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Working Document Information Sheet

What is a working document?
A working document is an amendable copy of the final EHCP, normally a Microsoft Word document. 
If you have lodged an appeal including section, B, F, C, D, G, or H, a working document will be prepared for both parties (the appellant(you) and the Local Authority) to work on to show changes to the wording they want or can agree on. Any outstanding issues will be decided by the Tribunal on the final hearing date. 

Who should start the working document?
The Local Authority (LA) will prepare version 1. This is sent to the appellant(you) after the LA have submitted their Response. 

What do I do with the working document?
As the appellant who lodged the appeal against the contents of the plan, you will know what in those sections you disagree with and what you wish to amend. You can start by making proposed amendments to the working document and then send this to the LA for them to review and add their proposed amendments. 

How do I amend the working document?
You can make amendments to the working document by typing into the document the wording you wish for the EHCP to include. You must follow this guidance on how to present this:
Italic type - LA propose to add the additional text
Italic strikethrough - LA propose to remove the text
Bold type - Parent propose additional text
Bold strikethrough - Parent propose the removal of the text
Underlined - agreed by both parties to include the text
Underlined strikethrough - agreed by both parties to remove the text

The LA may have already amended some sections, and you can review these and decide if you agree to those amendments. 
Amendments from the LA will be in italic (wording added), or in italic strikethrough (wording removed).
The italic type shows what the LA is proposing to add or remove and is not final until either you agree to the proposed amendments or the Tribunal decide and order a final decision.

What if I am struggling to make amendments to the Working document?
The SEND Tribunal is aware that the current process for amending working documents is not accessible for all. Therefore, if you are struggling with the process, you can tell the LA what amendments you wish to make in a detailed list. 
If you decide to use a list rather than current process, make sure you do not use colour text to distinguish LA and parent amendments as the Tribunal will print the documents, and they do not use colour printing. Although you will need to be clear which amendments are the LA’s, which are yours and which have been agreed. 

Top Tips:
It is important to consider what evidence you have, to back up the additional text you wish to include. If specific wording is obtained from written evidence contained in the tribunal bundle, include a reference to the page or pages but avoid using footnotes.
If you decide that something needs to be removed, think about whether this needs to be removed long term? It is easy to remove contents of the plan, rather than add content into the EHCP. Therefore, be very confident that anything you wish to remove, will not be required in the near future for the child/young person. 
The SEND Tribunal expects the working document to be no more than 25 pages, after new rules were introduced.

Where do I send the working document?
You should send the working document back to the LA or LA representative. This is the person who sent you version 1 and the Local Authority response document. You should ensure you have changed the title from “Working Document Version 1. LA to Parent” to “Working document Version 2 Parent to LA”. You do not need to send every version of the working document to the Tribunal. 

When does a working document need to be finalised by?
The working document is ongoing throughout the appeal. The Tribunal will require a copy of the most recent working document with the case review form (see the Key dates on the registration document you received from the Tribunal). Parties can then continue to work on the working document right up until 10 working days before the final hearing date where an electronic copy needs to be sent to the Tribunal.

What if we continue to disagree on the amendments of the working document?
If there are outstanding issues on the working document, the Judge who attends the final hearing will want to hear from both parties about their views on the disagreements. The Judge will decide whether the amendments are to be in favour of the LA or the parent. 
The SEND Tribunal will not look at issues which have not been identified either in the working document or on the Case Review Form. So, make sure you bring all matters you are concerned about to the SEND Tribunal’s attention in your appeal paperwork and on the case review form, as well as in the working document or list of issues.

Sources of information:
send23-eng.pdf
https://www.ipsea.org.uk/the-working-document 
Microsoft Word - HESC SPT BUNDLE PRACTICE DIRECTION 2025 for publication

For further information and advice, contact Barnardo’s SENDIASS:
Telephone: 01274 513300
Email: bradfordsendiass@barnardos.org.uk
Write to:	 Bradford SENDIASS
40–42 Listerhills Science Park
Campus Road
Bradford
BD7 1HR
Or visit our website for more useful information:
www.barnardos.org.uk/bradfordsendiass
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