SPECIAL EDUCATIONAL NEEDS

MODEL LETTERS

(SENLETTERS)

WIRRAL EQUIVALANT LETTER TYPE
DESCRIPTION OF PURPOSE

PR 1
LETTER TO PARENTS ACKNOWLEDGING REQUEST FOR STATUTORY ASSESSMENT

PR 2 
LETTER TO SCHOOL REFUSING ITS REQUEST FOR STATUTORY ASSESSMENT PLUS LETTER TO PARENTS INFORMING OF DECISION.

PR 3
LETTER TO PARENTS REFUSING STATUTORY ASSESSMENT

SEN 1
LETTER TO PARENTS PROPOSING A STATUTORY ASSESSMENT FOLLOWING A REFERRAL SUBMITTED BY A SCHOOL OR PROFESSIONAL AGENCY

SEN 1/2N
LETTER TO PARENTS RESPONDING TO THEIR REQUEST FOR A STATUTORY ASSESSMENT

SEN 2 
LETTER TO PARENTS AFTER 29 DAYS HAVE ELAPSED INDICATING THAT IT HAS BEEN DECIDED TO PROCEED WITH THE ASSESSMENT

SEN 2A 
TO PARENTS WHEN THE AGREEMENT SLIP TO THE STATUTORY ASSESSMENT IS RECEIVED BEFORE 29 DAYS HAVE ELAPSED

SEN 3N
SENT TO PARENTS WITH THE FIRST PROPOSED STATEMENT

SEN 3M
MODIFIED PROPOSED ISSUED TO PARENTS FOLLOWING THEIR RESPONSE TO THE ORIGINAL DRAFT STATEMENT.

SEN 3L
THE ISSUING OF A NOTE IN LIEU

SEN 3S
LETTER TO PARENTS INFORMING OF DECISION FOLLOWING STATUTORY ASSESSMENT NOT TO ISSUE A STATEMENT

SEN 4 N
FOLLOWS 3N WITH A FINALISED STATEMENT AFTER 15 DAYS IF THERE ARE NO PROBLEMS.

SEN 4M
LETTER TO PARENTS AMENDING A FINAL STATEMENT WITHOUT A REVIEW

SEN 21
LETTER TO PARENTS PROPOSING A STATUTORY RE ASSESSMENT

SEN 22 
LETTER TO PARENTS AFTER 29 DAYS HAVE ELAPSED INDICATING THAT IT HAS BEEN DECIDED TO PROCEED WITH THE RE ASSESSMENT.

SEN 22A 
TO PARENTS WHEN THE AGREEMENT SLIP TO THE STATUTORY RE ASSESSMENT IS RECEIVED BEFORE 29 DAYS HAVE ELAPSED.

SEN 21/22
LETTER TO PARENTS RESPONDING TO THEIR REQUEST FOR A STATUTORY RE ASSESSMENT.

SEN 23N
SENT TO PARENTS WITH THE FIRST PROPOSED STATEMENT FOLLOWING A REASSESSMENT

SEN 23M
MODIFIED PROPOSED ISSUED TO PARENTS FOLLOWING THEIR RESPONSE TO THE ORIGINAL DRAFT STATEMENT FOLLOWING A REASSESSMENT

SEN24N
FOLLOWS 23N WITH FINALISED STATEMENT AFTER 15 DAYS IF THERE ARE NO PROBLEMS

SEN 24M
LETTER TP PARENTS AMENDING A FINAL STATEMENT WITHOUT A REVIEW

SEN33N
NOTIFICATION OF AN AMENDMENT TO A STATEMENT WITHOUT A FULL REASSESSMENT BUT FOLLOWING AN ANNUAL REVIEW.

SEN33M
LETTER TO PARENTS WITH A MODIFIED PROPOSED STATEMENT FOLLOWING PARENTAL REPRESENTATION MADE IN RESPONSE TO THE ORIGINAL NOTIFICATION OF AN AMENDMENT FOLLOWING AN ANNUAL REVIEW

SEN34N
FOLLOWS 33N WITH WITH FINALISED STATEMENT AFTER 15 DAYS IF THERE ARE NO PROBLEMS

SEN 34 M
LETTER TO PARENTS AMENDING A FINAL STATEMENT WITHOUT A REVIEW

SEN33S
SENT TO PARENTS WHEN THE LEA PROPOSES TO CEASE TO MAINTAIN A STATEMENT. 

SEN34S
SENT TO PARENTS FORMALLY CEASING A STATEMENT AFTER 15 DAYS IF PARENTS RAISE NO OBJECTIONS.
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PO(Assessments & Statements – Primary/Secondary)PR1

Ext.


please ask for

Dear

d.o.b.
I refer to your letter received in this office on the __________________________2002 in which you request a statutory assessment of ________________________’s special educational needs.

Most children with special educational needs are provided for within their mainstream school and only a small proportion whose needs are significantly greater than other children go through a statutory assessment.

I enclose a leaflet which explains the responsibilities which schools have to meet children’s special educational needs.  I hope that you will find this clear and helpful.

We expect that most children with special educational needs will have their needs met in a mainstream school from the resources available to that school via the graduated response explained in the leaflet.

I am, however, following up your request for a statutory assessment by writing to _______________________________, Headteacher of _______________________________ School to request reports regarding _______________________________’s levels of attainments and academic progress.  I will also clarify if _________________________________ has been identified as having special educational needs, if he/she is on the school’s special needs register, and if so, with what level of support.

We have criteria to help us to decide whether a child’s needs are likely to be so significant as to warrant special educational provision.  There are different criteria for different kinds of difficulty and if you would like to see the criteria which may be relevant to your child please ask your child’s Headteacher or contact the Special Educational Needs section in the Education & Cultural Services Department (Ext: 4224).
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When I have received the report from the school, and if relevant, other reports I will consider your request further and contact you without delay.

In the meantime you may also be interested to know of the Wirral SEN Parent Partnership.

I enclose a leaflet describing the work of the Partnership.

Yours sincerely

Howard Cooper

Director of Education & Cultural Services

Enc.
Leaflet 1


Parent Partnership Leaflet

cc
Headteacher


SESS


Dr


Director of Social Services Department


File















C 73

Headteacher

PO(Assessments & Statements – Primary/Secondary)PR2

Ext                   please ask for

Dear

________________________________________d.o.b.________________________
I refer to your request for a statutory assessment of _____________________’s Special educational needs.

After carefully considering all the evidence we have concluded that _________’s needs should continue to be met through resources that are already available to the school.

Since the evidence does not meet the criteria for statutory assessment, we shall not initiate the procedures.

I attach a copy of the letter sent to ___________________________’s parents explaining this decision.

Yours sincerely,

Howard Cooper

Director of Education & Cultural Services

Cc
file


SESS
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addressee

gu_unit_no gu_unit_name

gu house no gu street

gu main road

gu district

gu town

gu county

gu postcode
PO(Assessments & Statements – Primary/Secondary)PR2

0151 – 666 extno please ask for  named officer

Dear addressee
Pupil firstnames pupil surname d.o.b. pupil birthdate

school name

As you will know the Headteacher of pupil firstname’s school asked for a statutory assessment of his/her special educational needs.

After carefully considering all the evidence, we have concluded that pupil firstname’s needs should continue to be met through the schools’ own resources – this is explained in the attached leaflet.

Since the evidence does not meet our criteria to start a statutory assessment we shall not initiate an assessment.  I am sending a copy of this letter to the Headteacher of your child’s school who will be able to tell you what further steps the school can take to help.

Further advice and information on matters relating to your child’s special educational needs are available from:

· The Special Educational Needs Parent Partnership.  I enclose a leaflet for your information.

· The Authority’s Special Education Support Service which has a parent advice service.  I enclose a leaflet about this also.
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· There is also a Disagreement Resolution Service available which may help prevent and resolve disagreements between parents and Local Authorities.  If you are interested in this Service, please let me know and I will arrange for an application form to be sent to you.  If a disagreement is referred to the Disagreement Resolution Service this does not prejudice your right of appeal.

If you are unhappy with the decision not to make a statutory assessment, you have the right of appeal to the Special Educational Needs and Disability Tribunal.  The notice of appeal should be delivered to the Secretary of the Tribunal no later than the first working day after the expiry of two months from the date you receive this letter.

I would ask you, however, to contact your Named Officer, NAMED OFFICER, before you lodge an appeal in order to explore the opportunity to resolve your concerns.

A booklet explaining the role of the Tribunal is available, free of charge.  If you telephone this office on 666 2121 ext 4224 a copy will be sent to you.

Any arrangement you may make with the services outlined above cannot affect your right of appeal to the Tribunal.  You can appeal to the Tribunal whilst still entering into discussions to resolve any disagreement.

Yours sincerely

Howard Cooper

Director of Education & Cultural Services

Encs.
Parent Partnership Leaflet


Parent’s Advice Service


Leaflet 1

cc
File
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addressee

gu_unit_no gu_unit_name

gu house no gu street

gu main road

gu district

gu town

gu county

gu postcode
PO(Assessments & Statements – Primary/Secondary)PR3

0151 – 666 extno please ask for  named officer

Dear addressee
Pupil firstnames pupil surname d.o.b. pupil birthdate

school name

I refer to your letter received in this office date of parents’ letter, requesting a statutory assessment of pupil’s firstname special educational needs.

After carefully considering all the evidence, we have concluded that pupil firstname’s needs should continue to be met through the schools’ own resources – this is explained in the attached leaflet.

Since the evidence does not meet our criteria to start a statutory assessment we shall not initiate an assessment.  I am sending a copy of this letter to the Headteacher of your child’s school who will be able to tell you what further steps the school can take to help.

Further advice and information on matters relating to your child’s special educational needs are available from:

· The Special Educational Needs Parent Partnership.  I enclose a leaflet for your information.

· The Authority’s Special Education Support Service which has a parent advice service.  I enclose a leaflet about this also.

· There is also a Disagreement Resolution Service available which may help prevent and resolve disagreements between parents and Local Authorities.  If you are interested in this Service, please let me know and I will arrange for an application form to be sent to you.  If a disagreement is referred to the Disagreement Resolution Service this does not prejudice your right of appeal.
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If you are unhappy with the decision not to make a statutory assessment, you have the right of appeal to the Special Educational Needs and Disability Tribunal.  The notice of appeal should be delivered to the Secretary of the Tribunal no later than the first working day after the expiry of two months from the date you receive this letter.

I would ask you, however, to contact your Named Officer, NAMED OFFICER, before you lodge an appeal in order to explore the opportunity to resolve your concerns.

A booklet explaining the role of the Tribunal is available, free of charge.  If you telephone this office on 666 2121 ext 4224 a copy will be sent to you.

Any arrangement you may make with the services outlined above cannot affect your right of appeal to the Tribunal.  You can appeal to the Tribunal whilst still entering into discussions to resolve any disagreement.

Yours sincerely

Howard Cooper

Director of Education & Cultural Services

Encs.
Parent Partnership Leaflet


Parent’s Advice Service


Leaflet 1

cc
File
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addressee

gu_unit_no gu_unit_name

gu house no gu street

gu main road

gu district

gu town

gu county

gu postcode
Special Education/SEN1

0151 – 666 extno please ask for  named officer

Dear addressee
Pupil firstnames pupil surname d.o.b. pupil birthdate

school name

You will already be aware that pupil firstname may have difficulties which could be affecting his/her education and the information that I have received has indicated that the Authority should assess his/her educational needs.  This letter proposes that the Authority should start a statutory assessment which may lead to pupil firstname having a Statement of Special Educational Needs.

By law you have 29 days to consider this proposal and return the attached agreement slip.  At the end of this period I will decide whether or not to initiate statutory assessment procedures.

The assessment would involve collecting reports from a range of professionals on your child’s special educational needs.  These reports should be completed within 12 weeks from the date of this letter.

The timescale for the whole assessment is set out in the leaflet enclosed with this letter.  There are circumstances in which the timescale can be extended.  If you would like to ask for an extension, please speak to your child’s Named Officer.

If we proceed with the assessment all the reports pupil firstname’s assessment will be considered carefully by the Special Needs Assessment Panel.

The Panel will take account of the following reports:

Parent’s Views

As pupil firstname’s parents you know your child very well and it is important that we have your views.  If we go ahead with the assessment a form will be forwarded to you for completion on which you can set out your views on your child’s needs.  Alternatively you may prefer to write a letter.  You can also discuss your views about your child’s educational needs with his/her Headteacher and the Educational Psychologist.    
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The report which you send to me will be used as part of the assessment and will be considered along with the professional advice received from those involved in the assessment.  You may also wish to submit additional information from an independent source.

Educational Report

If your child is already in school or nursery, the Headteacher will provide a full educational report.  If necessary, other specialist teachers will be asked for their advice.

If your child does not attend school or nursery, the Authority will rely upon the other reports it receives, unless information can be obtained from another educational setting e.g. a playgroup.

Educational Psychological Report

An Educational Psychologist will assess your child and provide a detailed report.  If you wish, you can be present at that time but the psychologist will contact you anyway to discuss your child’s needs.  The Educational Psychologist knows about the kind of difficulties which make it harder for a child to learn and he or she will give advice on the nature of your child’s difficulties and how they may be overcome.

Medical Report

A doctor, usually the School Doctor, will see your child.  This part of the assessment is arranged by the Health Authority who will write to you with an appointment at your local clinic.  You will be invited to be present at that appointment.  Unnecessary delays are caused by failure to attend medicals.  Please try to keep these appointments.  If you have difficulties in this respect the school may be able to help.

Social Services Report

If a Social Worker knows your child and has information which is relevant to the assessment, I will ask for their advice.

Other Advice

Occasionally other advice may be sought from professionals who have knowledge of your child’s needs.  We will always try to obtain the views of the child.

All the reports will be considered and attached to a Statement if one is made.

Named Officer

If you wish to know more about the Assessment procedures, please contact named officer who is the Named Officer dealing with your child’s assessment.  Her telephone number is given at the top of this letter.
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Independent Parental Supporter (IPS)
Parents may at any point during the procedures decide that they would like the help or support of an Independent Parental Supporter.  This person is a volunteer who is independent of the Local Education Authority.  They may belong to a voluntary organisation or simply have a knowledge or experience of special needs and the concerns that parents have. The Wirral SEN Parent Partnership (Tel: 647 6631), which is based at the Charing Cross Methodist Neighbourhood Centre, Birkenhead, is a resource base for Independent Parental Supporters.

I enclose a leaflet on the SEN Parent Partnership for your information.

Please keep this letter and any future correspondence for reference.

Yours sincerely

Howard Cooper

Director of Education & Cultural Services
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WIRRAL EDUCATION COMMITTEE
Special Educational Needs

AGREEMENT SLIP

Name of Child
pupil firstnames pupil surname

Date of Birth

pupil birthdate

School

school name

I have considered your letter dated date of SEN1 letter and agree to an assessment of educational needs.

Parent’s signature …………………………………………….  Date …………………………

Print Name ………………………………………………………………………………………..

I can be contacted on Telephone Number ……………………………………………………

PLEASE TICK AS APPROPRIATE

I will seek the support of an Independent Parental Supporter.     YES {  }    NO {  }

(If you have indicated YES):

1)

I will nominate the Independent Parental Supporter myself

{  }

2) I will contact a voluntary organisation about an

           Independent Parental Supporter.





{  }

If you have the name and address of an Independent Parental Supporter who has agreed to act as a support, please give it below or send it as soon as possible.

Please return this agreement slip to:-


The Director of Education & Cultural Services


FAO  named officer


Special Education Section


Hamilton Building


Conway Street


Birkenhead


Wirral  
CH41 4FD
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addressee

gu_unit_no gu_unit_name

gu house no gu street

gu main road

gu district

gu town

gu county

gu postcode
Special Education/SEN1-2

0151 – 666 extno please ask for  named officer
Dear addressee
Pupil firstnames pupil surname d.o.b. pupil birthdate

School name

I refer to your letter of date of parents’ letter requesting that the Authority to consider starting a statutory assessment of pupil firstname’s special educational needs.

I am writing to let you know that following advice received from various agencies, I have decided to carry out this assessment in order to identify your child’s needs and how best they may be met.

The timescale for the whole assessment is set out in the leaflet enclosed with this letter.  There are circumstances in which the timescale can be extended.  If you would like to ask for an extension, please speak to your child’s Named Officer.

The assessment will involve several parts:

Parent’s Views

As pupil firstname’s parents you know your child very well and it is important that we have your views.  If we go ahead with the assessment a form will be forwarded to you for completion on which you can set out your views on your child’s needs.  Alternatively you may prefer to write a letter.  You  can also discuss your views about your child’s educational needs with his/her Headteacher and the Educational Psychologist.
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The report which you send to me will be used as part of the assessment and will be considered along with the professional advice received from those involved in the assessment.  You may also wish to submit additional information from an independent source.

Educational Report

If your child is already in school or nursery, the Headteacher will provide a full educational report.  If necessary, other specialist teachers will be asked for their advice.

If your child does not attend school or nursery, the Authority will rely upon the other reports it receives, unless information can be obtained from another educational setting e.g. a playgroup.

Educational Psychological Report

An Educational Psychologist will assess your child and provide a detailed report.  If you wish, you can be present at that time but the psychologist will contact you anyway to discuss your child’s needs.  The Educational Psychologist knows about the kind of difficulties which make it harder for a child to learn and he or she will give advice on the nature of your child’s difficulties and how they may be overcome.

Medical Report

A doctor, usually the School Doctor, will see your child.  This part of the assessment is arranged by the Health Authority who will write to you with an appointment at your local clinic.  You will be invited to be present at that appointment.  Unnecessary delays are caused by failure to attend medicals.  Please try to keep these appointments.  If you have difficulties in this respect the school may be able to help.

Social Services Report

If a Social Worker knows your child and has information which is relevant to the assessment, I will ask for their advice.

Other Advice

Occasionally other advice may be sought from professionals who have knowledge of your child’s needs.  We will always try to obtain the views of the child.

All the reports will be considered and attached to a Statement if one is made.
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Named Officer

If you wish to know more about the Assessment procedures, please contact named officer who is the Named Officer dealing with your child’s assessment.  Her telephone number is given at the top of this letter.

Independent Parental Supporter (IPS)
Parents may at any point during the procedures decide that they would like the help or support of an Independent Parental Supporter.  This person is a volunteer who is independent of the Local Education Authority.  They may belong to a voluntary organisation or simply have a knowledge or experience of special needs and the concerns that parents have. The Wirral SEN Parent Partnership (Tel: 647 6631), which is based at the Charing Cross Methodist Neighbourhood Centre, Birkenhead, is a resource base for Independent Parental Supporters.

Normally the reports should be completed within six weeks, therefore all reports including the parents’ advice form should be available by date reports due.

Unnecessary delays are caused by failure to attend appointments.  Please try to keep appointments, but if you have difficulties in this respect the school may be able to help.

I enclose a leaflet on the SEN Parent Partnership for your information.

Please keep this letter and any future correspondence for reference.

Yours sincerely

Howard Cooper

Director of Education & Cultural Services
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addressee

gu_unit_no gu_unit_name

gu house no gu street

gu main road

gu district

gu town

gu county

gu postcode
Special Education/SEN2

0151 – 666 extno please ask for named officer

Dear addressee

Pupil firstnames pupil surname d.o.b. pupil birthdate

School name

I refer to my letter of date of SEN1 letting you know that I proposed to make an assessment of pupil firstname’s special educational needs.

I am now writing to confirm that I have decided to carry out this assessment in order to identify your child’s needs and how best they may be met.

Please complete the parents’ advice form enclosed with this letter and return it to me by the date indicated within this letter.  The other reports should also be available by date reports are due and then all the information will be carefully considered as part of the assessment.  Unnecessary delays are caused by failure to attend appointments.  Please try to keep appointments, but if you have difficulties in this respect the school may be able to help.

You may find it helpful to have the support of an Independent Parental Supporter.  You may choose someone yourself.  If you need help in finding an Independent Parental Supporter, or a Voluntary Organisation, the Wirral SEN Parent Partnership (Tel No: 647 6631) may be able to help you.

When the assessment has been completed I will write to you again to inform you of our conclusion.  At that time you will have the chance to discuss the assessment with named officer.

Yours sincerely

Howard Cooper

Director of Education & Cultural Services
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addressee

gu_unit_no gu_unit_name

gu house no gu street

gu main road

gu district

gu town

gu county

gu postcode
Special Education/SEN2A

0151 – 666 extno please ask for named officer

Dear addressee

pupil firstnames pupil surname d.o.b. pupil birthdate

school name

Thank you for returning the Parents’ Agreement Slip.

I am now writing to confirm that I have decided to carry out the assessment in order to identify pupil firstname’s needs and how best they may be met.

Please complete the parents’ advice form enclosed with this letter and return it to me by the date indicated within this letter.  The other reports should also be available by date reports are due and then all the information will be carefully considered as part of the assessment.

Unnecessary delays are caused by failure to attend appointments.  Please try to keep all appointments.  If you have difficulties in this respect the school may be able to help.

I also note that insert.

When the assessment has been completed I will write to you again to inform you of our conclusion.  At that time you will have the chance to discuss the assessment with named officer.

Yours sincerely

Howard Cooper

Director of Education & Cultural Services
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addressee

gu_unit_no gu_unit_name

gu house no gu street

gu main road

gu district

gu town

gu county

gu postcode
Special Education/SEN3

0151 666 extno please ask for named officer

Dear addressee

pupil firstname pupil surname d.o.b. pupil birthdate

school name

I am pleased to enclose a copy of pupil firstname’s proposed statement of special educational needs.  We have attached to it copies of all the advice we were given during pupil firstname’s assessment for the statement.

This is not the final statement.  You can ask for changes to be made to it.  If you want to meet us to talk about the statement you need to tell us within 15 days of receiving this letter.

As you will see the statement is in six parts:

Part 1
Introduction

Part 2
Special Educational Needs

Part 3
Special Educational Provision, including objectives and monitoring arrangements

Part 4
Placement

Part 5
Non-educational Needs

Part 6
Non-educational Provision

We have left Part 4 blank so that you can tell us where you think pupil firstname should be educated.  You can tell us which maintained (Local Education Authority) school, including special school, you would like pupil firstname to go to and tell us the reasons.  To help you decide, a booklet is enclosed which lists all maintained primary/secondary schools in the area..

If you suggest the name of a maintained school, including a maintained special school, we must name the school in Part 4 of the statement unless –
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(a) the school is unsuitable to pupil firstname’s age, ability or aptitude or to his/her special educational needs, or 

(b) the attendance of pupil firstname at the school would be incompatible with the provision of efficient education for the children with whom he/she would be educated or the efficient use of resources.

INSERT

You may express a preference for the school which you would like pupil firstname to attend on the form attached to this letter.  In expressing your preference you should be aware of the Authority’s policy on transport to special schools and classes/bases which states:-

The Authority will meet the travel costs of children attending a special school or special class/base in a mainstream school provided it is the nearest appropriate school to the children’s home.  “Appropriate” is defined as “appropriate to meet the special educational needs of the child as specified in the child’s statement”.

The Headteacher of any school for which you state preference, would be happy for you to visit and to discuss the provision which their school can offer.

If you think that pupil firstname should attend a non-maintained special school or an independent school you can suggest the name of a school and tell us why you think that school should be named in pupil firstname’s statement.  A list of non-maintained special schools and independent schools approved by the Secretary of State is attached to help you.

If you want to tell us the name of a school you want pupil firstname to go to you must do so within 15 days of getting this letter.  However, if you attend a meeting with us to discuss this statement after getting this letter you will have another 15 days from that meeting to suggest a school.  You can also tell us if you disagree with what the statement says.  If you do disagree with the statement you must also tell us within 15 days of getting this letter, or 15 days from when you meet us to talk about the statement.  If you still disagree with the statement, or any of the advice given during the assessment after you meet us, you can ask us within 15 days of the first meeting.  We will arrange for the person who gave the advice, or someone else they suggest, to attend this new meeting.  We can arrange more than one meeting if necessary, if you disagree with more than one part of the advice.

Once all these stages are finished we will send you a final statement that will have Part 4 completed.
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If you have any concerns or disagree with any part of the amended final statement you should contact your child’s Named Officer.  Her name is named officer and her telephone number is given at the top of this letter.

You may also wish to get advice or support from the Wirral SEN Parent Partnership.  They can be contacted at Charing Cross Neighbourhood Centre, Claughton Road, Birkenhead, CH41 4DX (Tel No. 0151 647 6631, fax 0151 650 2223).

We also have arrangements to help resolve or prevent any disagreements between you and the Authority (a Disagreement Resolution Service).  Further details may be obtained from the Special Education Section.

Using either the SEN Parent Partnership or the Disagreement Resolution Service does not prevent you from appealing to the Special Educational Needs Tribunal about the statement.  An appeal to the Tribunal can run at the same time as any disagreement resolution.

When you receive the amended final statement, if you disagree with part 2, 3 or 4 of the statement you can appeal to the Special Educational Needs Tribunal.  The Tribunal can hold a hearing to decide what should be in these parts of pupil firstname‘s  statement.  You have the right to appeal to the Tribunal within two months of getting the final statement.  The address of the Tribunal is SENDIST, SEN Appeals, Mowden Hall, Staindrop Road, DARLINGTON, DL3 9BR.  Telephone number 01325 392555.

If you have any question, now or at any time, about this process or about the statement itself, you should contact  named officer in the first instance.

Please do not hesitate to get in touch.

Yours sincerely

Howard Cooper

Director of Education & Cultural Services
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addressee

gu_unit_no gu_unit_name

gu house no gu street

gu main road

gu district

gu town

gu county

gu postcode
Ref:  Special Education/SEN3M

Tel:  666 extno please ask for named officer

Dear addressee

Pupil firstnames pupil surname d.o.b. pupil birthdate

School name

With reference to my letter of date of SEN3, I am writing to let you know I have modified pupil firstname’s Proposed Statement, and enclose a draft copy for your information.

Your parental rights as outlined in my letter of date of SEN3 still apply and if you have any queries or concerns, please do not hesitate to contact named officer.

If I do not hear from you within 15 days I will assume you are now happy with the Statement and I will arrange for it to be finalised.

Yours sincerely

Howard Cooper

Director of Education & Cultural Services
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addressee

gu_unit_no gu_unit_name

gu house no gu street

gu main road

gu district

gu town

gu county

gu postcode
Special Education/SEN3L

Ref:
PO(Assessments & Statements – Secondary)

Ext:
please ask for NO

Dear addressee
Pupil firstnames pupil surname d.o.b. pupil birthdate

School name

With reference to my letter of date of SEN2/2A, when I wrote to inform you that I intended to make an assessment of pupil firstname’s educational needs.

The assessment has now been completed and after carefully considering all the advice it has been decided that pupil firstname’s educational needs can be met within his/her current school, school name and within a mainstream secondary school from September date.

A Statement of Special Educational Needs will not therefore be made but instead a Note in Lieu of a Statement will be issued.

The Note in Lieu sets out the reasons for reaching this conclusion and summarises the result of the advice we received during the assessment process.  Copies of the reports which were considered are attached as appendices.

Resources are available in all maintained schools to meet children’s special needs and it is felt that pupil firstname’s needs can be met from within his/her school’s resources.  Each school has procedures for monitoring and reviewing the progress made by these pupils and can, if necessary, request advice and support from the Authority’s Support Services.  The assessment has contributed to the school’s knowledge of your child.

If you wish to discuss Joseph’s case further please contact named officer.
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There is also a Disagreement Resolution Service available which may help prevent and resolve disagreements between parents and Local Authorities.  If you are interested in this Service, please let me know and I will arrange for an application form to be sent to you.

If, you wish to appeal, you have the right of appeal to a Special Educational Needs & Disability Tribunal, SENDIST, SEN Appeals, Mowden Hall, Staindrop Road,DARLINGTON, DL3 9BR.  Telephone number, 01325 392555.  The notice of appeal should be delivered to the Secretary of the Tribunal no later than the first working day after the expiry of two months from the date you receive this letter.

A booklet explaining the role of the Tribunal and offering guidance to parents who wish to appeal, is available, free of charge.  If you ring 666 4272 or 4265 a copy can be sent to you.

Yours sincerely,

Howard Cooper

Director of Education & Cultural Services
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addressee

gu_unit_no gu_unit_name

gu house no gu street

gu main road

gu district

gu town

gu county

gu postcode
Special Education/SEN 3S

0151 666 extno please ask for named officer

Dear addressee

Pupil firstnames pupil surname d.o.b. pupil birthdate 

school name

With reference to my letter of date of SEN2/2A, when I wrote to inform you that I intended to make an assessment of pupil firstname’s educational needs.

The assessment has now been completed and after carefully considering all the advice it has been decided that pupil firstname’s educational needs can be met within his/her current school, school name.  A Statement of Special Educational Needs will not therefore be made and school name will keep pupil firstname under review,

Resources are available in all maintained schools to meet children’s special needs and it is felt that pupil firstname’s needs can be met from within his/her school’s resources.  Each school has procedures for monitoring and reviewing the progress made by these pupils and can, if necessary, request advice and support from the Authority’s Support Services.  The assessment has contributed to the school’s knowledge of your child.  Copies of reports which were considered are attached to this letter.

If you wish to discuss pupil firstname’s case further please contact named officer.

There is also a Disagreement Resolution Service available which may help prevent and resolve disagreements between parents and Local Authorities.  If you are interested in this Service, please let me know and I will arrange for an application form to be sent to you.  If a disagreement is referred to the Disagreement Resolution Service, this does not prejudice your right of appeal.
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If you wish to appeal, you have the right of appeal to a Special Educational Needs & Disability Tribunal, SENDIST, SEN Appeals, Mowden Hall, Staindrop Road,DARLINGTON, DL3 9BR.  Telephone number 01325 392555. The notice of appeal should be delivered to the Secretary of the Tribunal no later than the first working day after the expiry of two months from the date you receive this letter.

A booklet explaining the role of the Tribunal and offering guidance to parents who wish to appeal, is available, free of charge.  If you ring 666 4272 or 4265 a copy can be sent to you.

Yours sincerely

Howard Cooper

Director of Education & Cultural Services
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addressee

gu_unit_no gu_unit_name

gu house no gu street

gu main road

gu district

gu town

gu county

gu postcode
Special Education/SEN 4

0151 666 extno please ask for named officer

Dear addressee
Pupil firstnames pupil surname d.o.b. pupil birthdate

school name

With reference to my letter of date of SEN3 enclosing a Proposed Statement of pupil firstname‘s Special Educational Needs, I am now writing to let you know that the Statement has been confirmed and I enclose a copy for you.

This Statement, including all the appendices will not be disclosed without your consent except in circumstances as detailed on the enclosed leaflet.

If you wish to discuss pupil firstname‘s case further please contact named officer  If, after discussion, you wish to appeal against the decision, you have the right of appeal to a Special Needs Tribunal, (Tel No. 01325 392 555).  The notice of appeal should be delivered to the Secretary of the Tribunal no later than the first working day after the expiry of two months from the date you receive this letter.

A booklet explaining the role of the Tribunal and offering guidance to parents wishing to appeal against the Statement is available, free of charge.  If you ring Special Education Section Tel: 666  4272 or 4265 a copy can be sent to you.

There is also a Disagreement Resolution Service available which may help prevent and resolve disagreements between parents and Local Authorities.  If you are interested in this Service, please let me know and I will arrange for an application form to be sent to you.  If a disagreement is referred to the Disagreement Resolution Service, this does not prejudice your right of appeal.
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Finally, if there are any points about this letter, or about          ‘s education you wish to discuss, please contact named officer.

Yours sincerely

Howard Cooper

Director of Education & Cultural Services
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RESTRICTION ON DISCLOSURE OF STATEMENTS

(1)
A statement in respect of a child shall not be disclosed without the child’s consent except –

(a) to persons to whom, in the opinion of the authority concerned, it is necessary to disclose the statement in the interests of the child;

(b) for the purposes of any appeal under the Act;

(c) for the purposes of educational research which, in the opinion of the authority, may advance the education of children with special educational needs, if, but only if, the person engaged in that research undertakes not to publish anything contained in, or derived from, a statement otherwise than in a form which does not identify any individual concerned including, in particular, the child concerned and his parent;

(d) on the order of any court or for the purposes of any criminal proceedings;

(e) for the purposes of any investigation under Part lll of the Local Government Act 1974(a) (investigation of maladministration);

(f) to the Secretary of State when he requests such disclosure for the purposes of deciding whether to give directions or make an order under section 496, 497 or 497A;

(g) for the purposes of an assessment of the needs of the child with respect to the provision of any statutory services for him being carried out by officers of a social services authority by virtue of arrangements made under section 5(5) of the Disabled Persons (Services, Consultation and Representation) Act 1986(b);

(h) for the purposes of a local authority in the performance of their duties under section 22(3)(a), 85(4)(a) and 87(3) of the Children Act 1989(c);
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(i) to Her Majesty’s Chief Inspector of Schools, one of Her Majesty’s Inspectors of Schools, or to a registered inspector of a member of an inspection team, who requests the right to inspect or take copies of a statement in accordance with section 2(8) or 3(3) of or paragraph 7 of Schedule 3 to the School Inspections Act 1996 (d) respectively;

(j) to the Connexions Service for the purposes of writing or amending a transition plan, or

(k) to a Young Offender Institution for the purposes of the performance of its duties under rule 38 of the Young Offender Institution Rules 2000(a).

(2) A child may consent to the disclosure of a statement for the purposes of this Regulation if his age and understanding are sufficient to allow him to understand the nature of that consent.

(3) If a child does not have sufficient age or understanding to allow him to consent to disclosure of his statement his parent may consent on his behalf.

(4) The arrangements for keeping such statements shall be such as to ensure, so far as is reasonably practicable, that unauthorised persons do not have access to them.

(5) In this regulation any reference to a statement includes a reference to any representations, evidence, advice or information which is set out in the appendices to a statement.
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