
 

 

 

 

 

 

 

 

 

The Process for School level SEND—My Plan 

S.E.N.D. flagged up by an adult 

Teacher to carry out baseline assessment and 
check SEND criteria in discussion with SENDCo if 

needed. 

Identify if there is an SEND issue 

Yes 

A staff member meet with 
parent and child – discuss their 
views on the child’s needs so 

that this can feed into My Plan.  
Child and staff member to 

complete a ‘My Profile’ sheet.  

Teacher to write My Plan 
(with SENDCO support if 

needed).  

Put child on 
SEND 

register at 
appropriate 

level 

Teacher to 
decide on the 
appropriate 

level of support 
needed. 
Discuss if 
SENDCo if 

needed and 
consider if any 

outside 
agencies need 

to be involved . 
After 

approximately 3 
months 

Teacher to meet with parent to 
give them a copy of the My Plan-

discuss document together – 
make any necessary changes.  

Teacher to meet with child and 
discuss. Make changes where 

necessary.  

Teacher or appropriate adult 
to review My Plan with child 

and parent – write comments 
on comment sheet.   

SENDCo to monitor progress  at 
each assessment point and liaise 

with teachers when needed. (review 
targets earlier if required) 

No 

It may be another 
issue, such as 

having had time 
off for illness  

  

SENDCo to 
keep on 

SEND 
concern list 
and monitor  

termly.   

Making progress on My Plan 
outcomes? Is the plan 

meeting needs? 

Yes 

Progress is being made but 
support is continued to be 

needed to fyurtehr close the 

No 

Consider if outside agency support is 
required. Consider if My Assessment and My 

Plan + is required 

Yes, no longer requiring My 
Plan as have closed the gap. 
Take child off SEND register 
with parental consultation 

The My Plan + process follows the same review cycle as shown above but often involves a multi-agency approach to identify and meet 
needs. The My Plan and My Plan + look the same but the + indicates a My Assessment has been written which is a document written by 

the SENDCo in consultation with parents, the child, teacher and any other agencies.  

If progress continues to be slow and the gap continues to widen, it may be felt appropriate to apply for an EHCP to provide an increased 
level of support for your child. If it is felt this may be needed, this will be discussed with parents. Parents can also make a request for an 

EHCPB directly with the Local Authority. 


