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Introduction 
 
This guidance outlines procedures and expectations for the monitoring of placements of 
statemented pupils in settings other than the Oxfordshire continuum of mainstream schools.  It 
applies to pupils in specialist provision, e.g. Independent, Non-Maintained School Settings 
(INMSS).  Placements can be both Oxfordshire County Council (OCC) funded and privately 
funded, by the family for example. 
 
Each pupil has a designated Education Monitoring Officer “EMO” whose role is to lead on 
monitoring their progress within that specific placement.   
 
The annual review of the statement of special educational needs is a statutory process and 
important aspects to be aware of include: 
 
 The actual review of the statement. 
 Pupil voice. 
 Transition plans  
 Arrangements for Year 6/7 transfer. 

 

Protocol around new placements 
 
Following placement, the SEN Officer will liaise with the school and EMO to arrange a 6-8 week 
placement review with social care and health colleagues as appropriate.  The purpose of this 
meeting is to review all aspects of the placement and ensure that provision is in place to meet 
need and to address any concerns that may have arisen.  It is best practice for both SEN Officer 
and EMO to attend if possible. 

 
The Role of the Education Monitoring Officer (EMO) 
 
The EMO will be the key point of contact between the school and the Local Authority, liaising with 
the SEN Officer with responsibility for maintaining/updating/ceasing to maintain the statement 
both prior to and after attending reviews.  
 
Where issues of concern are highlighted, EMO may also attend interim reviews of the pupil’s 
progress.  
 

The Role of the Local Authority 
 
Annual Review of Statements 
 
The Local Authority retain legal responsibility for reviewing a pupil’s Statement of Special 
Educational Needs annually until the academic year in which the pupil turns 19, i.e. the July after 
his/her 19th Birthday.  
 
Two weeks before the start of the school year, the Local Authority will send a reminder to schools 
of all Oxfordshire pupils requiring a Year 9 transition review and those approaching other key 
transitions, such as Y6.  
 
Funding 
 
If the Local Authority maintains a statement of SEN, they retain funding responsibility for the 
placement until the end of the academic year in which the pupil turns 19.  
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Transition Planning  
 
The Local Authority is responsible for ensuring that relevant transition plans are drawn up at year 
9 and reviewed annually, but the school manage this process.  Connexions have responsibility 
for an assessment of the pupil’s needs and preparation of a transition plan in the Year 9 review, 
which is then updated annually. 
 

The Role of the School 
 
The school is responsible for setting annual and interim review dates.  This should be done at the 
start of each academic year, or set annually at the end of each review meeting.  
 
Reviews of Oxfordshire County Council pupils should be block-booked, as far as reasonable, to 
minimise travel and time for EMO’s and parents attending.  
 
For looked-after children (LAC), a 6 monthly LAC review, chaired by an Independent reviewing 
officer, will be held.  The Annual Review should be linked with a LAC review where possible. 
 
Invitations and review documentation (including all relevant reports, parents’ views and pupils’ 
comments) should be sent out to parents, the EMO, the Educational Psychologist, the SEN team, 
and Social Care if involved, by the School at least 2 weeks before the Annual Review meeting.  
This is the responsibility of the school in line with Code of Practice requirement. 
 
The school is also responsible for writing up the review meeting and circulating minutes to 
attendees and to the SEN Officer and EMO no later than 2 weeks after the meeting. 
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Activity Responsibility Timescale 

Before the Review 

Publish Annual Review dates for the academic year School Start of academic 
year 

Issue Annual Review invitations and documentation to 
parents, EMO, host Connexions officer, other relevant 
professionals and Local Authority 

School At least 6 weeks 
before the Annual 
Review meeting 

At the Review Meeting 

Review progress in all areas of curriculum and social / 
care settings with supporting evidence 

School Review meeting 

Report on pupil’s progress School Review meeting 

Provide ample opportunity for parents / Local Authority 
representatives to discuss needs, provision and 
progress and raise any concerns 

School Review meeting 

Provide an opportunity to review the statement and any 
relevant transition plan 

School Review meeting 

Ensure the child’s voice is appropriately represented at 
the review meeting and that their views have been 
sought 

School / EMO Before the meeting 
/ Review meeting 

Minute the discussion at the meeting including proposed 
changes to the statement and drafting a Transition Plan 

School At or immediately 
after the meeting 

After The Review  

Circulate minutes of the Annual Review meeting to 
parents / attendees and SEN Officer 

School Within 10 working 
days of Annual 
Review meeting or 
by end of term if 
sooner 


