

GUIDANCE ON COMPLETING ANNUAL REVIEW DOCUMENTATION

	SCHOOL ADVICE FORMS (PAR1 AND SAR1):
· PAR1 – For Pupils at Foundation Stage and Key Stages 1 and 2 
· SAR1 – For Pupils at Key Stages 3, 4 and 5 



The School Advice Form should be completed by the classteacher, in consultation with the SENCO, and copies circulated to all invited parties at least two weeks prior to the Annual Review meeting.  
Please consider parental needs when preparing and circulating documentation, for example, language, literacy, sensory impairment, etc.  
	Part A


Please complete for all pupils.  
Nature of main difficulties:


Please tick the box(es) to correspond with the pupil’s difficulties as described in the Statement.
Attendance Record:



Please give percentage attendance over the past months or since the pupil entered the schooI.
Is the pupil a Looked After Child?



Please tick to indicate.

First language:
If the first language of the pupil or his/her parent/carer is a language other than English, please identify.  Otherwise, leave blank.





	Part B

Have there been any significant changes to the pupil’s personal circumstances, for example, a significant rise or fall in attendance, change in home situation, deterioration in medical condition, etc?  

YES, please give details  



NO, please leave blank



	Part C
Please complete for all pupils to show academic progress, explaining lack of progress or better than expected progress.
  

	Part D 
Please complete for all pupils to show support currently provided, ie:
i) General in-class provision
ii) Specific group or individual intervention programmes, for example:

· curriculum areas supported

· number of adults working with number of pupils

· roles of adults working with the pupil (LSA, learning mentor, support teacher from external agency, health professional, etc.)
· intervention programmes used

· time and duration of interventions

iii) Any other input, eg provision of equipment



	Part E
Have any reasonable adjustments been made to the teaching environment to specifically accommodate the pupil’s additional needs?  For example:

· adapted class size
· adaptations to individual workstation
· acoustic conditions 


YES, please describe  



NO, please leave blank
(See Chapter 8 of the ‘Supporting Pupils with Additional Needs’ file – for further guidance.)
 

	Part F
i)
Please complete for all pupils OR attach a printout of individual tracking data 
if preferred.

· Please attach scores for each component of the FSP where appropriate.
· When recording NC scores, please quote sub-levels.  Where pupils may not have achieved a test score, or may have scored below the level of the test, please include a teacher assessment.

· For pupils at Key Stage 4 and 5 where P Scales are not being used, and NC levels are not appropriate, please supply details of the pupil’s current level of attainment.




	Part F (continued)
ii) Please complete for all pupils.

· Enter the pupil’s NC year group in the box provided.  
· Then enter the Cease to Maintain criteria for Reading, Writing, Maths and Science in the boxes provided (see Chapter 11 of the ‘Supporting Pupils with Additional Needs’ file).
· Please tick, as appropriate, whether the pupil meets the Cease to Maintain 
criteria on the grounds of cognition and learning.

Where the pupil’s Statement has been issued as a result of other need, 
achieving Cease to Maintain levels in cognition and learning will not 
necessarily result in the Statement being withdrawn.

iii) Are there any other relevant assessments available?


YES, please complete



NO, please leave blank

· Other assessments may include standardised Reading, Spelling or Maths scores, eg Salford Sentence Reading Test, Neale Analysis of Reading Ability, etc.

· Scores should be quoted as standardised scores or percentile rank.
· Please ensure that scores are obtained from tests which are up-to-date and are based on valid norms.

· Please be aware that parents/carers may need an explanation of the meaning of such scores.

iv) The pupil’s last two IEPs must be attached, both of which must be reviewed.  Equivalent forms of planning documents are acceptable.



	Part G  (To be completed only if A ii) has been ticked)
Does the pupil have emotional, behavioural and social difficulties?  

YES, please complete



NO, please leave blank



	Part H  (To be completed only if A iii) has been ticked)
Does the pupil have communication and interaction difficulties?  

YES, please complete



NO, please leave blank


	Part I  (To be completed only if A iv) has been ticked)
Does the pupil have sensory, physical and/or medical difficulties?

YES, please complete



NO, please leave blank




	Part J  (To be completed for all pupils)

These suggestions will be discussed at the Annual Review meeting when agreed targets will be set.




	SUMMARY REPORT FORM (P/SAR2)

for pupils across all key stages




This form should be completed by the person chairing the Review meeting and endorsed by the Headteacher.  A copy of the completed form should be submitted to the Local Authority within 10 days of the meeting, or before the end of the current term, whichever is the earliest.

	Part A
Please complete for all pupils.  Include all who contributed to the Review meeting, either in person or by submitting advice.


	Part B
Did the parent(s)/carer(s) attend the meeting?  

YES, please leave blank  



NO, please give reason
If advice was submitted this should be recorded in Part A.



	Part C

Did the pupil attend the meeting?

YES, please leave blank  



NO, please give reason
If the pupil provided written comments these should be recorded in Part A.  If verbal comments were given these should be recorded in Part G.



	Part D

Please complete for all pupils, by ticking the appropriate option.  If the Review was a 14+ Transition Review, a Transition Plan should also be submitted.


	Part E

Is the purpose of the meeting over and above that which is ‘normal’?

YES, please give details



NO, please leave blank

NB  
It is important to ensure that all contributors understand why the meeting is 
taking place.



	Part F
Please complete for all pupils.  
  

	Part G
Please complete for all pupils.  
  

	Part H
Is there any information you wish to add to that given in G above?

     YES, please complete




NO, please leave blank

     (for example, it may be that agreement was not unanimous) 
  


	Part I
Please complete for all pupils.
(i) Agreed Actions

· List the agreed actions

· Name the person responsible

· State the timescale by which the actions are to be completed

(ii) Agreed Targets

· Describe approximately three broad targets which can be translated, in discussion with the pupil wherever possible, into more specific targets on the pupil’s IEP.
  

	Part J
Please complete for all pupils.  


  


	Part K
Is the pupil at a transitional stage?  

YES, please complete  



NO, please leave blank
NB
Transitional Reviews for pupils transferring to Key Stage 3 should be held in 
Year 5.
  

	Part L
Please complete for all pupils.
  

	Part M
Is the recommendation that the Statement should be amended?  

YES, please complete  



NO, please leave blank
  
    

	Part N
Did any of the contributors disagree with the recommendations?  


YES, please complete  



NO, please leave blank
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