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SEN Policy  
(Special Educational Needs) 

 
 

INTRODUCTION 
 
As a Rights Respecting School Pennard Primary School is a safe and happy place where 
everyone is valued and where differences are celebrated. We not only teach about children’s 
rights but also model rights and respect in all relationships. 
 
 
 

PHILOSOPHY 
 
The philosophy of the staff is closely linked to the School Teaching and Learning Policy. 
 
We recognise that: 
 
§ All children have an equal right to a broad and balanced education, including access  to the 

National Curriculum, throughout their school careers, irrespective of gender, colour, ability or 
disability; 

§ A child has Special Educational Needs if he or she has significantly greater difficulty in 
learning than the majority of children of the same age; 

§ A child has Special Educational Needs if he or she has a disability which either prevents or 
hinders him/her from making use of the educational facilities of a kind provided for children of 
the same age in schools within the LA; 

§ The children's needs, including those with statements, should be met in mainstream classes, 
whenever possible; 

§ The wishes of the children should be considered in the light of their age and understanding; 
§ The views, knowledge, experience and wishes of the parent must be considered; 
§ All staff have some responsibility in the process; 
§ All children, irrespective of their ability, will be treated fairly and equally at all times (see 

School Behaviour Policy); 
§ There is a need for close cooperation between school, parents, the child and outside 

agencies. 
§ A child is not to be taken as having a learning difficulty because the language of home is 

different from that used in school. 
 
The staff acknowledges that a child has special educational needs if he or she has a 
difficulty which calls for special educational provision to be made for him or her under the 
terms of the Code of Practice.  They recognise and accept the importance of their role in 
the education of these children as a part of the provision for their needs. 
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AIMS AND OBJECTIVES 
 
It is the aim of the school to provide the opportunity for all children to develop to their full 
potential. 
 
Our objectives are to ensure that: 
 
§ All children have access to the National Curriculum. 
§ All children have access to the Literacy and Numeracy Framework  
§ Appropriate additional provision is made for each child in the light of the SEN budget for the 

school. 
§ The staff are consistent in their approach to children with SEN. 
§ There is uniformity and continuity in providing the support from all members of staff. 
§ There is close cooperation between home and school. 
§ That identification of pupils with SEN takes place as early as possible and that appropriate 

action is taken. 
 
 
 
 
 
CO-ORDINATING EDUCATIONAL PROVISION FOR PUPILS WITH SEN 
 
THE ROLE OF THE HEAD TEACHER 

 
The Head Teacher has responsibility for the day-to-day management of all aspects of the 
school's work, including provision for children with SEN.  They will: 
 
§ keep the Governing Body fully informed; 
§ work closely with the ALNCO and external agencies; 
§ make applications to the LEA for Formal Assessments for Statements; 
§ take responsibility for children with behavioural problems; 
§ be available to parents to discuss and present formal assessments and to assist parents 

with the interpretation of these reports. 
 
It is the responsibility of the Head Teacher to convene Annual Review Meetings for children 
with statements within the time specified by the LA and should: 
 
§ prepare the review report; 
§ invite representatives of the LA; the child's parents/carer; relevant school staff, other 

closely involved professionals from external agencies to attend where appropriate; 
§ prepare for the review meeting by requesting written advice and circulating that advice two 

weeks prior to the meeting inviting additional comments from those unable to attend; 
§ chair the review meeting; 
§ present a review report which summarizes outcomes of the review meeting; set 

educational targets; circulate the report to all concerned; 
§ child may be involved especially in Year 5 transition to secondary school review.   
§ Special Needs representative from secondary school will be invited if child in transition 

class. 
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THE ROLE OF THE SENCO 
 

The designated SENCO will be responsible for: 
 
§ the day to day operation of the school's SEN Policy; 
§ liaising with and advising fellow teachers; 
§ coordinating provision for children with SEN; 
§ overseeing the records of all pupils with SEN; 
§ ensuring that SEN reviews are carried out; 
§ liaising with the Head teacher, class teachers, support teacher, Learning Support 

Assistants parents and with children who have SEN; 
§ contributing to the in-service training of staff; 
§ liaising with external agencies including the educational psychology service (EPS), the 

Access to Learning Team and other support agencies, medical and social services and 
voluntary bodies; 

§ to attend courses which will support the SEN provision within the school, including the 
termly meeting for SENCOS; 

§ to liaise with the SEN Governor; 
§ management of Learning Support Assistants. 

 
The SENCO will be allowed non-contact time to liaise with support teacher and class teacher 
for reviewing children's progress, seeing parents, liaising with other agencies etc.   
 

THE CLASS TEACHER  
 

The Class Teacher needs to be aware of the procedures for identifying, assessing and 
making provision for children with SEN.   
 
School action – he/she will: 
 
§ identify child who has SEN and liaise with Head teacher, SENCO and the Support 

Teacher with regard to appropriate action; 
§ devise intervention additional to or different from those provided as part of the schools 

usual differentiated curriculum; 
§ be responsible for working with the child on a daily basis – planning and delivering an 

individual programme (usually an IEP) with assistance of SENCO and Support Teacher; 
§ monitor, assess and review the child’s progress, with the help of SENCO and Support 

Teacher; 
§ Keep working records and keep SENCO informed of progress within classroom 

framework. 
 

School action plus: 
 
§ Will seek advice from SENCO about obtaining support of external services.  Consultation 

with parents first; 
§ implement advice given by outside agencies; 
§ plan future assessments for child with SENCO; 
§ continue to monitor and review action taken; 
§ take part in termly reviews with parents and child and in annual review of statement pupils; 
§ Where appropriate agree targets/objectives and outcomes with child. 
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LEARNING SUPPORT ASSISTANTS 
 

Where Support Assistants are appointed to support statement children and children deemed 
by school to need one to one support in mainstream classes they will be required to: 

 
§ work with the pupil in the classroom and elsewhere in the school as appropriate, under the 

guidance and direction of the class teacher on a range of suitable educational activities, 
advised and assisted by the Support Teacher, the SENCO, and external agencies as 
designated by the Head; 

§ support the child as required to enable him to function to the best of his /her ability and as 
naturally as possible in class and school routines; 

§ to help the child to form positive relationships with pupils and staff; 
§ help with adjustment to and acceptance of the required patterns of behaviour and to fit in 

as naturally as possible to class and school routines; 
§ Supervise, when necessary, self-help skills (toilet, dressing, eating etc.); 
§ Supervise the child, when required, at break or lunch times.  This is most likely to be 

necessary at 'wet playtimes'; 
§ carry out such duties as may be required by the class/support teacher or the Head; 
§ encourage the independence and socialising of the child by becoming involved in other 

activities with other children whilst observing from a distance; 
§ supporting the class teacher as required in order that this teacher may work with the child 

for short periods; 
§ Attend courses which will support and enhance their role within the school. 

 
LSA’s assigned to a group or class of children: - will work with the direction of the class 
teacher in consultation with the SENCO and Head teacher. 

 
 

THE GOVERNING BODY 
 

The Governing Body should, in cooperation with the Head teacher: 
 

§ determine the school’s general policy and approach to children with SEN; 
§ appoint a committee to take a particular interest in and closely monitor the school’s work 

on behalf of children with SEN; 
§ do their best to secure that the necessary provision is made for any pupil who has SEN; 
§ ensure that, where the 'responsible person' - the head teacher or appropriate governor/s 

has been informed by the LEA that a pupil has SEN, these needs are made known to all 
who are likely to teach him or her; 

§ ensure that teachers in the school are aware of the importance of identifying, and 
providing for, those pupils who have SEN; 

§ consult the LEA; as appropriate, the Funding Authority and the governing bodies of other 
schools, when it seems to them necessary or desirable in the interests of the coordinated 
special educational provision in the area as a whole; 

§ ensure that the pupil joins in the activities of the school together with pupils who do not 
have SEN, so far as is reasonably practical and compatible with the pupil receiving the 
necessary special educational provision, the efficient education of other children in the 
school and the efficient use of resources; 

§ have regard to the Code of Practice when carrying out their duties toward all pupils with 
SEN; 

§ report annually to parents on the school's policy for pupils with SEN. 
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THE ROLE OF THE SEN GOVERNORS 
 

The SEN Governors should: 
 

1. Approve General Policy and SIP including: 
 

§ procedures for informing SEN pupils' parents; 
§ timetables for children progressing through the system; 
§ monitoring SEN provision. 

 
2. Contribute to the SIP in consultation with the Head. 

 
3. Support the SENCO and Head, when necessary, in attaining provision from a reluctant LA 

in specific cases and/or for specific areas of provision e.g. speech therapy. 
 

4. Adopt a Political Role - i.e. with LA, Welsh Office or other Governing Bodies in the 
interests of SEN provision generally. 

 
5. Evaluate the Service Level Agreement (SLA) and make a recommendation to the 

Governing Body. 
 

6. To monitor and evaluate the provision of SEN services in the school. 
 

7. Special Needs Governor should report regularly to the Governing Body. 
 
The Annual Report to Parents must include: 
 

§ the progress/success of the SEN policy; 
§ significant changes in the policy; 
§ any consultation with the LA, funding Authority or other schools; 
§ resource allocation to SEN pupils over the year; 
§ the Governing Body should ensure that SEN designated funds are used for that purpose. 

 
EXTERNAL AGENCIES  
 

Under the Service Level Agreement the school is entitled to support from: 
§ Direct Service Unit (Special Needs). 
§ Access to Learning Services. 
§ Educational Psychology Service. 
§ Educational Development Service (EDS). 

 
INVOLVEMENT OF THE CHILD 
 

Teachers will be encouraged to obtain the views of the children whenever possible.  This may 
involve talking to the child informally about their perception of their needs and how they think 
they could contribute to the learning process.  If it is thought to be appropriate the child may 
be involved in the review through discussion of their work and observations of their progress 
and/or difficulties. 
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PARTNERSHIP WITH PARENTS 
 

The staff recognise: 
 
§ that children's learning and progress is enhanced by significant parental involvement at all 

stages; 
§ the parents' rights and associated responsibilities.  Under the Children's Act, parental 

responsibility covers all the duties, rights, powers, responsibilities which parents have with 
respect to their children and their property; 

§ the need to listen to the concerns of parents.  Class teachers are available on most days 
to discuss concerns and, where necessary, the Head Teacher will meet parents; 

§ the need to inform parents of difficulties or concerns regarding their child.  This may be an 
informal invitation or by letter or telephone.  The latter is the most likely course in the case 
of behavioural or discipline problems; 

§ the need to hold Parents' Evenings on general and specific issues; 
§ the need for parental support in homework activities (see Homework Policy); 
§ the need to inform parents of organisations which can provide advice and counseling; 
§ the need to make parents feel at ease in meetings e.g. Review Meetings; 
§ the importance of involving parents in all Reviews, explaining assessment and 

statementing procedures and clarifying reports which are issued by some external 
agencies.  The Head Teacher or SENCO will take responsibility for this; 

§ the need to advise parents of ways in which they can support their children at home. 
 
IDENTIFICATION AND ASSESSMENT ARRANGEMENTS 
 

The school follows the graduated response procedures as stated in the Code of Practice and 
County Guidelines i.e. school action and school action plus.  Assessment and Recording form 
an integral part of the teaching and learning process at Pennard Primary School. (See 
Assessment, Recording and Reporting Policy). The school acknowledges the importance of 
early identification, assessment and provision for any child who may have SEN. 

 
Initial identification procedures: 
§ by teacher's observations which may be informal e.g. diary notes or formal, observation 

record sheets; 
§ through discussion with parents, other teachers, non-teaching assistants, other agencies 

or the child and may be supported by evidence in the form of diary notes; 
§ comparison with the progress of other children in the class, group, peer group; 
§ referring to base line assessment where this has been carried out; 
§ review of tasks or work supported by annotated work or notes on the task; 
§ through the school's assessment procedures as outlined in the Assessment, Recording 

and Reporting Policy; 
§ review of records - class records, school records; 
§ Screening – End of Key stage levels of attainment, National Tests in Reading and 

Numeracy, County audit, school assessment records, Schonel reading/spelling tests, 
Baseline Assessments, Bury Test; 

§ records received from other schools. 
 

Responsibility for identification: 
§ class teachers initially; 
§ support teacher/SENCO when necessary, carrying out diagnostic assessment; 
§ external support services when appropriate. 
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SUMMARY OF THE GRADUATED RESPONSE 
 

When a child has been identified as having SEN they may be included in either the school 
action or the school action plus file.  The lists are kept in a main file which will also contain 
copies of relevant correspondence, copies of referrals and reports from outside agencies. 
 
School Action 

 
§ class teacher in consultation with parents concludes that a child needs extra support; 
§ Head teacher informed; 
§ help of SENCO  
§ IEP put in place; 
§ information collected about child and details of targets of extra help recorded; 
§ review termly; 
§ after reviewing the child’s progress it may be appropriate to call in the help of outside 

agencies e.g. behaviour support, education psychologist, speech therapist, speech and 
language team. 

 
Child progresses to – 
 
School Action Plus 

 
§ school consults/informs parents first; 
§ referral made to Access to relevant outside agency  
§ advice from outside agencies given and must be implemented by class teacher, support 

teacher and LSA’s and included in child’s IEP. 
 
If child deemed to need assessment for a statement – 
 
§ Head teacher informed by SENCO; 
§ parents consulted by class teacher and SENCO; 
§ evidence gathered to include IEP’s and samples of child’s work, any relevant 

correspondence i.e. from therapists, outside agencies, attainment in tests and levels in 
core subjects; 

§ authority must decide within six weeks whether to carry out assessments; 
§ statement issued up to 26 weeks after assessment request is made; 
§ statement child’s information kept in separate main file; 
§ teaching and learning must follow statement requirements. 

 
 
ADMISSION ARRANGEMENTS, ACCESS AND INCLUSION 
 
I.  § The admissions policy is formulated by the LA in annual consultation with schools. 

This policy is then delegated to the schools who must implement that policy and the 
Head Teacher and Governing Body have specific roles in that process. 

§ The preferred placement-scheme does not apply to pupils for whom the LEA holds a 
statement of SEN, although the rights of the parents to be involved in the placement of 
their child are protected by the law. 

§ Although parents can express a preference during the statement process, in drawing 
up the statement it is the LA who decides where the child is placed, through the 
mechanism of the SEN panel. If parents disagree they have the right to appeal under 
the 1993 Education Act.  Where there is agreement between the parents and the LA, 
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admission arrangements are usually made between the receiving school and the 
parents. At that meeting, practical details are sorted out about the child's entry into the 
school.  

II. In the case of Pennard Primary School: 
 

§ The school is accessible to children in wheelchairs from the main entrance and the 
playground. 

§ There are toilets which can be accessed by wheel chairs situated at the swimming pool.  
Showers are also available here. 

§ There is a medical room where treatment/changing could be undertaken. 
 
III. Inclusion will be our aim at all times, for all our children, regardless of their ability - 

mental or physical. 
 

It is recognised that most children with SEN will be educated in mainstream classes alongside 
their peers and have a right to the full range of curriculum opportunities, including extra-
curricular, as well as National Curriculum activities.  To this end every effort will be made to 
provide work appropriate to the child, whether they are in need of learning support or display 
gifted qualities (see More Able Policy). 
 
§ Each child will have their strengths and weaknesses assessed in order to establish their 

learning priorities, with short-term achievable targets. 
§ They may be withdrawn for specified periods in order to receive their stated provision. 
§ There will be collaboration between child / class teacher / support staff/ external agencies 

in order to devise, prepare and deliver the appropriate curriculum. 
§ Teaching styles will be adapted to the child's needs. 
§ Record keeping will be designed to record small steps of progress. 
§ Planning will be working towards success. 
 
In the case of transfer of Year 6 children to their Comprehensive schools, the school makes 
every effort to ensure a smooth transfer through visits by the children to that school and visits 
from appropriate staff to our school.  Bishopston Comprehensive has a good relationship with 
its feeder schools and organizes sporting activities, plays, etc. to which our children are 
invited.  The SENCO from Bishopston Comprehensive School is invited to the Year 5 and 6 
annual review of children with a statement in preparation for their transfer to comprehensive.  
A more detailed review is required by the end of Summer Term in Year 5 so that a place can 
be allocated by end of Year 6 at the school recommended at the Year 5 review. 

 
TEACHING STRATEGIES 
 

In planning for differentiation the teachers will employ a range of strategies to meet the needs 
of all the children: 
 
§ seating arrangements and classroom organisation; 
§ initial class teaching; 
§ group work - giving consideration to group size and structure; 
§ paired work; 
§ the support to be given in individualized work; 
§ the adaptation of tasks; 
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§ differentiation by outcome - design of tasks which are open-ended and allow the child to 
develop at their own level; 

§ encouragement of independence in areas of greater ability/confidence; 
§ reinforcement and revision of skills, including transfer of these skills across the curriculum; 
§ use of Information Technology; 
§ availability of suitable resources - this may involve subject coordinators; 
§ readability of materials etc.; 
§ extension and enrichment work where appropriate; 
§ the links between the support teacher's work and class work; 
§ the ways in which the support teacher can assist in the classroom; 

 
MONITORING AND ASSESSING PROGRESS 
(See Assessment, Recording and Reporting Policy) 
 
It is the duty of the child's teacher/s to monitor and record the progress of the child through: 

 
§ informal notes; 
§ pieces of work selected from specific children to reflect the different levels within the class; 
§ Examples of the child's work is also kept in their portfolio; 
§ class testing; 
§ End of Key Stage assessments, National Tests, 
§ reading records - should detail teaching points made during the reading session; areas of 

need; suggestions for support reading at home; 
§ the level of support being offered by the parents and its success; 
§ discussions with the child and parents; 
§ monitoring tests for all children on school action and school action plus, usually towards 

the end of the year, conducted by the class teacher to show progress in reading, 
comprehension, spelling and maths as appropriate to the child 

§ the results of the County survey in October. 
 
 

COMPLAINTS' PROCEDURE 
 

If a parent wishes to make a complaint about the SEN provision for their child they may: 
 
§ complain to the class teacher, Head teacher or SENCO or SEN govenor; 
§ they will be told of a specific response time to enable staff to investigate the complaint; 
§ the complaint and response should be registered in the school SEN file and dated; 
§ an appointment should be made to discuss the findings; 
§ a brief report should be made of the outcome of that meeting (signed and dated by both 

parties); 
§ a copy of this decision should be placed in the child's documentation in the school SEN 

file; 
§ if there is still dissatisfaction with the internal process, they should follow the Authority's 

complaints' procedure (details are held by the school); 
§ complaints which concern a statement child should be addressed to the LA; 
§ parents should be made aware of the SEN Tribunal, set up by the 1993 Education Act 

(see DFE Booklet, 'Special Needs Tribunal). 
 
 
 
 



Dream, Believe, Achieve Together   Breuddwydio, Credu, Cyflawni Gyda’n Gilydd  
10                   November 2017 

CRITERIA FOR EVALUATING THE SUCCESS OF THE SEN POLICY 
 

Considerations: 
 
§ pupils' learning and achievements; 
§ pupil's progress and methods of measuring that progress; 
§ communication with and participation and support of parents; 
§ an audit of SEN funding and expenses; 
§ effectiveness of funding and resources; 
§ effectiveness in systems for identifying and assessing pupils; 
§ effectiveness of daily/weekly record keeping of children on the SEN list; 
§ effectiveness of assessment procedures in providing the required information for creating 

programmes of work; 
§ effectiveness of the provision; 
§ use of external agencies - are we making full use of them? how satisfied are we with the 

level of support given? 
§ effectiveness of the review procedures in providing information for future planning. 

 
Equality Impact Assessment  
 
Under the Equality Act 2010 we have a duty not to discriminate against people on the basis of 
their age, disability, gender, gender identity, pregnancy or maternity, race, religion or belief and 
sexual orientation.  
 
This policy has been equality impact assessed and we believe that it is in line with the Equality 
Act 2010 as it is fair, it does not prioritise or disadvantage any pupil and it helps to promote 
equality at this school. 

Review  

This policy was updated in November 2017 and will be reviewed annually  
 
Next Review Date:  
 
November 2018 

 
Kerina Hanson (Headteacher)   Signature:    Kerina Hanson 
 
 
Eleanor Treen (Chair of Governor’s)  Signature: Eleanor Treen 
 

ABBREVIATIONS  
SEN Special Educational Needs 
LEA Local Education Authority 

EPFAS Education and Psychological Assessment Services 
SENCO Special Educational Needs Coordinator 

IEP Individual Education Plan 
ADDS Additional Directed Duties 
INSET In Service Training 
NFER National Foundation for Educational Research 


