HNF Guidance for Mainstream, Units & FE Band I Evidence Form
Applications can only be made for learners with a Suffolk Education Health and Care Plan

Please do not use the normal evidence form for Band I requests – the new form is operational from Summer 2025.  

APPLICATIONS WITH INCOMPLETE SECTIONS WILL NOT BE TAKEN TO PANEL AND THERE WILL BE NO OPPORTUNITY TO RESUBMIT UNTIL THE FOLLOWING TERM.

Please follow this guidance when completing the evidence form:
	
	

	Name of Setting
	Please give the name of the setting and the location – we have experienced problems with schools that have the same/similar name to others and schools that change their name when becoming an academy.

	Name of Learner
	Please be precise here – often learners change their name through choice or new family arrangements – you will need to provide us with any previous names that have been used by the learner to help us to cross reference our records. The name on the EHCP should always be referenced.

	Date of Birth
	This is another vital piece of information when identifying learners – especially those with similar names – please include the date of birth.

	Year Group
	Please give the current year group and  indicate if a learner is placed out of year group.

	UPN
	Every learner has a unique pupil number so please include this as it helps to identify learners across our systems. 

	Liquid Logic Number
	This number should be recorded on the EHCP – if not, please leave blank.

	EHCP Suffolk
	We can only consider applications for Band I funding for learners with a Suffolk EHCP.  This does not include learners at EHCNA stage – at least a draft plan must be in place.  Please indicate the date on the most recent plan and state which Family Services team is involved.  

	Section F Referral
	The Specialist Education Services team offer Section F consultations and it is expected that this has already taken place.  If not, please indicate why.  

	Date of Annual Review
	Please record the date of the most recent Annual Review – unless the EHCP is new and this process has yet to be involved.

	Child in Care?
	Please indicate if a Suffolk Child in Care or if a different Local Authority is involved. 

	Social Care Involvement?
	Please indicate if Social Care are involved.  This will always be the case for a Child in Care but may also be the case for other learners.

	Attendance %
EWO Involvement?
	Please give current attendance percentage and indicate if the Education Welfare team are involved – this will be important if attendance is low.

	Current Band
	Please indicate the band from Band C to Band H, that has already been agreed.  

	Band I Amount
	Please indicate the full cost of the provision. This will then be decreased by £6,000 – this is the Element 2 funding that the setting should contribute to the overall cost.






	Description of CYP

	Please begin by describing the learner’s strengths – this should include those recorded in the EHCP and any others that are additional since the plan was completed.  
The learner’s needs should be described within the framework of the SEND Code of Practice four areas of need. The Medical section has been added for health information that does not relate to a physical difficulty.
You may find it useful to use some of the key terms from the banding descriptors. Remember that Band H descriptors relate to the very highest levels of need – Band I relates to increased costs and not to increased needs. It will also be relevant in this section to include key findings from practitioner reports and the terminology used will help to define needs and difficulties. Be very clear that the emerging needs of younger learners are long-term special educational needs and not short-term developmental needs that may resolve in time.

PLEASE DO NOT:
· just give an overarching diagnosis that cannot evidence the level of need – e.g.  diagnosis of ASD – a learner with this diagnosis could fit Band C descriptors or Band H descriptors – we need details.
· go into too much detail about very sensitive information or peripheral information (e.g.  about family members or generic details of conditions/medical needs)
· refer to any documents/reports in name only – it is expected that you will have taken any key information from them and incorporated it into the narrative, as well as indicating when they were written.
· provide information that does not match that which is recorded in other sections of the form.

Assessment data should include information about any relevant assessments that have been completed and when they took place. Any accompanying analysis should be included and please indicate how this has informed planning.  There should be information about what individual planning has taken place for all of the described needs and what impact any support or interventions has had.  If there are Risk Assessments or other similar plans in place, please describe them.  Please note that screening tools are not diagnostic assessments and should not be relied on as sole evidence of needs. Please be clear on assessment criteria and how progress is defined in your setting. For example – a learner progressing through Year 1 may be 1 Emerging, 1 Beginning, 1 Developing, 1 Mastered, 1 Exceeding or any other terminology that your setting uses. Please do not just put 1E, 1B, 1D, 1M, 1E etc. – out of context it is not always obvious what the initials stand for. Likewise, in a secondary setting please show progression in GCSE levels, not just a target grade. For example – Target Grade 4/Achieving Grade 2.5 – this indicates precisely how far away from the target grade the learner is currently working. Key Stage 3 data can include any assessments that involve standardised scores or information that can define progress against other key stage data. We still see assessment data expressed as “Working well below” – please do not use this term. 




	Description of Provision

	Please indicate how your setting has interpreted the provision described in Section F of the EHCP.  You can also show how you have implemented the advice provided from all relevant professionals, including that following a Section F referral to the SES team.  If you have included additional provision that is not yet recorded in the EHCP, please describe this.  It is important to show how you have adapted the provision over time – what has been tried, what has been successful and what has been unsuccessful. If Alternative Provision is involved, it should already be in place and you should be able to demonstrate the learner’s engagement with it.  Band I funding is about securing the future costs of this provision.






	Description of School Involvement

	All provision, including off site Alternative Provision, should be shown on the timetable.  If the learner has little or no school contact shown, please indicate what support in place to maintain contact and to oversee attendance and progress at the provision attended.  You should also indicate what welfare/safeguarding arrangements are in place.




	Service/Agency Involvement

	This section includes all outside agency support across Education, Health and Social Care. It is expected to see that there is, or has been, relevant service involvement to identify need(s) and support ongoing interventions. Please ensure that, unless you have met with persistent parental refusal to permit referrals to be made, you demonstrate that all relevant services have been approached/accessed and that all diagnoses/descriptors have been supported by a relevant professional, where applicable.



	Specialist as Type

	Unless Section I of the EHCP identifies ‘Specialist as Type’, it is expected that there is a reintegration plan in place. Please describe the short, medium and long term plans for transition back to the mainstream setting.




	Description of Cost

	All in-school provision should be detailed in line with the normal provision mapping process.  Teaching Assistant support should be stated on a ratio basis and the costs shown pro-rata to the ratio e.g. 10 hours of one to one support is costed at 10 X the hourly rate, whereas 10 hours of one to two support is costed at 5 times the hourly rate.  You should not cost SENDCo time or any other staff who are funded via the school’s generic staffing model.  Other acceptable costs include higher level teaching assistant hourly rates for interventions that require the staff to have specific training; hourly rates for therapeutic counselling; cost of resources that are individual to the learner and cannot be sourced from any education or health funding, etc.  Alternative Provision costs should be shown as either an hourly or session rate, together with the weekly amount of access.  If you are including transport costs, it should be clearly stated why this is required and why other provisions without transport costs, are not suitable.  Please work everything out on an annual basis and the termly amount will be allocated by the funding team.  If the provision changes before the annual review of funding is due, an early review can be called. 
Together, the costs are totalled and the £6,000 of Element 2 funding is deducted.  This is the final cost that is submitted for Band I Panel consideration.
Please do not submit applications for projected alternative provision – as stated in the Description of Provision section, you must be able to demonstrate that the learner will engage with the provision. This may involve a small amount of initial access that can be increased over time.
Finally, you should indicate how previous high needs funding has been used for all learners with an existing band.





