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 Information Advice & Support Service 
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Guidance on the EHC Hub – How to submit an application for an EHC Needs 

Assessment (EHCNA)  

 

 

 

 

This guide has been produced to help you to understand how to apply for an 

Education Health and Care Needs assessment (EHCNA). Please follow the step by 

step instructions in the guide. 

 

Before proceeding, please ensure you have spoken to your child’s/your own School 

before you are making an application. 
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Step 1 – Visit the Local Offer Education Health & Care Plan page (link below)  
https://familyserviceshub.havering.gov.uk/kb5/havering/directory/advice.page?id=F6
OtOGmE4rk  
 
 
 
 
 
Step 2 – Read the information  
When you read all the information, this may help you with any queries that you may 
have regarding Education, Health & Care Plans (EHCP). Once you have done this 
you should proceed to Step 3 below.  
 

 
 
 
 
Step 3 – Click how do I get a 
plan?  
You must click the link named 
“What is an Education Health & 
Care Plan and how do I make an 
application 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Important Note: 

The EHC Hub times out after 30 

minutes of use. This will give you a 

5 minute warning. You must save 

frequently.  
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Step 4 – Request an EHC Needs 
Assessment 
Read the information, then click the 
Request an EHC Needs Assessment 
button 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5 – Read the information  
Once you have read all the information, 
you must then click the Request an 
EHC Needs Assessment button. 
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Step 6 – Complete the Details & Provide Consent 
Please complete the following sections and provide consent for information sharing 
between relevant services to support the EHC Needs Assessment & Planning 
Process. 
For support with this step, please see below.  
 
Action No.1 – Details of the person(s) requesting an EHC Needs Assessment (EHCNA) 
You must click on the drop down box and select the correct option for you.  
 
Action No.2 - In order for the EHC Needs Assessment (EHCNA) request to go through, you 
will need to provide consent for the Children & Adults with Disabilities Team (CAD) to obtain 
information from external agencies to enable them to get a bigger understanding of your 
own/your child’s needs.   
You must ensure that you click the consent box at the bottom of the page.  
 
Action No.3 – Once both actions above have been completed, you will be required to go to 
the next stage. To do this, you will need to click on the Continue Request button in the top 
right corner. You can find this here: 
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Step 7 – Complete Step 1 of the details section 
In this section you will be 
required to confirm who the 
application is coming from.  
Please click yes if the 
application is being 
submitted by a Young 
Person (16+) for 
themselves.  
 
If you are a parent/carer, 
completing the application 
for someone below the age 
of 16; you must click no.  
 
 

You will then be asked to confirm if this is the first application made for an EHC 
Needs Assessment (EHCNA) for the child/young person. Please click the 
appropriate box.  
 
Once you have done this, please proceed to Step 8 
 
 
 
Step 8 – Child or Young Person’s Details 
 
You will be required to 
complete the following 
sections: 
 

 Name 

 Date of Birth 

 Gender 

 Ethnicity 

 Telephone Number 

 Email Address 

 Home Address  

 Preferred Method of 
Contact 

 
Once this has been 
complete, please move to 
step 9.  
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Step 9 – Child or Young Person’s main contacts (family and professionals 
involved)  
In this section you will be able to add key contacts in the child or young person’s life. 
You will be asked to provide the following type of information: 

 Full Name 

 Relationship or Role (E.g. if family, type family) 

 Organisation (if applicable)  

 Contact Details (Telephone & Email Address)  

 Address  
  
The main family contact is the person that has parental responsibility for the 
child/young person that the request is being made for.  They will be the person that 
will receive correspondence.   
 
If you wish to remove a person, please click on the following button: 
 
If you wish to add more than one key contact that the child or young person has, 
please click on the following button: 
 
 

 
 
 

Please remember to double check the information you have provided to prevent any 
unnecessary delays in occurring with your request.  
 
Once you have completed this, please move onto the following page where you can 
find step number 10.  
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Step 10 – Details of the child or young person’s current education setting(s)  
 

In this section you will 
be asked to select your 
child’s education 
setting.  
 
In order to select the 
school, please start 
writing the School 
name and this will 
allow you to select 
from the list: 
 

If your child’s school is 
out of Borough please 
click yes on the 
following question: 
 
You will also be asked: 
Current Year Group 
If your child has left the 
school, you can fill in the:  
Start Date 
Leaving Date boxes   
(This is not mandatory, if 
you don’t know the dates, 
the LA will ask the School)  

 
If your child no longer attends the school, you will need to explain why. You can do 
this in the following textbox: 
 

The Local Authority would also like to know the percentage of attendance for your 
child. If you don’t know this, please leave this blank.   
 

Once this has been complete, please move to the following page where you can find 
Step 11.  
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Step 11 – Important Information about the child or young person 
 
In this section you will first be asked what historical information about the child or 
Young Person’s Special Educational Needs (SEN) is relevant to the request.  
 
Consider the following: 

 What professionals are involved? 

 Has there been any progress made with support in place?  

 How much support is in place? 

 Does anyone else share the view an EHC Needs Assessment should be carried 
out?  

 
You should put this information in 
the following box: 
 
 

Secondly, you will be asked what 
historical information you have 
about the child or young person’s 
health needs which is relevant to 
this request.  
 
Consider the following: 

 What health needs does the 
child or young person have (if 
any?)  

 What professionals are 
involved for health purposes? 

 Is the child or young person 
receiving any treatment?  

 
You should put this information in 
the following box: 
 

 
You will now be asked what historical information you have about the child or young 
person’s social care needs (if relevant) to the request.  
 
Consider the following: 

 Has there been any Social Care involvement?  

 Is the child or young person in receipt of any Short Breaks? 

 Is the child or young person a Looked After Child (LAC)?  
 
You should put this information in the following box: 
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Lastly, in this section you will need to disclose whether the child/young person and 
parent/carer has been involved in the discussion that led to the request.  Please 
select the most appropriate boxes.  
Once this has been complete, you will move onto the last step which is submitting 
your application.  
 
 
 
Step 12 – Submitting your request for an EHC Needs Assessment (EHCNA)  
For this section you will be required to scroll to the top of your application. You will 
see above Section 1 (Details of person requesting an EHCP Needs Assessment) a 
box that is named “Send Request”.  
 

 
 
 
 
 
 
 

 
Do you need further support? 

 
If you require any support with accessing or using the EHC Hub, please contact the 
Assessment & Placement Team on 01708 431885 or email sen@havering.gov.uk  
 
If you require support with your application, you can ask your child’s schools Special 
Educational Needs & Disability Co-ordinator (SENDCo) for some additional support 
or advice.  
 
Alternatively, you can also contact Havering’s Special Educational Needs & 
Disabilities Information Advice & Support Service (SENDIASS) on 01708 433885 or 
email sendiass@havering.gov.uk for any impartial Information Advice or Guidance 
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