
 
 

EHCNA Touch Point Chart 
 

Statutory 
timeframe  

Action Workflow  

 
Touch Point 

WEEKS 1-12 
 

EHCP Team receive request Admin log and acknowledge  

 
To SAP (admin add to agenda 
and file) 

 
 
 
 
Decision not to proceed 
 
 
 
 
 
 
 
 
 

 
Decision not to proceed 

– The young person/ 
family and referrer are 

informed by letter 
(admin) 

 
Phone contact by Case 

Officer if no to 
assessment. 



 
 

 
 
Decision to proceed. 
 

A Touch Point meeting 
offered.  

 
 Decision to proceed – 

The young person/ 
family and referrer are 

informed by letter 
(admin) 

 

Business Support make for 
requests information/ reports 
for assessment 

 

 
Email young person/ 

family and referrer with 
details where delays 
are known or where 

exceptions may apply. 

WEEK 7-12 SAP meet SAP decision – agree to EHC Plan 
 
 
 
 
 
 
 

 
The young person/ 

family and referrer are 
informed by letter – 

Case Officer.  



 
 

 
 
 
 
 
SAP decision not to draft an EHC Plan 

Introduction to the 
family and referrer (if 
different) of who their 

Case Officer is. 
 

Phone contact by Case 
Officer if no to plan. 

A Touch Point meeting 
offered.  

 
 
 
 
 

WEEK 13 Touch Point Meeting - EHCP 
Case Officer invites the young 
person/ family to discuss 
needs and outcomes. 
Transport conversation must 
be had - Travel and transport | 
Shropshire Council 
 

Using a working document, co-produce the plan 
with parents and child/ young person and their 
education provider.  

 
Touch Point Meeting 1 

 
 
 
 
 
 

https://next.shropshire.gov.uk/the-send-local-offer/travel-and-transport/
https://next.shropshire.gov.uk/the-send-local-offer/travel-and-transport/


 
 

WEEK 14 EHC Plan drafted by EHCP 
Case Officer and passed to 
Senior EHCP Case Officer for 
QA  

Complete the draft in readiness for issue.   

WEEK 17 -18 EHCP Case Officer amends 
draft EHC Plan if appropriate 
and in accordance with any 
parental changes.   

  

WEEK 19-20 EHCP Case Officer consults 
with preferred setting.  
 
Contact with transport via 
form** 

 

 
Contact with parent 

regarding consultation 
outcomes. 

By WEEK 20 Final EHC Plan issued   
 
 

 

 

 


