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SPECIAL EDUCATIONAL NEEDS

PRIMARY SCHOOL PROCEDURES FOR CHILDREN AT SCHOOL ACTION AND SCHOOL ACTION PLUS

INTRODUCTION

The Authority is committed to extending the range of educational needs which can be met within a mainstream school setting.  Of fundamental importance therefore are the programmes which are used by class teachers, assisted where appropriate by Special Needs Co-ordinators.  The Authority will offer support through in-service training programmes and through its support staff to help teachers to meet the wide range of special needs that children in mainstream schools will have.

POLICY FOR SPECIAL EDUCATIONAL NEEDS

Schools must have a policy for special educational needs which describes their arrangements for the identification and assessment of pupils with SEN and the provision which they make for them.  The detail of what is required to be included in the policy is contained in the Education (SEN) (Information) (England) Regulations which may be found at the back of the Code of Practice.

The adoption by a school of the procedures set out in this chapter will satisfy several aspects of the regulations; other aspects will be quite school specific.

Schools are also required to have Accessibility Plans which describe how the school provides access to the curriculum for all its pupils.  Advice on Accessibility Plans is contained in Accessible Schools (DfES Guidance 0168/2002) and the Authority’s own Accessibility Strategy.

GRADUATED RESPONSE

In order to help children who have special educational needs, primary schools should adopt a graduated response that encompasses an array of strategies. This approach recognises that there is a continuum of special educational needs and, where necessary, brings increasing specialist expertise to bear on the difficulties that a child may be experiencing. However the school should make full use of all available classroom and school resources before expecting to call upon outside resources. 

The full use of classroom and school resources is best described as good and ordinary differentiated provision.  This good differentiated provision will include effective classroom management and organisation, focussed planning and delivery of lessons, ongoing recording and tracking of pupil progress, regular feedback to pupils, the evaluation of teaching and learning leading to adjustments where necessary, the focused use of additional adults through in-class and/or withdrawal support systems, and the matching of curriculum resources to the needs of groups and individual pupils.

DIFFERENTIATION

Differentiating work is about making tasks accessible to the whole range of pupils within a class or teaching group.  In best practice a variety of differentiation methods are used rather than a reliance on one or two.  In reality it is the matching of the differentiation to pupil needs that makes a difference not just the use of different levels and ways of working.  Differentiation also needs to acknowledge to pupils’ preferred ways of learning and that the best approaches are multisensory.

Differentiation by Outcome

The same material or stimulus is used for all pupils or the same tasks are set for everybody in the group.  Differentiation is achieved by individuals answering at their own levels of ability so that different outcomes result from the same task or piece of work.

Differentiation by Resource

This method is based on the fact that some pupils are capable of working with more advanced resources than others. They may be responding to the same basic question but the pupils use differing levels of materials upon which to base their answers.  Easier texts might have less prose, more illustrations, be less dense and use restricted vocabulary and concepts.  For those more able the vocabulary will be more advanced and the ideas expressed in more complex ways.

Differentiation by Task

A variety of tasks are provided that cover the main content area so as to provide for the range of individual pupils in the group.  Homework as well as in-lesson work is effective when differentiated to the needs of the pupil(s).

Differentiation by Dialogue

The vocabulary and complexity of language used needs to vary for different pupils.  The less able pupil may well require a detailed explanation in simple language.  The more able pupil requires a dialogue at a more sophisticated level.  All pupils need appropriate feedback within the dialogue.  The skilled teacher will prompt and encourage pupils by comments suitable to the ability of the pupil and the degree of progress being made.

Differentiation by Support

The amount and degree of help provided should be differentiated to meet the needs of individual pupils.  The teacher or other adults can provide this support.  The support could come from other pupils or indeed from hardware and information technology.

Differentiation by Pace

Some pupils need to move forward more gradually than others.  Some pupils may become confused if tasks and concepts are presented too rapidly.  Others are able to sustain a much quicker programme and they become frustrated if the pace is not quick enough.  Incremental, step by step approaches, help the development and consolidation of concepts and skills.  Lesson planning can be differentiated in terms of how much and how quickly tasks are to be completed.

Differentiation by Pupil Grouping Arrangements

The organisation of pupils in to working groups at a whole school and at a class level is a feature of differentiation.  Consideration needs to be given to mixed ability grouping, setting, the size of groups, and the flexibility to adjust groupings, particularly within the class setting in order to respond to changing needs and to pupils’ differing abilities in various subjects.

Differentiation in Planning

As well as ensuring the effective delivery of the subject content schemes of work and lesson plans should demonstrate differentiation of approach, much in line with that described above.
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The SEN Code of Practice sets out a model of action and intervention that is designed to help children towards independent learning. It describes the procedures schools might adopt in order to fulfil their duty to children with special educational needs. In many cases the action taken will mean that the child’s needs are resolved. Only for those children whose progress continues to cause concern should additional action be taken.  For children in the primary phase the Code recommends that when a child is identified as having special educational needs the school should intervene as described below at School Action and School Action Plus.

These interventions will not usually be steps on the way to statutory assessment. Nor are they hurdles to be crossed before a statutory assessment can be made. Some children will require less rather than more additional help if the interventions work successfully. The interventions are a means of matching special educational provision to the child’s needs, and are therefore part of the continuous and systematic cycle of planning, action and review within the school to enable all children to learn and progress.

PRINCIPLES

The principles which underpin the procedures throughout the process are:

-
the description of the child’s special needs;

· evidence for the difficulties;

-
provision that matches the child’s needs;

-
a plan to meet the child’s needs;

-
regular recording of a child’s special educational needs, the action taken and the outcomes including a review of the plan which evaluates its success;

-
the involvement of parents;

-
the involvement of the child.








PARENTS/CARERS


Parents hold key information and have a critical role to play in their children’s education.  They have unique strengths, knowledge and experience to contribute to the shared view of the child’s needs and the best ways of supporting them.  It is therefore essential that all professionals actively seek to work with parents and value the contribution they make.  The work of professionals can be more effective when parents are involved and account is taken of their wishes, feelings and perspectives on their children’s development.  This is particularly so when a child has special educational needs.  Parents of children with special educational needs should be treated as partners.

Parents also have a responsibility to communicate effectively with professionals to support their children’s education.  In working with schools they should:

· communicate regularly with their child’s school and alert them to any concerns about their child’s learning or provision

· fulfil their obligations under home-school agreements which set out expectations of both sides.
CHILDREN

All children should be given the opportunity to be involved in making decisions right from the start and all parents should be encouraged to support this.  The ways in which children are encouraged to participate should develop to reflect the child’s evolving maturity.  Children should be encouraged to make choices and understand that their views matter and are valued.

IDENTIFICATION OF CHILDREN WITH SPECIAL EDUCATIONAL NEEDS

Most children admitted to an infant or primary school will already have attended an early education setting.  Some will not.  Children with special educational needs who have attended a nursery class, playgroup or other early years provision may have had their needs identified already.  Others may not. 

Provision for children with special educational needs is a matter for the school as a whole.  In addition to the governing body, the school's Headteacher, the SENCO and all other members of staff have important responsibilities.  All teachers are teachers of children with special educational needs. Teaching such children is therefore a whole school responsibility.  In practice, the way in which this responsibility is exercised by individual staff is a matter for schools, to be decided in the light of a school's circumstances and size, priorities and ethos. 


At the heart of the work of every primary school class is a continuous cycle of planning, teaching and assessing which takes account of the wide range of abilities, aptitudes and interests of children.  The majority of children will learn and progress within these arrangements, using the good, ordinary differentiated practice outlined earlier. 

A child’s performance under the National Curriculum is a useful measure of progress.  The National Curriculum programmes of study for Key Stages 1 and 2 set out the knowledge, understanding and skills expected of children in this age group.  As part of the normal school arrangements, teachers plan from the National Curriculum programmes of study, using all the available flexibilities set out in the statutory orders and make judgements about children’s performance in relation to the appropriate level descriptions. The National Literacy and Numeracy Frameworks for teaching also provide a basis for assessment against national norms. Those children who have difficulty in progressing at the expected rate might have special educational needs.  

The assessment process should always be fourfold. It should focus on 

· the child’s learning characteristics

· the learning environment that the school is providing for the child 

· the task and 

· the teaching style

It should be recognised that some difficulties in learning may be caused or exacerbated by the school’s learning environment or adult/child relationships. This means looking carefully at such matters as classroom organisation, teaching materials, teaching style and differentiation in order to decide how these can be developed so that the child is enabled to learn effectively.


The importance of early identification, assessment and provision for any child who may have special educational needs cannot be over-emphasised.  The earlier action is taken, the more responsive the child is likely to be, and the more readily can intervention be made without undue disruption to the organisation of the school.  Assessment should not be regarded as a single event but rather as a continuing process.

If a child’s difficulties prove to be transient, the child will subsequently be able to learn and progress normally.  If the child's difficulties prove less responsive to the provision made by the school, then an early start can be made in considering the additional help the child may need. 

To help identify children who may have special educational needs, schools can measure children’s progress by referring to:

· their performance monitored by the teacher as part of ongoing observation and assessment 

· the outcomes from baseline assessment results

· their progress against the objectives specified in the National Literacy and Numeracy Strategy Frameworks for teaching

· their performance against the level descriptions within the National Curriculum at the end of a key stage

· standardised screening or assessment tools

Schools should also be open and responsive to expressions of concern by parents, and take account of any information that parents provide about their child.

In conducting the assessment and review, reference should be made to the criteria for determining the level of the child’s difficulty.  It should not necessarily be expected that the child will “catch up” in his or her attainments since some children will always have learning difficulties - what is significant is the extent of their difficulties and their rate of progress.


Adequate progress can be defined in a number of ways.  It might, for instance, be progress which:

· closes the attainment gap between the child and their peers

· prevents the attainment gap growing wider

· is similar to that of peers starting from the same attainment baseline, but less than that of the majority of peers

· matches or betters the child’s previous rate of progress

· ensures access to the full curriculum

· demonstrates an improvement in self-help, social or personal skills

· demonstrates improvements in the child’s behaviour.

EXCEPTIONAL CIRCUMSTANCES

There may be rare circumstances where a pupil may need to be accelerated through the SEN procedures.  Reference to procedures for statutory assessment and to the criteria for special educational needs should guide consideration of acceleration through the process.

MONITORING CHILDREN’S PROGRESS

The way in which a school meets the needs of all children has a direct bearing on the nature of the additional help required by children with special educational needs, and on the point at which additional help is required.  The key to meeting the needs of all children lies in the teacher’s knowledge of each child’s skills and abilities and the teacher’s ability to match this knowledge to finding ways of providing appropriate access to the curriculum for every child. 

It is for individual schools to decide the procedures which they should adopt for meeting the needs of all children, for observing and assessing their progress, and for deciding the nature of the special educational provision that they should make.  It is essential that these procedures are carefully managed and monitored, and that there are effective internal communication and liaison arrangements between staff.  

A school’s system for observing and assessing the progress of individual children should provide information about areas where a child is not progressing satisfactorily even though the teaching and learning has been differentiated.  These observations should be enhanced by knowledge built up over time of an individual child’s strengths and weaknesses.  Using this evidence, class teachers may come to feel that the strategies they are currently using with the child are not resulting in the child learning as effectively as possible.  Under these circumstances, they will need to consult the SENCO to consider what else might be done.  The starting point will always be a review of the strategies currently being used and the way in which these might be developed.   The review may lead to the compilation of a Record of Concern.  If this is completed it is still important to keep safely all the records of the child’s progress and the difficulties which have emerged.

ENGLISH AS AN ADDITIONAL LANGUAGE

Lack of competence in English must not be equated by default with learning difficulties.  At the same time, when children who have English as an additional language make slow progress, it should not be assumed that their language status is the only reason; they may have learning difficulties.  Schools should look carefully at all aspects of a child’s performance in different subjects to establish whether the problems they have in the classroom are due to limitations in their command of the language that is used there or arise from special educational needs.  The identification and assessment of the special educational needs of children whose first language is not English requires particular care.  It is necessary to consider the child within the context of his or her home, culture and community.  Where there is uncertainty about an individual child schools should seek the advice of the English as an Additional Language Team (based with the Special Education Support Service at the Solar Campus).

ROLE OF THE SPECIAL EDUCATION NEEDS CO-ORDINATOR

In mainstream primary schools the SENCO should:

· Liaise with the Headteacher/Senior Management to determine the strategic development of the SEN policy and provision for pupils with SEN

· Oversee the day to day operation of the school’s SEN policy

· Liaise with and advise fellow teachers and classroom support staff and provide effective ways of disseminating and collecting pupil information to staff

· Manage support staff

· Co-ordinate provision and resources for pupils with SEN

· Monitor the progress of pupils with SEN

· Oversee the records of all pupils on the SEN Register

· Liaise with secondary schools, special schools, and units/bases in relation to transition planning and transfer documentation to receiving schools

· Liaise with parents/carers of pupils with SEN

· Contribute to the in-service training of staff

· Liaise with external agencies, including the Special Education Support Service, Health and Social Services and voluntary bodies

· Develop effective ways of overcoming barriers to learning through analysis and assessment of need

· Monitor the quality of provision to ensure it meets the needs of pupils with SEN

· Collaborate with Literacy and Numeracy Co-ordinators, and classroom staff to ensure equality of learning for all SEN pupils

· Provide the Authority with necessary documents as requested.

· Depending on the school’s organisation teach pupils with special educational needs.

The SENCO timetable should include time for:

· Planning and co-ordination

· Liaison with parents/carers and pupils

· Observing pupils in class

· Managing the effective deployment of other teachers in the SEN team

· Managing, supporting and training classroom support staff

· Liaison with departmental and pastoral colleagues

· Liaison with other schools and settings

· Liaison with external agencies

· Administration time

RECORD KEEPING
Schools should record the steps taken to meet the needs of individual children. 

The Education (Pupil Information) Regulations require schools to provide full pupil records to the receiving school even if the new school does not lodge a request.  Such records should include all the information held by the SENCO including IEPs.  The records have to be passed on within 15 days of the child leaving the school but it is good practice at Year 6/Year 7 transfer to transfer them at the end of the Summer Term.

In addition to the information that all schools will record for all children with respect to their progress, the pupil record or profile for a child with SEN should include information from the parents, and where appropriate from health and Social Services.  It should also include the child’s own perception of any difficulties and how they might be addressed.  It may also be necessary to record in the profile information about the child’s needs in relation to the general strategies to be used to enable access to the curriculum and the school day. 

The information collected should reveal the different perceptions of those concerned with the child, any immediate educational concerns and an overall picture of the child’s strengths and weaknesses.

If schools refer a child for a statutory assessment, they will need to provide the Authority with a record of their work with the child including the resources or special arrangements which they have already made available. 

It is crucial throughout the process that all information should be recorded objectively and in a coherent and readily accessible manner.  The key test should be, “Would another person be able to follow the programme of intervention by reference only to the written records (including the IEP)?”

SPECIAL NEEDS REGISTER

Each school should keep a register of children with special educational needs to be known as the Special Needs Register.  Pupils at School Action and School Action Plus, those undergoing statutory assessment and those with a Statement of special educational needs should be recorded on the register.

The register should serve the following purposes:-

· to provide an aide-memoir so that essential information is not forgotten and all children with special needs are reviewed;

· with the agreement of parents, to share information with other agencies which provide services for children with special educational needs.

In addition to the register, schools should maintain in a folder a more detailed record for each child with special educational needs.  This SEN Pupil Record or Profile should contain:

1.        Careful descriptions of the child’s difficulties by the child’s teacher or teachers including the Record of Concern;
2. Reports from previous schools or classes. If these have not been provided, the school should make efforts to obtain the necessary information;

3. Supporting information from within the school.  This could include any of the following:

· National Curriculum assessment results

· extracts from screening data

· test scores – reading, spelling, maths etc

· records of pupil’s involvement in specific and targeted projects e.g. ALS, Catch-up

· diary observations as recorded by teachers

· evidence of planned differentiation

· samples of pupil’s work

· IEP’s/IBP’s and reviews of progress

· evidence of the involvement of parents

· notes of discussions in school

· child’s views if appropriate

4. Reports from other agencies where appropriate, e.g. Social Services, Special Education Support Service, Education Social Welfare Service, Clinical Medical Officer.

An analysis of the Register should be undertaken once per year (January) to coincide with the Authority’s survey of SEN Registers.  The analysis should show the number of children at School Action and School Action Plus by year group and by learning difficulty.  It should also show the movement of children on the Register over the past year and will serve as an indication of the success of the school’s SEN provision.


RECORD OF CONCERN 

A Record of Concern pro-forma (see appendices) should be completed where a child’s class teacher in consultation with parents concludes that a child may need further support to help their progress.  The teacher should seek the help of the SENCO.  The teacher and the SENCO should consider the teacher’s reasons for concern alongside any information about the child already available to the school. 

To help inform the decision on the nature of the additional help that might be needed by the child the class teacher should collect all the available information about the child and seek additional information from the parents.  In some cases outside professionals from health or Social Services may already be involved with the child. In such instances it is good practice for these professionals to liaise with the school and keep them informed of their input.  If the pupil is looked after by a local authority, the SENCO should liaise with the teacher who is designated to oversee the education of looked after children in the school.

The triggers for intervention through School Action could be the concern, set out in the Record and underpinned by evidence, about a child who despite receiving differentiated learning opportunities:


· makes little or no progress even when teaching approaches are targeted particularly in a child’s identified area of weakness 

· shows signs of difficulty in developing Literacy or Numeracy skills which result in poor attainment in some curriculum areas

· presents persistent emotional or behavioural difficulties which are not ameliorated by the behaviour management techniques usually employed in the school

· has sensory or physical problems, and continues to make little or no progress despite the provision of a differentiated curriculum (and appropriate materials/equipment)

· has communication and/or interaction difficulties, and continues to make little or no progress despite the provision of a differentiated curriculum

The SEN criteria will aid teachers’ assessment and judgement of a child’s attainment and progress.  This evidence required will normally already be available through teachers’ planning, recording and assessment files.

It is at this point that the SENCO and class teacher should decide whether the child would benefit from School Action support.  If so, the child should be placed on the school’s SEN Register.  The SENCO may also discuss the child’s needs with an external specialist.

The information collected for the Record of Concern, and details of the extra help to be given can be incorporated in the child’s individual record.  The record should also include previous observations on the child made as part of the assessment and recording systems in place for all children.
It is the responsibility of the school to inform parents/carers that their child has special educational needs.  They also need to be kept informed when their child is placed on the SEN Register and when any movement between School Action and School Action Plus occurs.

It is vital to encourage frank and open attitudes and to ensure that parents/carers fully understand what is happening.  Ideally this is done face to face but is useful to follow this up with a letter.

SCHOOL ACTION

Nature of Intervention

The child’s class teacher in consultation with the SENCO should decide on the Action needed to help the child to progress in the light of their earlier assessment.  There is sometimes an expectation that this help will take the form of the deployment of extra staff to enable one-to-one tuition to be given to the child.  However this may not be the most appropriate way of helping the child.  A more appropriate approach might be to provide different learning materials or special equipment; to introduce some group or individual support; to devote extra adult time to devising the nature of the planned intervention and to monitoring its effectiveness; or to undertake staff development and training to introduce more effective strategies.  

The SENCO should discuss with the child’s class teacher any further assessment of the child’s particular strengths and weaknesses; planning support for the child and monitoring and subsequently reviewing the action taken.  The child’s class teacher should remain responsible for working with the child on a daily basis and should take the lead in planning and delivering an individualised programme in consultation with other involved personnel including the SENCO. Parents must always be consulted and kept informed of the action taken to help the child, and of the outcome of this action. 


Individual Education Plans/Individual Behaviour Plans
Strategies employed to enable the child to progress should be recorded in an Individual Education Plan (IEP) or Individual Behaviour Plan (IBP).

The IEP/IBP should record only that which is additional to or different from the differentiated curriculum plan, which is in place as part of provision for all children.  The Plan should be crisply written and focus on three or four individual SMART targets, chosen from those relating to the key areas of communication, literacy, numeracy, and behaviour and social skills that match the child’s needs. The Plan should be shared with the child and parents.

It is good practice to involve the parents/carers in drawing up the Plan.  Schools should explore how parents/carers can help, since there are significantly improved outcomes when they contribute directly to programmes.  This should be recorded under strategies.

Parents/carers should be informed or involved every time the Plan is reviewed.  They should be offered a copy of the Plan and whenever possible the language used in the Plan should be parent friendly.

Similarly, children with special educational needs should be involved as much as possible in the process of meeting those needs.  It is good practice to involve pupils, using developmentally appropriate methods, in setting key objectives and targets and to provide them with regular feedback about their progress in meeting those targets.

Schools might find it useful to provide parents with written information about IEPs/IBP’s, special educational needs in mainstream schools and the statutory assessment process.  Leaflets are available from the Authority.  Schools might also wish to provide parents/carers with a copy of the DfES publication “SEN: a guide for parents and carers”, which is available from:

DfES Publications Centre

PO Box 5050

Sherwood Park

Annersley

Nottingham NG15 0DJ

Tel: 0845 602 2260
Fax: 0845 603 3360

Quote reference: DfES 0900/2001
Schools should record the procedures for speaking to/writing to parents/carers in their SEN policy.


Where a child with identified SEN is at serious risk of disaffection or exclusion the IBP should reflect appropriate strategies to meet their needs.  A Pastoral Support Plan should not be used to replace the graduated response to special educational needs.

Reviewing IEPs/IBPs

The outcomes for a particular Plan should be recorded in accordance with the timescale that is set out in the Plan; this may be a matter of weeks or months.  A review does not have to be held each time outcomes are recorded.

Structured reviews should be held at least twice per year although they may be held more frequently if there are concerns about a child’s progress. At least one review in the year could coincide with a routine Parents’ Evening, although schools should recognise that some parents will prefer a private meeting.  Reviews need not be unduly formal, but parents’ views on the child’s progress should be sought and they should be consulted as part of the review process.  Wherever possible, the child should also take part in the review process and be involved in setting new targets.

All the outcomes sections for each IEP/IBP sheet should be presented at each review.  A review should conclude with a decision as to whether the child continues to need School Action support, not longer needs that support or needs more support at School Action Plus.  The review documentation should be retained in the child’s file as this will summarise the reasons for the decision.

SCHOOL ACTION PLUS

Schools should always consult specialists before and at School Action Plus although the involvement of specialists need not be limited to such children.  Outside specialists can play an important part in the very early identification of special educational needs and in advising schools on effective provision designed to prevent the development of more significant needs.  They can act as consultants and be a source for in-service advice on learning and behaviour management strategies for all teachers.  The continued involvement of parents and the child remains central at School Action Plus.

At School Action Plus external support services, either those provided by the Authority or by outside agencies, should advise teachers about new IEPs/IBPs and fresh targets, provide more specialist assessments, give advice on the use of new or specialist strategies or materials, and in some cases provide support for particular activities. 


The triggers for School Action Plus could be that, despite receiving an individualised programme and/or concentrated support under School Action, the child:

· continues to make little or no progress in specific areas over a long period;

· continues working at National Curriculum levels substantially below that expected of children of a similar age;

· continues to have difficulty in developing literacy and numeracy skills;

· has emotional or behavioural difficulties which substantially and regularly interfere with the child’s own learning or that of the class group, despite having an individualised behaviour management programme;

· has sensory or physical needs, and requires additional specialist equipment or regular advice or visits by a specialist service;

· has ongoing communication or interaction difficulties that impede the development of social relationships and cause substantial barriers to learning. 

If the SENCO and the external specialist consider that the information gathered about the child is insufficient, and that more detailed advice must be obtained from other outside professionals, then the consent of the child’s parents must be sought. 

The SENCO should note in the child’s records:

· what further advice is being sought

· the support to be provided for the child pending receipt of the advice

The SEN criteria set out will aid teachers’ assessment and judgement of a child’s attainment and progress and the opportunities at School Action Plus.

The Review of Progress Sheet described in the previous section should be completed in the same way and should be retained in the child’s file.

Where schools seek the help of external support services, those services will need to see the child’s records in order to establish which strategies have already been employed and which targets have been set and achieved. They can then advise on new and appropriate targets for the child’s IEP/IBP and on accompanying strategies. The targets set may require specialist assessment arrangements to measure the child’s progress. If so, outside specialists may be required for this.

The SENCO and class teacher, together with curriculum, Literacy and Numeracy coordinators and external specialists, should consider a range of different teaching approaches and appropriate equipment and teaching materials, including the use of information technology.  In some instances improved management or alternative arrangements based on advice from health professionals may considerably reduce the child’s special educational needs.

The resulting new IEP/IBP for the child should set out fresh strategies for supporting the child's progress.  Although developed with the help of outside specialists, the strategies specified in the Plan should usually be implemented, at least in part and as far as possible, in the normal classroom setting.  The delivery of the interventions recorded in the IEP continues to be the responsibility of the class teacher although the school may organize additional support to meet specific aspects of the pupil’s Plan.


TRANSFER OF INFORMATION

Primary schools are required to transfer to secondary schools the school records for all pupils within 15 days of pupils ceasing to be registered at the school.  Secondary schools should therefore receive the school records of all pupils in Year 7 identified by their primary schools as having special educational needs.  As well as the statutory transfer form the primary school will be in possession of a good deal of useful information about the child, including detailed background information collated by the SENCO, copies of IEPs and any statements of special educational needs.  This information can help to shape curriculum and pastoral planning for the pupil in the first few months at secondary school.  Colleagues should forward this information to the secondary school directly and obtain a signature to confirm receipt.

It is good practice for secondary schools to liaise closely with their feeder primary schools and to arrange induction days for transferring pupils in the summer term.  This helps to achieve a smooth and successful transition for all pupils.  Where possible secondary SENCOs should attend year 6 annual reviews of pupils with statements to ensure a smooth transition and appropriate planning of the pupil’s curriculum and the first Year 7 IEP/IBP.  It is advisable for primary colleagues to invite the secondary school SENCO to these final annual review meetings.  These arrangements help with the smooth transfer of information between schools.

MODEL DOCUMENTATION

SEN Record of Concern

School Action

-
Strands of Action

· Individual Education/Behaviour Plan

· Review of Progress

School Action Plus
-
Strands of Action

· Individual Education/Behaviour Plan

· Review of Progress

SEN RECORD OF CONCERN FOR PRIMARY  SCHOOLS (Years 1-6)
Name of Pupil: ______________________________________

D.O.B.________________ Age:  Years______ Months______ Year Group _______

Name of School: __________________________

Persons contributing to this Record of Concern:

Name: __________  Position: ___________ Name: _____________ Position: ___________

Name : __________ Position: ___________ Name: _____________ Position: ___________

Name:  __________ Position: ___________ Name: _____________ Position: ___________



Area(s) of concern:



Cognition and learning difficulties

(


Emotional, behavioural and social difficulties

(


Communication and interaction difficulties

(


Sensory difficulties

(


Physical/medical difficulties

(
Brief description of difficulty:

Evidence of the pupil’s performance with reference to criteria:

Details of strategies which have been used with this pupil within ordinary differentiated provision

(these might include individual and group support within the ordinary classroom from staff/other adults, reward systems, alternative resources for this pupil, teaching styles matched to need – see SEN Handbook for guidance on differentiation):

Details of outcomes and successes in response to these strategies:

Note of discussion with pupil (where appropriate):

Note of contact/discussion with parents/carers:

External agencies involved (if any):

Action following discussion with the SEN Co-ordinator:

Remain within ordinary differentiated curriculum
(
Move to School Action.  Place pupil on SEN Register


and draw up and IEP
(
Move to School Action Plus.  Place pupil on


SEN Register and draw up an IEP
(
Signed: ________________(SENCO) _____________(Teacher)    Date: ___________

Signed: ________________Parent/Carer    Date: ______________

NB  It should not necessarily be expected that the child will “catch up” in his or her attainments since some children will always have learning difficulties.  What is significant is the extent of their learning difficulties and their rate of progress

SCHOOL ACTION – STRANDS OF ACTION

	Assessment & planning
	Grouping for teaching purposes
	Human resources
	Curriculum and Teaching methods

	Assessment by class or subject teacher and SENCO; continuous assessment and curriculum assessments may be supplemented by standardised and/or diagnostic tests.

IEP setting ‘SMART’ targets (some may be shared with other pupils in a Group EP).  Regular reviews.  Parents informed & may be involved in supporting targets at home.

External services (specialist support service, educational psychologist) undertake specialist assessment leading to a more specifically-focused IEP.  Parents involved in supporting targets in the home.

Involvement of both education and non-educational professionals in assessment and planning.

Longer-term plan for provision, supported by shorter-term IEPs.  Parents involved in both long and short-term planning.


	Pupil based in the ordinary classroom.

Grouping strategies used flexibly within the classroom.

Out of hours learning opportunities (homework clubs, lunchtime clubs etc.,) provided where possible.

Pupil based predominantly in the ordinary classroom, supported through flexible grouping strategies.

Access to individual or small group tuition to support IEP targets, delivered within the classroom, through limited periods of withdrawal and/or through out-of- hours provision.

Pupils work predominantly in small groups or on an individual basis in the ordinary classroom, in a withdrawal situation, in a resource base and/or through out-of-hours provision.
	Main provision is by class or subject teacher with SENCO involved in assessment and planning rather than teaching.

Pupil support used routinely and some adult support may be provided on an ad hoc basis, (e.g. if Teaching Assistant or parent helper already working in the classroom).

Specialist teachers or educational psychologist may be involved in providing advice on strategies.

Main provision is by class or subject teacher.  Support used routinely in the classroom, with some limited targeted adult support provided by Learning Support Assistant (LSA) or other adult.

Individual or small group tuition provided by LSA (under guidance), specialist teacher (or other specialist) and/or SENCO.

Pupil support used routinely in the ordinary classroom with sustained targeted support provided by LSA or other adult.

Individual or small group tuition is provided by LSA (under guidance), specialist teacher (or other specialist) and/or SENCO.
	Emphasis on differentiation for curriculum access.  Possibly some specific reinforcement or skill-development activities in support of IEP targets.

Emphasis on increasing differentiation of activities and materials.

Some individual programming to support specific targets.

Access to ICT and to specialist equipment and materials as necessary.

Increasingly individualised programmed (though within the context of an inclusive curriculum).

May involve the use of specialist teaching and/or communication techniques, supported by appropriate equipment and materials.

	Pupils may be at different points on each Strand at different times, in different contexts or during different lessons.


Examples of interventions which may be used within School Action:  ( Advice from the SENCO   ( Staff training  ( Mentoring  ( Reward systems 

( Alternative resources for this child  ( Subject specific targets  ( Use of outside agencies  ( Individual and small group work including in-class/withdrawal

support  ( Out of hours learning opportunities  ( Parents/carers providing agreed support at home  ( Reading Recovery, multi-sensory teaching and other specific intervention programmes  ( Increasing differentiation of activities (guidance on differentiation is contained in the procedures documentation in Wirral’s SEN Handbook).

Strategies (how the child will be taught) – a description should include the following features: ( Teaching materials e.g. what books, equipment, schemes etc will be used  ( Teaching methods e.g. guided reading and writing, peer tutoring, precision teaching  ( Who will teach/work with the child e.g. teacher, classroom assistant, parent  ( Size of teaching group e.g. one to one, group of four pupils per adult  ( Frequency of specialist teaching e.g. daily, three times a week, ten minutes a day.
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Copy given to parent on __________________________

SCHOOL ACTION

REVIEW OF PROGRESS

(IEPs compiled since the last review should be attached)

Date of Review:
____________________________

Persons contributing to this review (It is essential to invite parents/carers and the pupil, where possible, to contribute):

Name:   ________________________      Position:   _________________________      Name:   _______________________      Position:   __________________

Name:   ________________________      Position:   _________________________      Name:   _______________________      Position:   __________________

Name:   ________________________      Position:   _________________________      Name:   _______________________
Position:   _________________

Area(s) of concern:

Cognition and learning difficulties


(
Emotional, behavioural and social difficulties
        (
Communication and interaction difficulties
(
Sensory difficulties
(
Physical difficulties    (


Evaluation of the pupil’s performance and progress in relation to SEN Criteria:

How much progress has the pupil made against the targets set?  Which strategies have been successful and which not?  How does the pupil’s performance compare with the SEN criteria?  (it should not necessarily be expected that the child will “catch up” in his or her attainments since some children will always have learning difficulties.  What is significant is the extent of the learning difficulties and the rate of progress.)

Note of discussion with pupil (where appropriate):

Note of contact/discussion with parents/carers:

External agencies involved (if any):

Decision following School Action Review

Move to ordinary differentiated curriculum

(
Remain at School Action

(draw up a fresh IEP and leave pupil on SEN Register)
(
Instigate School Action Plus

(draw up a fresh IEP, leave pupil on SEN Register

and seek specialist advice)

(
Signed:  __________________________________________   Position:   ________________________   Date:   _________________

Copy sent to parents/carer on ________________________ (date)

SCHOOL ACTION  PLUS – STRANDS OF ACTION

	Assessment & planning
	Grouping for teaching purposes
	Human resources
	Curriculum and Teaching methods

	Assessment by class or subject teacher and SENCO; continuous assessment and curriculum assessments may be supplemented by standardised and/or diagnostic tests.

IEP setting ‘SMART’ targets (some may be shared with other pupils in a Group EP).  Regular reviews.  Parents informed & may be involved in supporting targets at home.

External services (specialist support service, educational psychologist) undertake specialist assessment leading to a more specifically-focused IEP.  Parents involved in supporting targets in the home.

Involvement of both education and non-educational professionals in assessment and planning.

Longer-term plan for provision, supported by shorter-term IEPs.  Parents involved in both long and short-term planning.


	Pupil based in the ordinary classroom.

Grouping strategies used flexibly within the classroom.

Out of hours learning opportunities (homework clubs, lunchtime clubs etc.,) provided where possible.

Pupil based predominantly in the ordinary classroom, supported through flexible grouping strategies.

Access to individual or small group tuition to support IEP targets, delivered within the classroom, through limited periods of withdrawal and/or through out-of- hours provision.

Pupils work predominantly in small groups or on an individual basis in the ordinary classroom, in a withdrawal situation, in a resource base and/or through out-of-hours provision.
	Main provision is by class or subject teacher with SENCO involved in assessment and planning rather than teaching.

Pupil support used routinely and some adult support may be provided on an ad hoc basis, (e.g. if Teaching Assistant or parent helper already working in the classroom).

Specialist teachers or educational psychologist may be involved in providing advice on strategies.

Main provision is by class or subject teacher.  Support used routinely in the classroom, with some limited targeted adult support provided by Learning Support Assistant (LSA) or other adult.

Individual or small group tuition provided by LSA (under guidance), specialist teacher (or other specialist) and/or SENCO.

Pupil support used routinely in the ordinary classroom with sustained targeted support provided by LSA or other adult.

Individual or small group tuition is provided by LSA (under guidance), specialist teacher (or other specialist) and/or SENCO.
	Emphasis on differentiation for curriculum access.  Possibly some specific reinforcement or skill-development activities in support of IEP targets.

Emphasis on increasing differentiation of activities and materials.

Some individual programming to support specific targets.

Access to ICT and to specialist equipment and materials as necessary.

Increasingly individualised programmed (though within the context of an inclusive curriculum).

May involve the use of specialist teaching and/or communication techniques, supported by appropriate equipment and materials.

	Pupils may be at different points on each Strand at different times, in different contexts or during different lessons.


Examples of interventions which may be used within School Action Plus: ( Advice sought from outside agencies with relevant experience and expertise 

( More regular monitoring of progress and IEP reviews  ( Further advice/or assessment from the SENCO  ( Deployment of additional staff to support the individuals/others  ( More focussed staff training  ( Mentoring  ( Reward systems  ( Use of specialist equipment/materials including ICT  ( Further individual and small group work including in-class/withdrawal support  ( Subject specific targets  ( Out of hours learning opportunities  ( Parents/carers providing agreed support at home  ( Multi-sensory teaching and other specific intervention programmes  ( Increasing differentiation of activities.

Strategies (how the child will be taught) – a description of strategies should include the following features: ( Teaching material e.g. what books, equipment, schemes etc will be used  ( Teaching methods e.g. guided reading and writing, peer tutoring, precision teaching  ( Who will teach/work with the child e.g. teacher, classroom assistant, parent  ( Size of teaching group e.g. one to one, group of four pupils per adult  ( Frequency of specialist teaching e.g. daily, three times a week, ten minutes a day.
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Copy given to parent on ____________________

SCHOOL ACTION PLUS

SUMMARY SHEET: REVIEW OF PROGRESS

(IEPs compiled since the last review should be attached)

Name of Pupil:  ___________________________________________   Date of Birth:  _____________________________

School:              ___________________________________________   Date of Review:  ___________________________

Persons contributing to this review (It is essential to invite parents/carers and the pupil, where possible, to contribute):

Name:   ________________________      Position:   _________________________      Name:   _______________________      Position:   __________________

Name:   ________________________      Position:   _________________________      Name:   _______________________      Position:   __________________

Name:   ________________________      Position:   _________________________      Name:   _______________________
Position:   _________________

Area(s) of concern:

Cognition and learning difficulties


(
Emotional, behavioural and social difficulties
        (
Communication and interaction difficulties
(
Sensory difficulties
(
Physical difficulties    (


Evaluation of the pupil’s performance and progress in relation to SEN Criteria and, where relevant, National Curriculum levels:

How much progress has the pupil made against the targets?  Which strategies have been successful and which not?  How does the pupil’s performance compare with the SEN criteria?  (it should not necessarily be expected that the child will “catch up” in his or her attainments since some children will always have learning difficulties.  What is significant is the extent of the learning difficulties and the rate of progress.)

Note of discussion with pupil (where appropriate):

Note of contact/discussion with parents/carers:

External agencies involved:

Decision following School Action Plus Review

Move to ordinary differentiated curriculum

(
Move to School Action

(draw up a fresh IEP and leave pupil on SEN Register)
(
Remain at School Action Plus

(draw up a fresh IEP, leave pupil on SEN Register

and seek specialist advice)
  (
Request Statutory Assessment

(consult parents/carers and SESS, draw up a fresh

IEP, leave pupil on SEN Register and inform the 

Authority)





(
Signed:  __________________________________________   Position:   ________________________   Date:   _________________

Copy sent to parents/carer on ________________________ (date)

DISAGREEMENT RESOLUTION SERVICE

DISAGREEMENT BETWEEN PARENTS/CARERS AND A SCHOOL: PROCEDURE FOR SCHOOLS
Action before DRS referral

Before a referral to DRS is made, it is expected that the following action will have been taken:

· The school and the parents/carers must have had the opportunity to try to resolve the disagreement informally through the school’s own procedures (e.g. meetings with the Headteacher and appropriate staff, and recourse to the school’s complaints procedures if appropriate).

· The parents should be made aware of other sources of support such as the Wirral SEN Parent Partnership or other voluntary agencies.

Step 1: DRS referral

1. If agreement cannot be reached, parents/carers must be advised of their right to request a DRS meeting.

2. DRS will receive referrals through the nominated LEA officer (the SEN Support & Monitoring Officer).

3. Both parties (school and parent/carers) must agree to mediation through the DRS.  If either party does not agree to mediation, no referral will be made.

4. If both parties agree to mediation, a DRS referral form must be completed and signed by the parents/carers and the school.  (Copies enclosed).

5. The referral form must be submitted to the nominated LEA officer either by the school or the parents/carers. 

6. The school should make a brief written summary of the issues in dispute and the action they have taken or proposed to take to address the concerns which have been expressed.

7. The address to send the referral form and the written summary to is: Education & Cultural Services Department, Hamilton Building, Conway Street, Birkenhead, Wirral, Merseyside, CH41 4FD.  Tel: 0151 666 2121 Fax 0151 666 4207.

8. On receipt of the referral form and summary, the SEN Support & Monitoring Officer will check that efforts have been made to at resolve the disagreement  and then submit the referral to the DRS in Preston.

Step 2: Action by the DRS

1. On receipt of the authorised referral from the LEA, the DRS will contact relevant parties within 4 working days.  Individual appointments or, if agreed by negotiation, a joint meeting will be offered within 10 further working days.

2. DRS will request appropriate documents from both parties.

3. All DRS information and documentation is available in other languages.  The DRS will arrange any translation and/or interpretation service required by parents/carers.

Step 3: DRS Meeting

1. A meeting between the parties will be arranged at a venue in Wirral.

2. One more meeting may be arranged, depending on progress in the first meeting (this may be because the meeting had been lengthy and a resolution may be close to being reached).

3. DRS will provide a trained facilitator/mediator for the meetings.

Step 4: Resolution

If it is possible to make an agreement, the facilitator will draw this up and give it to both parties either at the meeting itself or after the meeting.

Representatives at DRS meetings

1. It is expected that those present at the DRS meeting will be the facilitator, a school representative and the parents/carers and any other relevant party.

2. The school representative needs to have authority to make an agreement.  It will not normally be possible to adjourn in order to check back with others about agreements.

3. It is not expected that either party will have or require legal representation.  However, parents/carers and schools cannot be prohibited from having legal or any other form of support or representation.

4. While it is expected that agreements will be honoured by both parties, they are not legally binding.

Enclosed:
DRS Leaflets and DRS referral forms






Education & Cultural





Services Department





Howard Cooper





Director
DISAGREEMENT RESOLUTION SERVICE

PROCEDURE FOR SCHOOLS
	
	Action before DRS referral


Try to resolve the issue at school level.  The parent may be advised to contact the Wirral SEN Parent Partnership or another voluntary organisation for support.

	
	STEP 1:  DRS referral
	
	Time



If agreement cannot be reached, parents must be informed 

of the right to request a referral to DRS


Referral form completed by school and/or parent(s), both parties

having agreed to mediation






















Referral form and brief summary of the disagreement submitted

by school or parent to: SEN Support & Monitoring Officer,

Hamilton Building, Conway Street, Birkenhead, Wirral CH41 4FD.


Support & Monitoring Officer checks what earlier interventions

have been used and submits the referral to the DRS, if appropriate


10 days





	
	STEP 2: Action by DRS
	
	Time



On receipt of the referral: DRS acknowledges referral to both



4 days

parties and requests appropriate documents from parents and

school




 













DRS meeting arranged (as locally as possible)





10 days

	STEP 3 MEETING


DRS meeting takes place, facilitated by a trained mediator



15 days

· There will be usually one meeting – depending on progress

· Parents may ask for someone, eg. an independent parental

supporter, to accompany them to the meeting.

· It is expected that the school representative will have the

authority to make an agreement.

· It is not envisaged that legal representatives will be present,

although this cannot be prohibited.
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The involvement of parents and pupils is crucial











This is a graduated approach not a staged or stepped response











Unique pupil number

















All teachers are teachers of children with special educational needs





Assessment should look at both the child and the learning environment





Some children will always have learning difficulties and won’t ‘catch up’





Keep a register of special educational needs and a pupil record











Unique pupil number





The IEP/IBP should only record that which is additional or different





Consultation with specialists is necessary at School Action Plus but is also a possibility at School Action





Delivery of the IEP/IBP at School Action Plus continues to be the responsibility of the class teacher





The class teacher should take the lead in planning and managing the delivery of the IEP





Good and ordinary differentiated provision meets most pupils’ needs





    School 			School


    Action			Action Plus








Ordinary Differentiated Provision





Ordinary Differentiated Provision is characterised by:


focussed planning


pupil targets and feedback


effective use of additional adults


differentiation of resources


differentiation of teaching and learning styles


recording and evaluation which informs planning


informed grouping of pupils


good teacher knowledge of a pupil’s needs 





School Action approaches might include:


different learning materials or special equipment


the introduction of some group or individual support


devoting extra adult time to devising the nature of the planned intervention and to monitoring its effectiveness


undertaking staff development and training to introduce more effective strategies





An IEP should be written and this should only record that which is additional to or different from the differentiated curriculum plan, which is in place as part of provision for all children.  The IEP should be crisply written and focus on three or four individual targets.  The pupil should be placed on the SEN Register.  Parents/Carers should be involved throughout, as should the pupil, wherever possible.





At School Action Plus schools should always consult specialists when they take action on behalf of a child. The continued involvement of parents and the child also remains central at School Action Plus and the change should be recorded on the SEN Register. 





External support services, both those provided by the LEA and by outside agencies, should:


advise teachers about new IEPs and fresh targets


provide more specialist assessments


give advice on the use of new or specialist strategies or materials


in some cases provide support for particular activities





The involvement of specialists need not be limited to children receiving School Action Plus intervention.  Outside specialists can play an important part in the very early identification of special educational needs and in advising schools on effective provision designed to prevent the development of more significant needs.  They can act as consultants and be a source for in-service advice on learning and behaviour management strategies for all teachers.





A Graduated Response to Meeting Needs: a summary





Important Information


Parents need to be aware that there is a 2 month timescale in which they can log an appeal at SENDIST (Special Educational Needs and Disability Tribunal) from initially hearing an LEA’s decision about assessment or statements, or about issues relating to the SEN and Disability Act.  Parents may wish to log their appeal and then attend DRS.  DRS does not affect parents right to appeal to a Tribunal, as they can withdraw from Tribunal at any time.








Facilitator draws this up, gives to both parent/s and school either on the day or within 3 days.  This agreement is not legally binding, but it is expected to be honoured by both parent/s and school.  Parent withdraws from Tribunal if an appeal has previously been logged.





If case has been logged at Tribunal within the statutory period, it will proceed to the


Tribunal




















 tribu


 Tribunal





NO





YES





STEP 4





RESOLUTION





For any further information contact: Education and Cultural Services Department


0151 666 4224


or


Wirral SEN Parent Partnership Services


Tel: 0151 647 6631 
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