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SENCO - After the meeting  
· Send parent a copy of IPM
· Email staff to make them aware that pupil’s IPM has been amended and update the link from register to new IPM.
· Update interventions as appropriate. 


Class teacher- Prior to the review meeting familiarize yourself with 
· Pupil and parent views
· Attainment and progress summary
· Interventions and their impact
· Outside agency reports
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Class teacher- At the review meeting 
· Share old IPM, ensure core information is accurate. celebrate success, update strengths and/or barriers to learning etc. 
· In light of progress and parent and pupil views update/amend the provision.
· Complete the SEND Review Record
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Class teacher- After the meeting
· Update IPM with amendments.
· SEND updated IPM and completed SEND Review Record to SENCo/SENCO admin to upload to school’s shared drive.
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SENCO - Set review meeting dates for the year and share with attendees.
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Schools should meet parents at least three times each year. (CoP 6:65)
Regular reviews of the IPM gives opportunity to evaluate progress and provision with both home and school. Most schools find it useful to try to include SEN reviews as part of the usual, planned cycle of parent evenings.
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SENCO - One month before review meeting
· Send out Parent/Carer Views form                                                                                      
· Attainment progress summary and intervention records to be updated by appropriate staff.        
· Link to IPM 
· Seek pupil voice
· Gather views of other staff
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