review. If the plan is ceased to be maintained, you will still be
able to access all of the historical information on the EHC Hub.
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Pick List Fields

Click on the down pointing arrow at the end of the field to view the available options for selection.
There is a scroll bar on the right to allow you to scroll down to view more options in the list. Scroll
down until you can see the option you require and then left click to select it. Alternatively, if you
know the option you require, you can begin to type it in the field and the list will show options that
match what you type:

* Gender

Nothing selected D

|
Nathing selected

Text Formatting

Left click anywhere in the box and start typing any information you want to enter here. If required,
there are various formatting options for that can be accessed by clicking on the buttons at the top
of the field. To see what each button does, hover over the button with the mouse pointer and a tool
tip will be displayed to show what that button does

Entering an Address

Enter the postcode of your address in the postcode search field and click on Search:

Address:

Another field will be displayed:

Please select a location El My address is not listed

Click on the down pointing arrow to view with all addresses that match that postcode:

Please select a location My address is not listed

Please select a location

Left click on the correct address to select it. The address will then be displayed on screen:

Idox Health Blakenhall Park Bar Lane
Barton Under Needwood
DE13 8AJ

Address:

% Clear address
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If the address is incorrect or needs to be removed, click on Clear address and a new location will be
available to be selected.

If the correct address is not available to be selected from the list, click on the My address is not
listed option, and the fields will be made available to be completed manually:

| My address is not listed I

-

Type in the date required with a dash between the day, month and year. Alternatively, left click on
the field and select the date from the calendar. Navigate around the calendar using the arrows in
the top right and left corners until the correct date is available. Left click on the date to select it
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Contact us

Idox Software Ltd

Second Floor, 1310 Waterside
Arlington Business Park
Theale RG7 4SA

© ldox

T: +44 (0) 333 011 1200
E: info@idoxgroup.com

www.idoxgroup.com
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