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Identification and Assessment 
of additional needs

Early identification of 
needs

In line with current best practice, 
early identification of needs is 
essential and this should include 
an open conversation with the 
child or young person and his/her  
parents to discuss these needs 
and ways of providing support 
to meet specific and agreed 
outcomes.

This person-centred approach is a 
dynamic process to accommodate 
and reflect the changing nature of 
a child or young person’s needs; 
recognising that over time a child or 
young person may need more, less 
or different support and resources 
as they progress through education 
and into adulthood.   

This graduated response and 
process allows educational 
settings to build up a picture of 
need and support that can be 
used in the Education, Health and 
Care (EHC) statutory assessment 
process if a decision is made that 
a child or young person needs the 
support of an Education, Health 
and Care Plan (EHC Plan). 

The various stages of this 
graduated response are outlined 
below:

Universal – a one page profile, 
My Profile, that invites all children 
and young people aged 0-25 

years to provide person-centred 
information which may include: 
what is important to them; their 
hopes and goals; and what helps 
them and doesn’t help them. 
This information may be used for 
transition planning.

My Plan – a holistic child or 
family-centred plan that draws 
together existing information  
and identifies existing needs, 
required outcomes and what  
will be done to achieve them.  
A My Plan is developed by the 
Lead Practitioner, ensuring the 
child and family are central. 

My Plan should use the person-
centred information in ‘My Profile’ 
to inform the outcomes and ways 
in which they could be met that 
would best suit the individual child. 

My Plan should be regularly 
reviewed by everyone that is 
involved, the Team Around the 
Child (TAC) and updated to ensure 
it is meeting the needs of the child 
and/or family.

My Assessment and My Plan+  
– where a child, young person or 
family have more complex needs, 
My Assessment may be needed 
to aid understanding of the needs 
and inform effective planning.  My 
Assessment focuses on listening 
to the family to understand what 
is happening for them and what 
they need to help them make 

positive changes.  My Assessment 
also draws together information 
from a range of practitioners into 
one document so that a detailed 
analysis can be made and an 
action plan developed. 

The plan that is attached to My 
Assessment is called My Plan+ 
and the + denotes that it has been 
informed by a holistic assessment 
of need.  My Assessment 
requires the Lead Practitioner 
to coordinate gathering all 
information together and arranging 
for a Team Around the Child 
(TAC) or Team Around the Family 
(TAF) meeting to regularly review 
the My Plan+.  This will help the 
child, young person and his/her 
family experience a more co-
ordinated and joined up approach. 
Information from My Assessment 
and My Plan+ will be used to 
inform decision making regarding 
the Education, Health and Care 
statutory process. 

Education, Health and Care 
Plan – Some children and young 
people with significant educational 
needs may require a higher level 
of support through a statutory 
Education, Health and Care Plan. 

Identification of additional needs 
using an integrated approach
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Identification and Assessment of additional needs

  Review of My Plan shows 
child/young person not 
achieving outcomes.

  Need to involve other 
agencies identified (eg. 
Educational Psychologists, 
Advisory Teachers, Speech 
and Language Therapists, 
Occupational Therapists, 
Health Visitors, School Nurses, 
Children’s Centres, Youth 
Support Team, GDASS etc.)

  Lead Practitioner gains  
parental consent to contact 
other agencies to request  
their involvement with  
My Assessment to provide a 
holistic understanding of need.

  Each professional meets with 
child or young person and 
their family to undertake their 
assessment.

  Lead Practitioner sends an 
Analysis of Assessment form 
to appropriate professionals 
requesting a summary of 
their assessments and which 
can be included within My 
Assessment. Professionals 
return their forms with 
assessment, needs, SMART 
outcomes and actions identified.

  Lead Practitioner collates 
Analysis of Assessment forms 
into My Assessment in 
readiness for a TAC/TAF 
meeting.

   Meeting agrees My Plan+.

  Additional needs 
identified including special 
educational needs or 
disabilities.

  Appropriate support put 
in place.

  My Plan written.

  Review of My Plan+ indicates 
child/young person not achieving 
outcomes. This might result in 
changes to the outcomes and 
resources in the plan or it might 
result in a request for a statutory 
assessment and plan.

   Where a child with special 
educational needs is not 
achieving outcomes, the child 
or young person, parent, carers 
and practitioners involved will 
agree the next steps to either 
change resources or request an 
Education, Health and Care needs 
assessment.

  Request (with evidence from  
My Plan+ review) submitted to 
multi-agency Panel to request a 
statutory assessment.

  If agreed by the multi-agency  
Panel, a statutory assessment of  
the child’s or young person’s  
educational needs takes place.

  The multi-agency Panel examines 
the evidence from the statutory 
assessment and decides whether  
or not to issue an Education, 
Health and Care Plan.

  If agreed, a SEND case coordinator 
works with the child or young 
person, parents and carers to agree 
the resourcing of the Education, 
Health and Care Plan.

  The Education, Health and  
Care Plan is reviewed annually.

The pathway for a graduated  
and integrated approach

My Profile My Plan
My 

Assessment 
& My Plan+

Statutory 
Assessment 
& EHC Plan
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Identification and Assessment of additional needs

✔  Seek informed consent from families

✔  Agreeing the Lead Practitioner

✔  Coordinating the assessment information

✔  Completing an integrated needs analysis

✔  Agreeing a single list of outcomes

✔  Considering the resources available

✔    Including the resources for personal budgets, where available

✔  Identifying options for achieving the outcomes

✔  Not just standard solutions - informal support and community 
solutions as well

✔  Costing the options and evaluating the risks/benefits of each

✔  Drafting a plan to achieve SMART outcomes within available 
resources

Throughout the graduated and integrated approach there needs to be an open conversation with families and 
everyone involved about the following:

At all points throughout the graduated pathway children will achieve 
outcomes which may enable the amount of support to reduce. It is 
important that the integrated process is viewed as a flexible and dynamic 
one that matches provision to current need, for example, children could 
move from a resource such as a special school into a mainstream school 
with appropriate support.

Person-centred 
open conversation 

with families

My Profile My Plan
My 

Assessment 
& My Plan+

Statutory 
Assessment 

& Plan
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This helps a child or young person 
share personal information in order 
to help those working with them 
understand their motivations, 
preferences, goals and self-image.  
Areas for completion within a  
My Profile could include: ‘What 
is important to me’; ‘What helps 
me’; ‘What does not help me’; 
‘My hopes for the future’. The 
design of this template may 
vary depending on a child or 
young person’s interests and 
preferences. 

There are many ways of providing 
a child or young person with 
opportunities to complete 
their profiles either as part of a 
classroom activity, during tutor 
group time, in a mentoring session 
with support or by themselves.  

As My Profile shares personal 
information, it needs to be treated 
with respect.  A child or young 
person should be informed how 
the information will be used, 
for example: as part of lesson 
planning, helping to plan transition 
to another year group, class or 
school; as a guide to help with 
individual support planning. Most 
of these children or young people 
will not be identified as having 
Special Educational Needs.
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Identification and Assessment of additional needs

Step-by-step guidance

My Profile

Further samples of My Profile that  
can be used with children and 
young people across the age range 
are available on SENCOSPOT, 
the Practitioner area of the Family 
Information Service and the Local Offer.
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Identification and Assessment of additional needs

This is a simple action plan to 
address and achieve agreed 
outcomes in order to meet a 
child or young person’s identified 
additional needs. A My Plan 
can be used to support the 
whole family as well as individual 
children and can be used as a 
multi-agency plan.  The My Plan 
is written when there are clear 
needs and outcomes and where 
individuals can be identified to 
help meet those needs.  A My 
Plan facilitates the identification 
of additional needs at the earliest 

point and allows an action plan to 
be put in place to start to address 
needs more quickly.

A My Plan can be written by 
any practitioner working with the 
family and can be used to address 
any area of a child or family’s life.  
In some cases, the only need 
identified will be an educational 
need and the My Plan would 
focus on supporting that child 
with his/her educational need.  In 
other cases, there may be multiple 
needs such as medical, physical, 
social, emotional or mental health 
needs.  The My Plan can be 
used to coordinate an action plan 
focused on these additional needs 
as it is a multi-agency document 
designed to meet the holistic needs 
of children and families.

The My Plan should be developed 
in a person-centred way through 
open conversations with the child 
or young person and family to 
ensure they are fully engaged with 
the process. The family should 
be encouraged to identify people 
within their own social network to 
help them achieve outcomes as 
well as using the knowledge and 
skills of the practitioners around 
them. This would also include 
community resources identified 
via the Local Offer and Family 
Information Service.

The My Plan should be reviewed 
regularly by the Lead Practitioner 
to ensure outcomes are being 
met and/or to identify further or 
emerging needs that may be 
having an impact on progress.

MY PLAN
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If it becomes clear, following review 
and adjustment of My Plan, that 
it is not meeting the needs of the 
child, young person and family 
or that further needs are being 
identified, it may be appropriate 
to complete a My Assessment  
leading to a My Plan+.

Consent: The Lead Practitioner 
meets with the child or young 
person and their parent/carers to 
discuss concerns and explain the 
process of a My Assessment & 
My Plan+. This discussion should 
also include:

   seeking the views of the child 
or young person about their 
thoughts and aspirations for  
the future;

  seeking the views of the parent/
carers about their hopes for their 
child or young person now and 
into the future, how they support 
their child or young person, 
what helps them as a family; 

   explaining why a My 
Assessment & My Plan+ is 
needed and why involvement 
or assessment by others 
is required, what would be 
involved and what the benefit 
of this would be to the child or 
young person;   

   gaining informed consent to 
gather further information (see 
example of Consent form on 
SENCOSPOT, the Practitioner 
area of the Family Information 
Service or the Local Offer);

   the Lead Practitioner, with 
consent, requesting support and 
involvement from appropriate 
agencies or services who 
become part of a Team Around 
the Child (TAC) or Team Around 
the Family (TAF).

Analysis of Assessment:  
The Lead Practitioner may wish to 
use the Analysis of Assessment 
form to collect information from 
other practitioners.  It is important 
that when these forms are 
returned, the Lead Practitioner 
collates the information and 
analyses it within the context of 
the other information they have.  
Each Analysis of Assessment 
form should not be seen as a 
stand-alone document but one 
of a number of inputs towards a 
holistic and integrated assessment 
that provides a clear picture of 
what is happening for the child or 
young person and family.

Everyone contributing to the 
assessment and planning for a 
child, young person or family is 
part of the Team around the  
Child/Family. The Lead Practitioner 
should indicate the timescales by 
which the Analysis of Assessment 
forms should be returned to 
enable the My Assessment & 
My Plan+ to progress as soon  
as possible.  

Assessments and associated 
completed Analysis of Assessment 
forms showing the needs, 
impact, outcomes and actions 
recommended should be  
returned to the Lead Practitioner 
within these timescales. The  
Lead Practitioner then integrates 
the information received from 
these assessments into the  
My Assessment & My Plan+ 
templates.

The Lead Practitioner is 
responsible for calling a TAC or 
TAF meeting to bring together the 
child, family and all those working 
with them.  During this meeting, 
the My Plan+ can be completed 
by those present ensuring all 
actions are allocated to the correct 
people.  The TAC/TAF can also be 
used to review the My Plan+ at 
regular intervals.
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See overleaf for an example  
of a My Assessment & 
My Plan+ >>>
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My 
Assessment 
& My Plan+
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                                        Assessment 

Page 3 of 9 

Details of Other Family Members Continued: 

If any family member has SEN and/or a disability, please give details: 

 
If any family member is a child in care, please give details: 

 
If any family member (adult or child) is providing physical or emotional care and support to a person 

with additional care needs, please give details: 

 
 

Section 2:  Services working with Child, Young Person and Family 

Services working with Child/Young Person and Family 

 
Name, Role, Agency & Contact Details: Which Family Member Contributed to 

Assessment Y/N 
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                                        Assessment 

Page 2 of 9 

Section 1b: Family Details (If completing a whole family My Assessment) 
Details of Parents/Carers: Parents/Carers Full Name(s):  

  
Parental Responsibility:  

Yes/No 
Yes/No 

Home Address:  
  

 Telephone Number:  
 

 
Age/Date of Birth:  

 
 

Ethnicity/First Language:  
 

 
Details of Other Family Members: Full Name:  

  
 

 
 

Date of Birth:  
  

 
 

 

Gender:  
  

 
 

 

Home address (if different to above): 

 
 

 
 

 Ethnicity:  
  

 
 

 

First language:  
  

 
 

 

Education 
Setting: 

 
 

 
 

 

Attendance %: Possible: 
 Possible: Possible: Possible: Possible: 
Actual: 
 Actual: Actual: Actual: Actual: 

Special 
Educational 
Needs &/or 
Disability 

 
 

 
 

 
If yes, details:  

 
 

 
 

 
 Child in Care:   

 
 

 
 

 
 Young Carer:   

 
 

 
 

 
 Pupil Premium (Amount): 

 
 
 
 

 
 

 
 

                                        Assessment 

Page 4 of 9 

Section 3:  Assessment Details 
Date Assessment Started/Reviewed: 

 
Author of Assessment  

Date Assessment Completed:  
Date Assessment Updated:  REASON FOR THIS ASSESSMENT 

 
 

Has a genogram/family tree been completed and attached?   YES/NO 
THE CHILD(REN) AND THEIR STORY  

 Has a MY PROFILE (or similar) been completed?   YES/NO 
THE CHILD(REN)’S WISHES AND FEELINGS 

 
 
 

THE ADULT(S) AND THEIR STORY  
 THE ADULT(S) WISHES AND FEELINGS 

 

 VIEWS OF OTHER AGENCIES WORKING WITH THE FAMILY 

 

 
FAMILY AND FRIENDS 

 
 
 

EDUCATION, LEARNING AND WORK 
(If education and learning needs have been identified for a child/young person, please go to 

Appendix A) 
 
 
 

COMMUNITY 
 
 
 

 

 
 

My Plan+ available 
on SENCOSPOT

                                        Assessment 

Page 1 of 9 

 

Section 1a:  Child/Young Person’s Details (if completing My Assessment for an 

Individual Child or Young Person) 

Child/Young Person: 
First Name(s):  Family Name:  

 

Date of Birth:  Gender:  
 

Address:  Telephone Number:  
 

Ethnicity:  First Language:  
 

Education Setting:  Attendance %: Possible: Actual: 
 

Special Educational 
Needs &/or Disability: 

 Details:  

Pupil premium 
(amount): 

 Young Carer:  

Child in Care:  Social Worker: 
 

 

 
Parents/Carers and other family members: 

If address and contact number are different to child/young person, please give details: 

 
 
If any family member has SEN and/or a disability, please give details: 

 
 
If any family member is a child in care, please give details: 

 
 
If any family member (adult or child) is providing physical or emotional care and support to a person 

with additional care needs, please give details: 

 
 
Full Name: Relationship 

to c/yp: 
Age/DOB Ethnicity/first 

language 
Education 
Setting 

Attendance % 

Parent/Carer  
PR – Yes/No 

   N/A N/A 

Parent/Carer 
PR – Yes/No 

   N/A N/A 

     
 

 

 
 

     

 
 

     

 
 

     

 

 

 

                         
               Assessment 

Page 6 of 9 

Section 5: Comments and Signatures 

Comments on the assessment from child, young person, parent/carers. 

 
 
 
 
 
 
 
 Signatures 

 
Child/Young Person 

Name 
Signature 

Date 

 
 

 

Name 
Signature 

Date 

 
 

 

Name 
Signature 

Date 

 
 

 

Name 
Signature 

Date 

 
 

 

Name 
Signature 

Date 

 
 

 

 
Parent/Carer 

Name 
Relationship Signature 

Date 

 
 

 
 

Name 
Relationship Signature 

Date 

 
 

 
 

 
Author/Lead Practitioner 

Name 
Job Title 

Signature 
Date 

 
 

 
 

Organisation Telephone Number Email Address 

 
 

 

 
Author’s Manager 

Name 
Job Title 

Signature 
Date 

 
 

 
 

Organisation Telephone Number Email Address 

 
 

 

 
 

                                        A
ssessment 

Page 9 of 9 

 

Appendix 1c 

Post 16 courses 

(please delete section if not applicable): 

Subject/name of 
course 

Level being 
studied 

Current 
assessment 

(please describe 
the learning 
outcome) 

Has the 
progress 
met 
predictions?  

Comments: 

Please include barriers to 

learning, e.g. attendance 

issues, self-
esteem/confidence issues 

and note the support given 

 
 
 
 

  Choose an 
item. 

 
 

 
 
 
 

  Choose an 
item. 

 
 

 
 
 
 

  Choose an 
item. 

 
 

 
 
 
 

  Choose an 
item. 

 
 

 
 
 
 

  Choose an 
item. 

 
 

 

                                        Assessment 

Page 7 of 9 

 
Appendix 1a Early Years assessments - age 0 – 4 years 

Foundation Stage Profile of current levels of attainment – Development Matters Levels 

and /or Early Years Foundation Stage Profile results 
 Early Years Foundation Stage  aspect 

Attainment at 
previous review 

(please 
describe the 
learning outcome) 

Date: 

Current 
Assessment 
 
(please 
describe the learning 
outcome) 
Date: 

Predicted level or age expectations  

If current attainment is below age expectations please give detailed comments. 
Please include barriers to learning, e.g. attendance issues, self-esteem/confidence issues etc. 

and note the support given.   
 

 
Choose an item.   

 
 

Choose an item.   
 

 
Choose an item.   

 
 

Choose an item.   
 

 
Choose an item.   

 
 

Choose an item.  

 

 

 

 

 

 

                                        Assessment 

Page 5 of 9 

 

Section 4: Family Priorities and Analysis of Information  
What three things in this assessment are most important to you? 

 
 
  

1  
2  

3 Child’s Name 
    Child’s Name 
    Child’s Name 
    Child’s Name 
    Child’s Name 
    Adult’s Name 
    Adult’s Name 
    Practitioner’s  Name 
    
 

Practitioner’s Analysis of Information:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

My Assessment available 
on SENCOSPOT

MY PLAN+
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Considering an Education, 
Health and Care Plan:

If you are considering making a 
request for an Education, Health 
and Care Plan, it is advisable to 
contact the SEND Casework Team 
for advice.  A member of the SEND 
Team may be invited to attend a 
Team around the Child review of the 
My Plan+ and offer the following 
advice:

  to contact a particular service 
that has not been engaged with 
already but that will be able to 
further support the child or  
young person;

  to liaise with other professionals  
to suggest a different approach 
that may yield the desired 
outcomes and review (usually in 
another 6 weeks);

  to collate all evidence, which 
includes views from the child, 
young person and family and 
make a request for Education, 
Health and Care Plan.

Requesting an Education, 
Health and Care Plan: 

When, following reviews of My 
Plan+, it is believed that the child 
or young person has educational 
needs that cannot be met 
without additional resources, an 
Education, Health and Care 
Assessment may be necessary. 
Please refer to the Education, 
Health and Care Plan 
guidance for SENCOs and the 
request checklist on SENCOSPOT 
website, to ensure evidence of the 

interventions already taken can be 
demonstrated. It is important that 
the request form is accompanied by 
ALL the evidence required.

The Education, Health and Care 
Plan process (20 weeks)

The statutory process begins when 
a request has been received by the 
Local Authority from: 

  the parent or carer of a child or 
young person;  

  a young person over the age of 
16 years  but under the age of 25, 
and;

  a person acting on behalf of 
an Early Years setting, school/
academy, post-16 institution, and 
those responsible for education 
in custody (this should be done 
ideally with parental knowledge 
and agreement of the parent or 
young person where possible).  
Please refer to the Code of 
Practice 2014 (Section 9.9) for 
further information.

A Multi-Agency Panel meets 
weekly to consider requests for 
an EHC assessment, and based 
on the evidence presented will 
make a decision whether an EHC 
assessment is necessary. The Local 
Authority must make a decision 
and communicate the decision to 
the child’s parent or to the young 
person within 6 weeks of receiving 
the request.  

If the decision is not to proceed with 
an EHC assessment a member 
of the SEND Casework Team will 
contact the parent/carer and Lead 
Practitioner with the reasons given 
by the Multi-Agency Panel together 
with any recommendations, for 
example updated professional 
advice may be required or needs 
are being met, or could be met, 

from within the school’s resources 
and can continue to be met through 
a My Plan/My Plan+.  

If the decision is to proceed with a 
EHC assessment the SEND Team 
will request advice from all those 
already involved with the child or 
young person.   

At this stage the SEND Team will 
contact the school to ask them 
to co-ordinate a Team around the 
Child meeting to be held prior to the 
multi agency SEND Panel. 

The evidence received during the 
assessment will be used by a 
designated member of the SEND 
Team to form the basis of the Draft 
EHC Plan.  The SENCO will be 
contacted by the SEND Team to co-
ordinate a Team Around the Child 
meeting to bring together all those 
involved with the child or young 
person to discuss the Draft EHC 
Plan, outcomes (maximum of 8) and 
provision.  It is helpful at this stage 
for the TAC to provide an indication 
of the level of resource and cost 
needed to meet the outcomes 
identified.

If it is considered at the TAC 
meeting that a child’s/young 
person’s needs can continue to be 
met from within the school’s own 
resources, through a My Plan/My 
Plan+, an Education, Health 
and Care Plan will not be issued.

If it is determined through 
discussion at the TAC meeting 
that a child’s needs cannot be met 
through a My Plan/My Plan+, 
the Draft EHC Plan will be taken to  
the Multi-Agency SEND Panel for a 
decision on the level of resourcing.  
Once agreed, a final Education, 
Health and Care Plan is issued 
with a specified review date.

Education, 
Health and  
Care Plan

Gloucestershire Guidance Booklet for Practitioners Working with Children and Young People (0 – 25 yrs) with Additional Needs including Special Educational Needs and Disabilities



G
ra

d
ua

te
d

 P
at

hw
ay

 F
lo

w
ch

ar
t 

– 
E

ar
ly

 H
el

p
 a

nd
 S

up
p

o
rt

 fo
r 

C
hi

ld
re

n,
 Y

o
un

g
 P

eo
p

le
 a

nd
 F

am
ili

es

W
ha

t 
to

 d
o

 a
nd

 H
o

w
G

ra
du

at
ed

 E
ar

ly
 H

el
p 

an
d 

S
up

po
rt

 in
vo

lv
es

: i
de

nt
ifi

ca
tio

n;
 a

ss
es

sm
en

t; 
pl

an
ni

ng
; p

ro
vi

di
ng

 s
er

vi
ce

s;
 a

nd
 re

vi
ew

in
g 

th
e 

pl
an

.

A
t a

ny
 ti

m
e 

in
 e

ar
ly

 h
el

p 
w

or
k,

 if
 it

 is
 c

on
si

de
re

d 
th

at
 a

 c
hi

ld
 is

 a
t 

im
m

ed
ia

te
 r

is
k 

of
 s

ig
ni

fic
an

t h
ar

m
, t

he
 p

ra
ct

iti
on

er
 m

us
t c

on
ta

ct
 th

e 
C

hi
ld

re
n 

&
 F

am
ilie

s 
H

el
p 

D
es

k.

Th
ro

ug
ho

ut
 a

ny
 w

or
k 

w
ith

 c
hi

ld
re

n,
 y

ou
ng

 p
eo

pl
e 

an
d 

th
ei

r 
fa

m
ilie

s,
 

w
he

re
 p

ra
ct

iti
on

er
s 

ha
ve

 c
on

ce
rn

s 
or

 d
iff

er
en

ce
s 

in
 o

pi
ni

on
 a

bo
ut

 th
e 

de
ci

si
on

s 
or

 p
ra

ct
ic

e 
of

 o
th

er
s 

th
at

 th
ey

 c
an

no
t r

es
ol

ve
 o

n 
th

ei
r 

ow
n,

  
th

ey
 c

an
 re

fe
r 

to
 th

e 
G

lo
uc

es
te

rs
hi

re
 S

af
eg

ua
rd

in
g 

C
hi

ld
re

n 
B

oa
rd

 
E

sc
al

at
io

n 
P

ol
ic

y.

Id
e
n
ti

fi
c
a
ti

o
n

 
P

ra
ct

iti
on

er
 o

bs
er

ve
s 

or
 is

 in
fo

rm
ed

 th
at

 c
hi

ld
 h

as
 a

 n
ee

d

 
 P

ra
ct

iti
on

er
 h

as
 c

on
ve

rs
at

io
n 

w
ith

 th
ei

r 
lin

e 
m

an
ag

er
 , 

sa
fe

gu
ar

di
ng

 le
ad

, S
E

N
C

O
 a

s 
ap

pl
ic

ab
le

, t
o 

id
en

tif
y 

th
e 

w
ay

 fo
rw

ar
d

 
 If 

th
is

 s
up

po
rt

 is
 n

ot
 a

va
ila

bl
e,

 y
ou

r 
E

ar
ly

 H
el

p 
C

oo
rd

in
at

or
, C

om
m

un
ity

 S
oc

ia
l W

or
ke

r 
or

 E
ar

ly
 H

el
p 

A
dv

is
er

 
m

ay
 h

el
p 

to
 d

ec
id

e 
w

ha
t a

ss
es

sm
en

t i
s 

ne
ed

ed

D
e
c
is

io
n
 o

n
 w

h
a
t 

re
sp

o
n
se

 i
s 

n
e
e
d
e
d

P
ra

ct
iti

on
er

 c
on

si
de

rs
 w

he
th

er
:

 
 N

ee
ds

 c
an

 b
e 

m
et

 th
ro

ug
h 

un
iv

er
sa

l s
er

vi
ce

s 
– 

if 
ye

s,
 c

on
ta

ct
 a

pp
ro

pr
ia

te
 s

er
vi

ce
 d

ire
ct

ly
 o

r 
co

nt
ac

t F
am

ily
 

In
fo

rm
at

io
n 

S
er

vi
ce

; L
oc

al
 O

ffe
r;

 
 O

w
n 

ag
en

cy
 c

an
 m

ee
t t

he
 n

ee
d 

w
ith

ou
t a

dd
iti

on
al

 re
so

ur
ce

s 
– 

if 
ye

s,
 p

ro
ce

ed
 w

ith
 u

su
al

 a
ge

nc
y 

re
sp

on
se

 
 O

w
n 

ag
en

cy
 c

an
no

t s
in

gl
y 

m
ee

t t
he

 n
ee

d 
bu

t t
he

 o
th

er
 a

ge
nc

ie
s 

in
vo

lv
ed

 w
ith

 th
e 

ch
ild

 c
ou

ld
 o

ffe
r 

co
or

di
na

te
d 

su
pp

or
t –

 if
 y

es
, c

on
si

de
r 

co
m

pl
ex

ity
 a

nd
 im

pa
ct

 o
f p

re
se

nt
in

g 
ne

ed
 a

nd
 p

ro
gr

es
s 

to
w

ar
ds

 a
 

m
ul

ti-
ag

en
cy

 M
y 

P
la

n 
or

 M
y 

A
ss

es
sm

en
t &

 M
y 

P
la

n+

M
y 

P
la

n
 

 D
is

cu
ss

 n
ee

d/
s 

w
ith

 c
hi

ld
 &

 fa
m

ily
 a

nd
 g

ai
n 

th
ei

r 
co

ns
en

t f
or

 th
e 

ac
tiv

ity
 to

 b
e 

un
de

rt
ak

en

 
 A

ll 
ag

en
ci

es
, w

ith
 th

e 
ch

ild
 &

 fa
m

ily
 id

en
tif

y 
 

ou
tc

om
es

 o
r 

go
al

s 
to

 b
e 

ac
hi

ev
ed

 a
nd

 a
ct

io
ns

  
to

 a
ch

ie
ve

 th
es

e

 
K

ee
p 

cl
ea

r 
re

co
rd

s,
 s

et
 a

 d
at

e 
to

 re
vi

ew

 
 R

eg
is

te
r 

th
e 

pl
an

 w
ith

 y
ou

r 
E

ar
ly

 H
el

p 
P

ar
tn

er
sh

ip

U
ni

ve
rs

al
 

S
er

vi
ce

s 
 

o
nl

y

M
y 

A
ss

e
ss

m
e
n
t 

&
 M

y 
P

la
n
+

 
 D

is
cu

ss
 n

ee
ds

 w
ith

 th
e 

ch
ild

 &
 fa

m
ily

 a
nd

 g
ai

n 
th

ei
r 

co
ns

en
t t

o 
ha

ve
 

co
nv

er
sa

tio
ns

 w
ith

 o
th

er
 p

ra
ct

iti
on

er
s 

in
vo

lv
ed

 
 R

eg
is

te
r 

th
e 

as
se

ss
m

en
t &

 p
la

n 
w

ith
 y

ou
r 

lo
ca

lit
y 

Fa
m

ilie
s 

Fi
rs

t P
lu

s 
te

am

 
 Le

ad
 o

n 
a 

M
y 

A
ss

es
sm

en
t

 
 Id

en
tif

y 
ot

he
r 

ag
en

ci
es

 c
ur

re
nt

ly
 in

vo
lv

ed
 a

nd
 c

on
si

de
r 

a 
TA

C
/T

A
F 

to
 in

fo
rm

 
th

e 
as

se
ss

m
en

t

 
 Id

en
tif

y 
ou

tc
om

es
 o

r 
go

al
s 

to
 b

e 
ac

hi
ev

ed
, k

ee
p 

cl
ea

r 
re

co
rd

s

 
 S

ha
re

 a
ss

es
sm

en
t w

ith
 th

os
e 

w
ho

 c
on

tr
ib

ut
ed

 in
cl

ud
in

g 
ch

ild
 &

 fa
m

ily

 
 Fo

llo
w

in
g 

th
e 

as
se

ss
m

en
t i

de
nt

ify
 th

e 
Te

am
 A

ro
un

d 
th

e 
C

hi
ld

/ 
Te

am
 A

ro
un

d 
th

e 
Fa

m
ily

 (T
A

C
/T

A
F)

 w
hi

ch
 s

ho
ul

d 
in

cl
ud

e 
th

e 
ch

ild
 &

 fa
m

ily

 
 H

ol
d 

a 
m

ul
ti 

ag
en

cy
 m

ee
tin

g 
an

d 
us

e 
th

e 
as

se
ss

m
en

t t
o 

in
fo

rm
 th

e 
pl

an

 
 Id

en
tif

y 
w

ho
 w

ill 
be

 th
e 

Le
ad

 P
ra

ct
iti

on
er

 (t
hi

s 
m

ay
 n

ot
 b

e 
th

e 
pe

rs
on

 w
ho

 
w

ro
te

 th
e 

as
se

ss
m

en
t)

 
 Id

en
tif

y 
S

M
A

R
T 

ac
tio

ns
 to

 a
ch

ie
ve

 o
ut

co
m

es
 o

r 
go

al
s

 
 S

et
 a

 d
at

e 
to

 re
vi

ew
 th

e 
pl

an

 
 S

ha
re

 th
e 

pl
an

 w
ith

 T
A

C
/T

A
F 

in
cl

ud
in

g 
th

e 
ch

ild
 &

 fa
m

ily

C
h
ild

 i
s 

a
t 

ri
sk

 o
f 

si
g
n
ifi

c
a
n
t 

h
a
rm

A
t a

ny
 ti

m
e 

in
 e

ar
ly

 
he

lp
 w

or
k,

 if
 it

 is
 

co
ns

id
er

ed
 th

at
 

th
e 

ch
ild

 is
 a

t r
is

k 
of

 s
ig

ni
fic

an
t h

ar
m

, 
pr

ac
tit

io
ne

rs
 m

us
t 

fo
llo

w
 th

e 
G

S
C

B
 

C
hi

ld
 P

ro
te

ct
io

n 
P

ro
ce

ss
 

P
ra

ct
iti

on
er

 
di

sc
us

se
s 

co
nc

er
ns

 w
ith

 
su

pe
rv

is
or

 o
r 

D
es

ig
na

te
d 

S
af

eg
ua

rd
in

g 
Le

ad
 

to
 d

ec
id

e 
ne

xt
 

st
ep

s

P
ra

ct
iti

on
er

s 
sh

ou
ld

 h
av

e 
a 

co
nv

er
sa

tio
n 

w
ith

 
th

e 
fa

m
ily

 a
nd

 s
ee

k 
th

ei
r 

co
ns

en
t a

nd
 

ex
pl

ai
n 

w
ha

t s
te

ps
 

th
ey

 w
ill 

ta
ke

 n
ex

t 
(if

 th
is

 d
oe

s 
no

t p
ut

 
th

e 
ch

ild
 a

t f
ur

th
er

 
ris

k 
or

 a
ffe

ct
 a

 
po

lic
e 

in
ve

st
ig

at
io

n)

W
he

re
 a

 c
hi

ld
 o

r 
yo

un
g 

pe
rs

on
 is

 a
t 

im
m

ed
ia

te
 r

is
k 

of
 

si
gn

ifi
ca

nt
 h

ar
m

, 
th

e 
pr

of
es

si
on

al
 

m
us

t c
on

ta
ct

 
th

e 
C

hi
ld

re
n 

an
d 

Fa
m

ilie
s 

H
el

pd
es

k 
on

 0
14

52
 4

26
56

5

P
ra

ct
iti

on
er

s 
ca

n 
co

nt
ac

t t
he

ir 
lo

ca
l 

R
&

A
 T

ea
m

 o
r 

C
om

m
un

ity
 S

oc
ia

l 
W

or
ke

r 
to

 d
is

cu
ss

 
an

d 
re

ce
iv

e 
ad

vi
ce

 a
bo

ut
 

w
he

th
er

 a
 re

fe
rr

al
 

is
 a

pp
ro

pr
ia

te
 o

r 
w

he
th

er
 th

er
e 

ar
e 

al
te

rn
at

iv
e 

w
ay

s 
 

of
 a

dd
re

ss
in

g 
 

co
nc

er
ns

U
nl

es
s 

a 
ch

ild
 o

r 
yo

un
g 

pe
rs

on
 is

 a
t 

im
m

ed
ia

te
 r

is
k 

of
 

si
gn

ifi
ca

nt
 h

ar
m

, 
th

e 
pr

ac
tit

io
ne

r 
co

m
pl

et
es

 a
 M

ul
ti 

A
ge

nc
y 

R
eq

ue
st

 
Fo

rm
.

22 Gloucestershire Guidance Booklet for Practitioners Working with Children and Young People (0 – 25 yrs) with Additional Needs including Special Educational Needs and Disabilities



M
y 

A
ss

e
ss

m
e
n
t 

&
 M

y 
P

la
n
+

 
 D

is
cu

ss
 n

ee
ds

 w
ith

 th
e 

ch
ild

 &
 fa

m
ily

 a
nd

 g
ai

n 
th

ei
r 

co
ns

en
t t

o 
ha

ve
 

co
nv

er
sa

tio
ns

 w
ith

 o
th

er
 p

ra
ct

iti
on

er
s 

in
vo

lv
ed

 
 R

eg
is

te
r 

th
e 

as
se

ss
m

en
t &

 p
la

n 
w

ith
 y

ou
r 

lo
ca

lit
y 

Fa
m

ilie
s 

Fi
rs

t P
lu

s 
te

am

 
 Le

ad
 o

n 
a 

M
y 

A
ss

es
sm

en
t

 
 Id

en
tif

y 
ot

he
r 

ag
en

ci
es

 c
ur

re
nt

ly
 in

vo
lv

ed
 a

nd
 c

on
si

de
r 

a 
TA

C
/T

A
F 

to
 in

fo
rm

 
th

e 
as

se
ss

m
en

t

 
 Id

en
tif

y 
ou

tc
om

es
 o

r 
go

al
s 

to
 b

e 
ac

hi
ev

ed
, k

ee
p 

cl
ea

r 
re

co
rd

s

 
 S

ha
re

 a
ss

es
sm

en
t w

ith
 th

os
e 

w
ho

 c
on

tr
ib

ut
ed

 in
cl

ud
in

g 
ch

ild
 &

 fa
m

ily

 
 Fo

llo
w

in
g 

th
e 

as
se

ss
m

en
t i

de
nt

ify
 th

e 
Te

am
 A

ro
un

d 
th

e 
C

hi
ld

/ 
Te

am
 A

ro
un

d 
th

e 
Fa

m
ily

 (T
A

C
/T

A
F)

 w
hi

ch
 s

ho
ul

d 
in

cl
ud

e 
th

e 
ch

ild
 &

 fa
m

ily

 
 H

ol
d 

a 
m

ul
ti 

ag
en

cy
 m

ee
tin

g 
an

d 
us

e 
th

e 
as

se
ss

m
en

t t
o 

in
fo

rm
 th

e 
pl

an

 
 Id

en
tif

y 
w

ho
 w

ill 
be

 th
e 

Le
ad

 P
ra

ct
iti

on
er

 (t
hi

s 
m

ay
 n

ot
 b

e 
th

e 
pe

rs
on

 w
ho

 
w

ro
te

 th
e 

as
se

ss
m

en
t)

 
 Id

en
tif

y 
S

M
A

R
T 

ac
tio

ns
 to

 a
ch

ie
ve

 o
ut

co
m

es
 o

r 
go

al
s

 
 S

et
 a

 d
at

e 
to

 re
vi

ew
 th

e 
pl

an

 
 S

ha
re

 th
e 

pl
an

 w
ith

 T
A

C
/T

A
F 

in
cl

ud
in

g 
th

e 
ch

ild
 &

 fa
m

ily

M
e
e
t 

th
e
 n

e
e
d
 –

 D
o

 
 A

ll 
pr

ac
tit

io
ne

rs
 a

re
 re

sp
on

si
bl

e 
fo

r 
co

nt
rib

ut
in

g 
to

 p
ro

gr
es

si
ng

 th
e 

pl
an

 
 E

ve
ry

on
e 

ha
s 

a 
re

sp
on

si
bi

lit
y 

to
 c

ar
ry

 o
ut

 th
ei

r 
ag

re
ed

 a
ct

io
ns

 fr
om

 th
e 

pl
an

 
 C

on
ve

rs
at

io
ns

 ta
ke

 p
la

ce
 b

et
w

ee
n 

TA
C

/T
A

Fs
 a

s 
re

qu
ire

d 
to

 p
ro

gr
es

s 
th

e 
pl

an

 
 Th

e 
re

vi
ew

 m
ay

 b
e 

br
ou

gh
t f

or
w

ar
d 

if 
th

e 
pl

an
 is

 n
ot

 p
ro

gr
es

si
ng

R
e
vi

e
w

 P
ro

g
re

ss
 

 TA
C

/T
A

F 
m

ee
ts

 to
 re

vi
ew

 th
e 

pl
an

 
R

ev
ie

w
 is

 le
d 

by
 le

ad
 p

ra
ct

iti
on

er

 
TA

C
/T

A
F 

fe
ed

ba
ck

 o
n 

th
ei

r 
ac

tio
ns

 a
nd

 d
is

cu
ss

 if
 p

la
n 

is
 a

ch
ie

vi
ng

 o
ut

co
m

es

 
 Th

e 
D

ec
is

io
n 

is
 m

ad
e 

to
 c

on
tin

ue
 a

s 
is

/t
o 

am
en

d 
pl

an
/t

o 
en

d 
as

 n
ee

ds
 a

re
 

fu
lly

 m
et

 o
r 

to
 e

nd
 th

e 
pl

an
 a

nd
 a

 s
in

gl
e 

ag
en

cy
 w

ill 
m

ee
t t

he
 n

ee
d 

or
 o

r 
th

at
 

on
ly

 u
ni

ve
rs

al
 s

er
vi

ce
s 

ar
e 

re
qu

ire
d

 
If 

th
e 

pl
an

 c
on

tin
ue

s,
 fu

rt
he

r 
re

vi
ew

s 
ta

ke
 p

la
ce

 
 If 

th
e 

pl
an

 is
 n

ot
 p

ro
gr

es
si

ng
: r

ev
ie

w
 a

nd
 u

pd
at

e 
th

e 
as

se
ss

m
en

t, 
de

ve
lo

p 
a 

ne
w

 p
la

n,
 a

cc
es

s 
ad

di
tio

na
l E

ar
ly

 H
el

p 
re

so
ur

ce
s,

 c
on

si
de

r w
ho

 e
ls

e 
m

ay
 n

ee
d 

to
 b

e 
in

vo
lv

ed
 –

 th
is

 m
ay

 in
cl

ud
e 

th
e 

C
om

m
un

ity
 S

oc
ia

l W
or

ke
r/

S
EN

 C
as

ew
or

k

E
n
d
 o

f 
M

y 
P

la
n
+

 
 W

he
n 

th
e 

ch
ild

 &
 fa

m
ily

, T
A

C
/T

A
F 

ag
re

e 
th

at
 n

ee
ds

 h
av

e 
be

en
 m

et
 th

e 
M

y 
P

la
n+

 w
ill 

en
d,

 th
e 

ch
ild

, f
am

ily
 a

nd
 T

A
C

/T
A

F 
w

ill 
be

 c
on

su
lte

d 
an

d 
in

fo
rm

ed

 
 Th

e 
en

d 
of

 in
vo

lv
em

en
t b

y 
an

 a
ge

nc
y 

w
ill 

be
 c

om
m

un
ic

at
ed

 to
 th

e 
ch

ild
/fa

m
ily

 
an

d 
TA

C
/T

A
F

 
 Lo

ca
lit

y 
Fa

m
ilie

s 
Fi

rs
t P

lu
s 

Te
am

 is
 in

fo
rm

ed
 a

nd
 s

en
t fi

na
l c

lo
su

re
 s

um
m

ar
y

 
 Th

e 
ch

ild
 &

 fa
m

ily
 h

av
e 

cl
ea

r i
nf

or
m

at
io

n 
ab

ou
t w

he
re

 th
ey

 c
an

 a
cc

es
s 

su
pp

or
t

M
e
e
t 

th
e
 n

e
e
d
 –

 D
o

 
 Ta

ke
 a

ct
io

n 
id

en
tifi

ed
 in

 th
e 

pl
an

 to
 p

ro
vi

de
 th

e 
se

rv
ic

e,
 a

ct
io

n 
or

 in
te

rv
en

tio
n 

to
 m

ee
t t

he
 n

ee
d/

s 
(th

is
 m

ig
ht

 b
e 

pr
ov

id
in

g 
m

or
e 

of
 a

n 
ex

is
tin

g 
se

rv
ic

e,
 a

 n
ew

 p
ro

vi
si

on
 o

r 
se

rv
ic

e;
 o

r 
ch

an
gi

ng
 

ho
w

 s
om

et
hi

ng
 is

 d
on

e)

R
e
vi

e
w

 P
ro

g
re

ss
 

 M
on

ito
r 

an
d 

re
vi

ew
 p

ro
gr

es
s 

m
ad

e 
an

d 
di

sc
us

s 
th

is
 w

ith
 th

e 
ch

ild
 &

 fa
m

ily
 a

nd
 o

th
er

s 
in

vo
lv

ed

Th
e 

de
ci

si
on

 c
ou

ld
 b

e 
on

e 
of

 th
e 

fo
llo

w
in

g:
 

 
 ne

ed
s 

ar
e 

no
w

 b
ei

ng
 m

et
 a

nd
 a

dd
iti

on
al

 p
ro

vi
si

on
 

is
 n

o 
lo

ng
er

 n
ee

de
d;

 
 th

e 
sa

m
e 

or
 a

m
en

de
d 

pr
ov

is
io

n 
co

nt
in

ue
s 

un
til

 
ne

xt
 re

vi
ew

;

 
 a 

M
y 

A
ss

es
sm

en
t i

s 
ne

ed
ed

 to
 fu

rt
he

r 
un

de
rs

ta
nd

 
ne

ed
 a

nd
 im

pa
ct

E
n
d
 o

f 
a
c
ti

o
n
 t

o
 m

e
e
t 

th
e
 n

e
e
d

 
 If,

 fo
llo

w
in

g 
th

e 
re

vi
ew

 o
f p

ro
gr

es
s,

 th
e 

ou
tc

om
e 

is
 th

at
 th

e 
ac

tio
n 

or
 in

te
rv

en
tio

n 
is

 n
o 

lo
ng

er
 

ne
ed

ed
; t

hi
s 

m
us

t b
e 

cl
ea

rly
 re

co
rd

ed
 in

 th
e 

ag
en

cy
’s

 fi
le

s 
fo

r 
th

e 
ch

ild

 
Th

e 
ch

ild
 &

 fa
m

ily
 m

us
t b

e 
in

fo
rm

ed

 
 Lo

ca
lit

y 
Fa

m
ilie

s 
Fi

rs
t P

lu
s 

Te
am

 is
 in

fo
rm

ed
 a

nd
 

se
nt

 fi
na

l c
lo

su
re

 s
um

m
ar

y

C
h
ild

 i
s 

a
t 

ri
sk

 o
f 

si
g
n
ifi

c
a
n
t 

h
a
rm

A
t a

ny
 ti

m
e 

in
 e

ar
ly

 
he

lp
 w

or
k,

 if
 it

 is
 

co
ns

id
er

ed
 th

at
 

th
e 

ch
ild

 is
 a

t r
is

k 
of

 s
ig

ni
fic

an
t h

ar
m

, 
pr

ac
tit

io
ne

rs
 m

us
t 

fo
llo

w
 th

e 
G

S
C

B
 

C
hi

ld
 P

ro
te

ct
io

n 
P

ro
ce

ss
 

P
ra

ct
iti

on
er

 
di

sc
us

se
s 

co
nc

er
ns

 w
ith

 
su

pe
rv

is
or

 o
r 

D
es

ig
na

te
d 

S
af

eg
ua

rd
in

g 
Le

ad
 

to
 d

ec
id

e 
ne

xt
 

st
ep

s

P
ra

ct
iti

on
er

s 
sh

ou
ld

 h
av

e 
a 

co
nv

er
sa

tio
n 

w
ith

 
th

e 
fa

m
ily

 a
nd

 s
ee

k 
th

ei
r 

co
ns

en
t a

nd
 

ex
pl

ai
n 

w
ha

t s
te

ps
 

th
ey

 w
ill 

ta
ke

 n
ex

t 
(if

 th
is

 d
oe

s 
no

t p
ut

 
th

e 
ch

ild
 a

t f
ur

th
er

 
ris

k 
or

 a
ffe

ct
 a

 
po

lic
e 

in
ve

st
ig

at
io

n)

W
he

re
 a

 c
hi

ld
 o

r 
yo

un
g 

pe
rs

on
 is

 a
t 

im
m

ed
ia

te
 r

is
k 

of
 

si
gn

ifi
ca

nt
 h

ar
m

, 
th

e 
pr

of
es

si
on

al
 

m
us

t c
on

ta
ct

 
th

e 
C

hi
ld

re
n 

an
d 

Fa
m

ilie
s 

H
el

pd
es

k 
on

 0
14

52
 4

26
56

5

P
ra

ct
iti

on
er

s 
ca

n 
co

nt
ac

t t
he

ir 
lo

ca
l 

R
&

A
 T

ea
m

 o
r 

C
om

m
un

ity
 S

oc
ia

l 
W

or
ke

r 
to

 d
is

cu
ss

 
an

d 
re

ce
iv

e 
ad

vi
ce

 a
bo

ut
 

w
he

th
er

 a
 re

fe
rr

al
 

is
 a

pp
ro

pr
ia

te
 o

r 
w

he
th

er
 th

er
e 

ar
e 

al
te

rn
at

iv
e 

w
ay

s 
 

of
 a

dd
re

ss
in

g 
 

co
nc

er
ns

U
nl

es
s 

a 
ch

ild
 o

r 
yo

un
g 

pe
rs

on
 is

 a
t 

im
m

ed
ia

te
 r

is
k 

of
 

si
gn

ifi
ca

nt
 h

ar
m

, 
th

e 
pr

ac
tit

io
ne

r 
co

m
pl

et
es

 a
 M

ul
ti 

A
ge

nc
y 

R
eq

ue
st

 
Fo

rm
.

23

 Assess
, P

la
n,

 D
o,

 R

ev
iew  Assess, Plan, D

o, Review

Gloucestershire Guidance Booklet for Practitioners Working with Children and Young People (0 – 25 yrs) with Additional Needs including Special Educational Needs and Disabilities


