[Your name]
[Your address]
[Your email address]
[Telephone number]
[Date]

For the attention of:
Director of Children’s Services
[Name of Local Authority]
[Address of Local Authority]
(You may also send by email to: [insert LA email address])

Subject: Request for an Early Review of the Education, Health and Care Plan for [child/young person’s name], Date of Birth: [dd/mm/yyyy]

Dear [Name or “Director of Children’s Services”],

I am writing as the parent/carer of [child/young person’s full name], who currently has an Education, Health and Care Plan (EHCP) dated [insert date]. [He/She] [attend(s) name of school/college / is currently not in education].

I am requesting that the Local Authority arranges an early review of [child/young person’s name]’s EHCP. This request is being made because [briefly outline the reason, e.g. your child’s needs have changed, their placement is no longer suitable, or their current provision is not meeting their needs].

Recent evidence suggests that the EHCP is now out of date and no longer accurately reflects [child/young person’s name]’s current needs or support requirements. [You can summarise key points here, such as changes in behaviour, new diagnoses, exclusions, or professional recommendations.]

I have attached supporting information, including [list attached documents or reports], which highlight why a review is necessary and the changes that may be required to ensure the plan remains appropriate.

Please confirm that the Local Authority will arrange a statutory review meeting as soon as possible, and within a reasonable timescale given the circumstances.

Thank you for your attention to this matter. I look forward to your response.

Yours sincerely,
[Your full name]
(Parent/Carer of [child’s name])
