
 

Education Health and Care Plan Application – Visual Guide  

Settings applying for an Education, Health and Care Needs Assessment 
(EHCNA / EHCP) are able to access the relevant guidance, forms and 
paperwork from the Local Offer  

 

 

 

From the WSCC Local Offer site 
Select,                         
Information. 

 

As a setting, Select                      
I work with children, young 
people and families             
then follow the relevant path. 



 

 

 

 

 

 

 

 

There is a quick link to the 
online form, (this will redirect 
you to the WSCC site where 
you can begin the application) 
however, it is highly 
recommended that you 
progress through the page, 
and the related pages, in 
order to ensure that you are 
fully aware of all the most 
recent and relevant guidance, 
requirements and procedures 
before starting the 
application. 

(The online form link, will 
appear again further down 
the page). 

BEFORE YOU APPLY:                  
It is strongly recommended 
that you are fully aware of 
and re-familiarise yourself 
with the  Graduated 
Approach.   

It is extremely important that 
you have read, understood 
and are clear on the Guidance 
and Criteria for requests for 
EHCNA (the link to the 
guidance will appear again 
further down the page and in 
other related pages). 

(If changes are made to the 
guidance schools will be informed, 
but it would be advisable to revisit 
the guidance before submitting a 
new application)  



Start to Prepare Documents 
A number of documents need 
to be prepared, completed 
and available to you in 
preparation for attachment to 
the application. It would be 
beneficial to open a new 
folder on your PC to store 
these so that you can Browse 
and Insert later.  

Submitting the online 
request 
When you click on the link 
you will be redirected to the 
WSCC website. It is from here 
that that you will complete 
the rest of the submission. 
You will flow through the 4 
step process.  

1.  Before requesting an 
assessment 
You will be prompted to 
complete the EHCNA 
Checklist in order to consider 
the application against the 
Guidance and Graduated 
Response. 

 

 

 

 

 

 

 

 



Checklist 
Work through the 5 questions 
following prompts and links. 

Answers are required for each 
question. 

Upon completion of the 
checklist you will be given 
some information to consider 
to see if an EHCNA application 
is still the appropriate next 
step for the child or young 
person at that time. 

 

 

 

 

 

 

 

 



2. Documents to complete 
before staring an 
assessment.            
Mandatory documents : 
Evidence of pupil attainment 
and progress in your own, 
clear format, is required (this 
has replaced the previous 
Form - 4a)  
Supporting evidence -7   
Parental consent is not 
required for an EHCNA, as the 
process is needs driven. 
However, it is of importance 
that you have discussed the 
application and explained 
what will happen to the 
information submitted.  
When form-7 is completed 
save it into your documents 
folder on your PC for 
attachment later. 
Additional documents: 
Select and complete the 
appropriate Area of Need(s) 
and save accordingly. 
It is extremely important that 
parent/carer views are 
included. These can be in any 
relevant format. 

Further supporting evidence 
The list provides information 
on further evidence that will 
be required when completing 
the application. Save these 
into your document folder. 

 

 

 

 

 

 

 

 



3. Request an assessment  
When you have all of your 
supporting evidence 
completed and saved Select 
the Request… link. 
 
(4. If you need Help 
The last step provides 
information and contact 
details on help that is 
available)  

EHCNA application form.  
There are 7 steps to work 
through. 
1. Instructions 
You will need to allow 
yourself enough time to 
complete the form in one 
session (there is a one hour 
time limit) as there is not an 
option to save and come back 
to it later.  
Questions marked with an 
asterisk (*) are mandatory 
and require an answer. You 
do not have to answer all of 
the other questions, but it 
may help inform the 
application further.  

 

 

 

 

 

 

 

 



There is not an option of 
moving through the sections 
of the form, without starting 
a live application. In order to 
enable a preview of the 6 
subsequent sections a 
fictitious child – Tom Jones – 
has been used to show the 
questions raised and 
information required. 
 
2. Application details 
Requestor and Child or young 
person details are required  
remember that questions 
with an asterisk (*) are 
mandatory. 
 
Parent/carer details and 
confirmation of agreement to 
undertake the legal process is 
required and must be 
provided.  

 

 

 

 

 

 

 



3. Views 
Enter a brief background, 
context  to the application 
indicating the reasons why 
you feel that an assessment 
is needed and what you 
believe that it will enable the 
child or young person to 
access above the level of SEN 
Support. 

Work through the fields, 
browse and attach the 
relevant documents from 
your document folder. 
 
Remember the (*) 
mandatory fields. 

 

 

 

 

 

 

 

 

 



4. Strengths and needs 
including analysis of impact  
Select the appropriate 
category of need from the 
four areas – CL, CI, SEMH, PS.  
There can only be one 
Primary area of need. (For 
Tom Jones Cognition and 
Learning is a Secondary need 
to his Communication and 
Interaction needs). 
 
Work through the fields, 
browse and attach the 
relevant documents from 
your document folder. 
 

IMPORTANT 
Remember the (*) mandatory 
fields. 
 
 If you have not completed a 
required field the page will 
not progress and the 
attached documents will not 
save -  you will then need to 
start again from the top of 
the page. 
 

 

 

 

 

 

 

 

 



5. Supporting evidence 
Additional and supporting 
evidence that you have 
gathered and collated can be 
attached. 
 
Remember the (*) mandatory 
fields. 

6. Agencies/professionals 
Select those agencies, teams 
and professionals that have 
been involved with the child 
or young person. 
The other professionals box 
will allow you to attach 
further reports from 
additional sources e.g Tom’s 
independent SALT report 
 
 

 

 

 

 

 

 

 



7. Declaration 
Before finally submitting the 
application please read the 
important information 
regarding responsibilities, the 
sharing of data and gaining 
consent.                        
Supporting evidence - 7 is now 
uploaded. 
When you have checked 
mandatory fields, you can 
submit the form (Click once). 
 

Confirmation 
A green confirmation box 
appears when the form is 
successfully uploaded. 
At this point the statutory 
timeframe begin. 
 

 

 

 

 

 

 



Timeline 
The Assessment and Plan 
timeline provides information 
on the 20 week process that 
starts from the application 
submission date.  
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