
SEND EHCP Advice Process
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SENAR PSS Receive 
Referral

Email the Social 
Care Worker 

directly and copy in 
SENSocialWorkAdvi

ce Mailbox

Please note that if 
the child is over 18 

….
Is there a named 

worker assigned to 
the young person? No Action Required 

Until Stage 2 
(Progress to 
Assessment)

Email to 
Include:-

Letter to 
Professionals 

requesting 
Advice

TAC Form 
Template

 Yes

No

SENAR PSS Checks 
Carefirst / Eclipse to 
see who may have 
been involved with 
the Young Person.  

NB: There would be no need for CASS to be involved at stage 1

Please Note that OT 
are separate to 
social care.  The 

allocations are still 
listed on Carefirst / 
Eclipse.  They would 
be emailed as well 

as social care.

NB:  For any cases that been previously allocated but are now closed:
If the case was allocated in the last 6 months then treat as if the case is known, if 
not treat as unknown

Social Care Worker 
to Draft Advice 

Written in Line with 
the template 

provided, ensuring 
that all questions 

are answered.  

Draft Advice is 
Checked and 
Approved by 

Manager.

Advice Submitted to 
SENSocial 

WorkAdvice 
Mailbox

SENAR Principal 
Officer to co-
ordinate the 

received advices 

Is an EHCP 
assessment 

agreed?

No Further Action 
Required

No

 Yes

 Yes, including 
any within last 

6 mths

Never 
Known 
or not 

known in 
the last 6 
months

SENAR PSS to email 
current worker and 

copy in 
SENSocialWorkAdvi

ce Mailbox

CASS to send to 
EHFS clipboard for 
the team to send 
out to the local 

Family 
Support  team to 

process the request 
and determine if 

and Early Help 
Assessment is 

required 

Decision made:
Is it agreed to 
proceed to a 

plan?

No Further Action

Draft Plan drawn up 
incorporating 

Advices

No

 Yes

Final Plan created 
and sent to all 

parties for their 
records.

TAC form 
completed and sent 

back to SENAR.

SENSocialWorkAdvi
ce Mailbox

SENAR Principal 
Officer collates 

advice and submits 
to get approval to 
proceed to an EHC 

assessment

Administrator of SEN Advice Mailbox to log all requests and chase responses 
Social Work Champions  to help facilitate getting the responses and check quality.

SENSocialWorkAdvi
ce Mailbox 

Administrator 
records Receipt and 
forwards to SENAR

TAC form response 
to be made up of a 
summary about the 

child and their 
needs and a brief 
summary of any 

social care 
involvement

Is there an allocated 
worker?

SENSocialWorkAdvi
ce Mailbox 

Administrator 
records Receipt and 
forwards to SENAR

Administrator of 
Designated 

Mailbox / Social 
Work Champions  to 

help facilitate 
getting the 

responses by 
chasing and 

checking quality.

SENAR PSS Checks 
Carefirst / Eclipse to 
see who may have 
been involved with 
the Young Person.  

Family Support 
Worker to call the 
family and ask if 

they would like an 
Early Help 

Assessment.

Family Support 
Team provide  a 

brief chronology of 
social care 

involvement and 
standard response 

To SENAdvice 
Mailbox

Do Family want 
an Early Help 
Assessment

 Yes

No

Administrator of 
SEN Advice Mailbox 

to log request

Administrator of 
SEN Advice Mailbox 
to log request and 
send the standard 

email with the 
EHCAR form, letter 

to professionals and 
the Social Care 
Advice Form.

SENAR PSS to send 
request to SEN 

Social Work Advice 
Mailbox

This must include 
the EHCAR form 

completed by the 
school.

Early Help Assessment to be 
completed.  Family Support to 

escalate case to Social Work Team 
if it is deemed necessary

Administrator logs 
and sends to SENAR

Family Support 
Worker to offer 
advice on Social 

Care Resources and 
the Local Offer. This 

can be done over 
the phone.

A letter is to be sent 
to the family with 

the advice.
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