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This policy should be used in conjunction with all other Ashfield policies. It should also be seen 
as part of the Disability Equality Scheme to reflect the school’s identification of barriers to 
learning and participation and appropriate provision for pupils’ diverse needs. 

 
1. Definitions 
 
The following abbreviations are used throughout this policy: 
 
SEN – Special Educational Needs 
 
SEND – Special Educational Needs & Disabilities 
 
SENCO – Special Educational Needs Co-ordinator 
 
INCo – Inclusion Co-ordinator 
 
TA – Teaching Assistant 
 
EP – Educational Psychologist 
 
SaLT – Speech & Language Therapist 
 
LA – Local Authority 
 
SpLD – Specific Learning Difficulties 
 
SA – School Action 
 
SA+ – School Action Plus 
 
IEP – Individual Education Plan 
 
SMART – Small, Measurable, Attainable, Relevant, Time-related targets 
 
EHC Plan – Education Health Care Plan 
 
SIP – School Improvement Plan 
 
N.B: The SENCo role falls within the role of INCo. The terms SENCo and INCo are used 
interchangeably within this policy to reflect where SEN falls within the wider scope of 
Inclusion. There is one appointed person who is responsible for SEN and Inclusion and is thus 
acting as both SENCo and INCo.  
 

Ashfield Junior School 
Special Educational Needs (SEN) Policy 

Update June 2014 
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The statutory definition of Special Educational Needs is: 
“A child or young person has SEN if they have a learning difficulty or disability which calls for 
special educational provision to be made for them. A child of compulsory school age or a young 
person has a learning difficulty or disability if they:  

(a) have a significantly greater difficulty in learning than the majority of others of the 
same age; or  

(b) have a disability which prevents or hinders them from making use of educational 
facilities of a kind generally provided for others of the same age in mainstream schools 
or mainstream post-16 institutions. 

A child under compulsory school age has special educational needs if they fall within the 
definition at (a) or (b) above or would so do if special educational provision was not made for 
them (Clause 20 Children and Families Bill).  
 

This is a broad definition covering children and young people from 0- 25 years of age. Where a 
child or young person has a disability or health condition which requires special educational 
provision to be made, they will be covered by the SEN definition.” (Code of Practice 2014 1:8) 
 
 

Children with SEND should be recognised as individuals who have strengths and weaknesses 
that can be supported. 
 

Children may have SEN if they: 

 Have a significantly greater difficulty in learning than the majority of children of the 
same age; or 

 Have a disability which either prevents or hinders them from making use of educational 
facilities of a kind generally provided for children of the same age in schools within the 
areas of the Local Authority. 

 Are under compulsory school age and fall within the definition of the two criteria above 
or would do so if special educational provision was not made for them. 

 
Children must not be regarded as having a learning difficulty solely because the language or 
form of language of their home is different from the language in which they will be taught. 
 

Special Educational Provision means: 
“Special educational provision is educational provision that is additional to or different from that 
made generally for others of the same age. This means provision that goes beyond the 
differentiated approaches and learning arrangements normally provided as part of high quality, 
personalised teaching. It may take the form of additional support from within the setting or 
require the involvement of specialist staff or support services.” (Code of Practice 2014 6:2) 

At Ashfield Junior School, we consider children to have SEN if a child’s needs cannot be met 
within the class teacher’s differentiated planning as they require individual, targeted support 
to access the Curriculum or behavioural needs which require specific intervention. 
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According to the Code of Practice 2014, Special Educational Needs and provision can be 
considered as falling under four broad areas.  

1. Communication and interaction  
2. Cognition and learning  
3. Social, mental and emotional health  
4. Sensory and/or physical  
 

“Many children and young people have difficulties that fit clearly into one of these areas; some 
have needs that span two or more areas; for others the precise nature of their need may not be 
clear at the outset. It is therefore important to carry out a detailed individual assessment of each 
child or young person and their situation at the earliest opportunity to make an accurate 
assessment of their needs.” (Code of Practice 2014 6:3) 

 

2. Aims 
 
The aims of SEND within Ashfield Junior School are: 

 To identify, at the earliest opportunity, all children who need special consideration to 
support their physical, sensory, social, mental, emotional, communication, interaction or 
cognitive development. 

 To ensure that these children are given appropriate support to allow each child access to 
the National Curriculum based on the assessment of their needs. 

 To ensure an inclusive approach for children with SEND by ensuring children are fully 
included in all activities of the school in order to provide them with a broad and 
balanced Curriculum. 

 To work in partnership with parents/carers and other relevant parties, accept and value 
their contribution and involve them fully in decisions made about their children’s 
education. 

 To liaise with outside agencies and other schools to ensure effective and cohesive 
support. 

 To listen to the voice of the pupil and parent/carer and to involve pupils with SEND in 
the review process.  

 

3. Admission and Liaison with Other Schools 
 

Admission arrangements are in accordance with the current Hertfordshire County Council 
Admission Policy. 

 

Links with Other Schools:  

 Prior to a child attending Ashfield all relevant SEND information is sought. 

 When a child leaves Ashfield all of his/her SEND records are transferred to the receiving 
school. 

 We will ensure that all transfers between schools are planned, monitored and supported 
to ensure successful outcomes for the children. 

 Annual reviews of Statements / EHC Plans for Year 6 children will involve inviting a 
representative from the receiving school. Where a child is on the SEN Register but does 
not have a Statement of SEN / EHC Plan, the SENCo from the appropriate Secondary 
School may be invited to a meeting to discuss the child’s needs. 
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4. Teaching and Learning 
 

The Code of Practice 2014 clearly sets out expectations for the teaching and learning of children 
with SEND. 

“Teachers are responsible and accountable for the progress and development of the pupils in 
their class, even where pupils access support from teaching assistants or specialist staff. Where 
a pupil is not making adequate progress, teachers and SENCOs and parents should collaborate 
on problem-solving, planning support and teaching strategies for individual pupils.”  
(Code of Practice 2014 6:5)  
 

At Ashfield Junior School, we follow the National Curriculum and, in teaching and learning of 
children with SEND, we recognise: 

 High quality teaching for all pupils but differentiated for individual pupils 

 The importance of a  broad and balanced Curriculum, offered to all pupils 

 That children with SEN are set realistic targets whilst maintaining high expectations 

 The importance of regularly and carefully reviewing the quality of teaching for pupils at 
risk of underachievement 

 The regular assessment of children with SEND to ensure that they are making progress 
and that the support in place is appropriate 

 

The Code of Practice 2014 describes the National Curriculum requirements as: 
 
“Teachers should set high expectations for every pupil and aim to teach them the full curriculum, 
whatever their prior attainment. Teachers should use appropriate assessment to set targets 
which are deliberately ambitious. Lessons should be planned to address potential areas of 
difficulty and to ensure that there are no barriers to every pupil achieving. In many cases, such 
planning will mean that these pupils will be able to study the full national curriculum. Potential 
areas of difficulty should be identified and addressed at the outset of work.” (Code of Practice 
2014 6:5) 
 
The School’s Teaching & Learning Policy provides greater detail regarding SEN. 

 

 

5. Identification & Assessment  
 

Identification 
The identification of SEN is built into the school’s overall approach to monitoring the progress 
and development of all pupils. This is done, at least termly, through Pupil Progress Meetings 
and involves class teachers, SENCO and the Head Teacher. These meetings identify where pupils 
are falling behind or making inadequate progress and involve discussion regarding next steps 
for these pupils. 

Pupil Progress Meetings involve the use of SIMS Assessment Manager 7 to interpret data for all 
pupils within the school as well as other assessments made in school or from outside agencies. 
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Monitoring of progress with regard to attainment includes some of the following mechanisms: 

 Scrutiny of Value Added Data 

 Progress in relation to National Curriculum Targets 

 Statutory and non-statutory test results 

 Reading/spelling assessments 

 Literacy and numeracy strategy targets 

 Assessment in relation to ‘P’ Scales 

 Specialist assessment tests 

 Teacher assessments 

 Progress in relation to IEP targets 

 Views of parents and pupils 

 Assessment in relation to end of unit level descriptors 
 

Monitoring of progress with regard to personal and social development can include: 

 Pastoral Support Plans 

 Individual Behaviour Plans 

 Hertfordshire Behaviour Questionnaire 

 Views of parents/carers and pupils 

 Behaviour log / incident forms 
 

The above mechanisms support us in recognising when children are not making adequate 
progress so that strategies can be implemented.   
 
Adequate progress, as defined in the Code of Practice 2014 6:5, can include progress which:  

•    is similar to that of peers starting from the same baseline 
•    matches or betters the child’s previous rate of progress 
•    closes the attainment gap between the child and their peers 
•    prevents the attainment gap growing wider 

 

“Where pupils continue to make inadequate progress, despite high-quality teaching targeted at 
their areas of weakness, the class teacher, working with the SENCO, should assess whether the 
child has a significant learning difficulty. Where this is the case, then there should be agreement 
about the SEN support that is required to support the child.” (Code of Practice 2014 6:5) 
 
Assessment 
Discussion, initiated by the class teacher, will take place with the SENCo and parents/carers if a 
child does not appear to be working within the definitions of adequate progress (see above). At 
this point assessments will be carried out to determine the specific area/s of difficulty so that 
appropriate teaching strategies/resources can be considered.  
 
Ashfield Junior School regularly use the following published assessments when identifying areas 
of difficulty (this is not an exhaustive list): 

 Neale Reading Analysis 

 Parkside Specific Learning Difficulties Base Screener 

 PM Benchmark Kit 

 Sandwell Early Numeracy Test for KS1 and KS2-KS3 

 Cognitive Abilities Test 3 

 Working Memory Rating Scale 
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All assessments are considered in conjunction with discussion involving all pupils working with 
the child, as well as the child’s own views and the views/concerns of their parents/carers. 

 
 

6. Graduated Approach & Provision for Pupils with SEN  
 
The Code of Practice 2014 describes a ‘Graduated Response’ to supporting pupils with SEN, 
which describes four types of action forming part of a cycle. 
 

Assess  Plan   Do   Review 
 

Assess:  
Results of assessments are shared with parents/carers and regularly reviewed as part of the 
review process. Where outside professionals are involved with the child, their input is sought 
and considered at this stage. Where professionals are not already working with school, the 
SENCO considers which professionals would be relevant to support the child’s needs and 
discusses this with parents/carers before making any referrals.   

Plan: 
Once the assessments, described in the previous section, are completed, a flow chart will be 
used to discuss the child’s needs and to help ascertain whether the child needs to be placed on 
the SEN Register (see Appendix A). Where it is decided to place a child on the SEN Register, the 
parents must be notified. If Parents/Carers do not acknowledge/attend invited meetings, the 
school will continue to place the child on the SEN Register. 
 
Class teachers agree, in consultation with the SENCO, as to suitable interventions and support 
for individual pupils. This is usually discussed in Pupil Progress Meetings where provision for all 
children is considered. 
 
The outcomes of the Pupil Progress Meetings are as follows: 

 The INCo is responsible for producing the Class Provision Map based on discussion during the 
meeting (see Appendix B for a blank Class Provision Map and Appendix C for an example of a 
completed Class Provision Map). 

 The INCo timetables the intervention programmes, deploying TAs as appropriate and 
distributes planning proformas (see Appendix D), registers (see Appendix E) and formative 
assessment sheets (see Appendix F) to TAs/Teachers responsible for overseeing Intervention 
programmes. 

 It is the responsibility of the class teacher to support and liaise with TAs regarding 
interventions and to ensure that the support in the classroom reflects the support provided 
in interventions. E.g. where a child uses specific equipment to support their sentence 
structure in an intervention, this should be carried through to writing activities in the 
classroom.  

 Where TAs are timetabled for ‘in class provision,’ class teachers are responsible for 
managing TAs whilst reflecting children’s needs as identified on the provision map. 

 Intervention programmes are evaluated at the end of each term by the INCo in conjunction 
with the class teacher and TAs to ensure that children have made progress. 

 The provision mapping procedure follows a termly cycle (see Appendix G). 
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Individual Education Plans 
For some children with more complex/specific needs, an Individual Education Plan (IEP) may be 
written which is used in conjunction with the Class Provision Map. An IEP is sometimes written 
when outside agencies are working with a child, in order to ensure specific targets are included 
and planned for. The SENCO is responsible for overseeing IEPs and for deciding whether an IEP 
is necessary for a particular child. The class teacher is responsible for writing and reviewing the 
IEP and overseeing the support for the child.  
 
Process for writing an IEP: 

 An IEP containing SMART targets (see Appendices J & K) is written by the class teacher 
and agreed by the INCo which reflects external advice for the child.  

 IEPs will contain short term targets for the child, teaching strategies to be used, 
provisions in place, review date and success/exit criteria. These provisions may also be 
reflected within the Class Provision Map. 

 Main provision is in class but with individual or small group support by TA or outside 
agencies in class and/or in withdrawn sessions. 

 The IEP is reviewed termly with the class teacher, child and Parents/Carers and INCo (to 
be involved if necessary). Review of Progress Meetings to be initiated by class teacher 
via a letter (see Appendix I) and are to be held at the beginning of the Spring & Summer 
terms. The IEP review must be signed by the child, parent/carer and class teacher and 
the new IEP must indicate how the child and parent/carer will support these targets. 
 

All teachers and support staff who work with the child should are made aware of their needs, 
the support provided and any teaching strategies or approaches that are required. This is 
detailed on the Class Provision Map and also within the IEP, if the child has an IEP in place. 

Do: 
The emphasis in the Code of Practice 2014 is very much for the class teacher to be responsible 
for the child’s needs on a daily basis. 
 

“The class or subject teacher should remain responsible for working with the child on a daily 
basis. Where the interventions involve group or one-to-one teaching away from the main class 
or subject teacher, they should still retain responsibility for the pupil, working closely with any 
teaching assistants or specialist staff involved” (Code of Practice 2014 6:5) 
 
TAs keep detailed notes regarding interventions, as well as registers, in the Green Files which 
are kept in each year group. 

Review: 
The effectiveness of interventions is reviewed within the agreed timescale and the impact on 
the child’s progress is considered carefully. New interventions/support for individual children is 
considered in light of the impact of these evaluations and is discussed with the child as well as 
their parents/carers during SEN Review Meetings. 
 

Sharing information with parents/carers during SEN Review Meetings: 

 Progress of children on the SEN Register will be shared with the child and with the 
parents/carers of the child during a short meeting at the beginning of the Spring & 
Summer Terms. Parents will be invited via a letter from class teachers to attend a 
‘review of progress meeting’ (see Appendix H). The child’s end of year school report 
written In July will inform parents/carers of overall progress during the year and the 
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Parents Consultation Evening in October is an opportunity for parents/carers to be 
informed of the provisions in place for their child during the Autumn term. The INCo will 
meet with parents/carers of children with an IEP at the beginning of the Autumn Term.  

 Class Provision Maps will not be shared with parents/carers due to the nature of their 
confidential information. However, a ‘Record of Communication’ sheet will be 
completed in relation to the evaluation of the intervention programmes and this will 
form the basis for the conversation during the meeting. This sheet will be signed by the 
child, parent/carer and the class teacher (see Appendix I). 

 Where an IEP has been written for a child, the meeting will involve reviewing current IEP 
targets and discussing new targets contained on the new IEP – this is a process which 
involves the child and their parents/carers. It is good practise to send a copy of the IEP 
and/or review home, prior to the meeting, so that the parent/carer has an opportunity 
to read these documents before the review meeting. 

 
6.1 The Local Offer 
 

The Local Authority publishes a local offer, setting out in one place information about provision 
they expect to be available for children and young people in this area who have SEN, including 
those who do not have EHC plans.  
 

The local offer has two key purposes:  
•  To provide clear, comprehensive and accessible information about the provision 

available; and  
•  To make provision more responsive to local needs and aspirations by directly involving 

children and young people with SEN, parents and carers, and service providers in its 
development and review. 

Ashfield Junior School has also produced its School Local Offer, detailing the range of provision 
available for children with SEN/D. Please see separate policy: School Local Offer.  

 
6.2 Involving Outside Agencies 
 
Outside agencies working to support pupils with SEN at Ashfield School include the following 
(this is not an exhaustive list): 

 Speech & Language Therapy 

 Occupational Therapy 

 Physiotherapy 

 Educational Psychology Service 

 School Nurse 

 Child and Adolescent Mental Health Service (CAMHS) 

 Parkside Specific Learning Difficulties Base (SpLD Base) 

 Chessbrook Education Support Centre 

 Colnbrook Moderate Learning Difficulties Outreach Support 

 Advisory Teachers (e.g. Communciation Disorders Advisory Teacher and Physical & 
Neurological Advisory Teacher 
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Outside professionals may already be identified from health or social services and it is good 
practice for these to liaise with the school but this involvement does not automatically mean 
that the child should be on the SEN Register.   
 

 

6.3 Assessments for Education & Health Care Plans (EHC Plans) 
 
Education Health Care Plans are put in place for pupils with long term, significant needs, 
including educational and health care needs. A request is made to the LA to make a detailed 
assessment of the child’s educational and health needs and the type of provision that might be 
required to ensure that the needs of the child are met. The request can come from the school 
or parents/carers.  
 
Parents/carers, the child and the school are supported by facilitators to articulate their 
aspirations for their child’s future and to develop Person Centred Outcomes that will lead to 
those aspirations being met. A personal budget may be available and devolved to 
parents/carers to make additional provision, above what is already available for the child. 
 

7. Funding Arrangements for SEN 
 

The school receives an annual ‘Predictable Needs’ SEN budget which the Head teacher is 
responsible for managing. This budget is allocated from the LA and is based on a specific formula 
as set out in the LA’s guidance for Mainstream SEN Funding.  

 
Need Definition 

Predictable Needs A child who has needs which can be effectively met by using the 
school’s resources and accessing resources from the LA such as E.P 
visits or advisory teachers. Funding for these children comes from 
the school’s Predictable Needs SEN Funding. 

 

Exceptional Needs A child who has such specific needs that they cannot be solely met 
through the school’s resources or accessing outside resources. These 
children sometimes only require funding for a fixed amount of time 
and the school applies to the LA for Exceptional Needs Funding. 

 
Funding for Children with Predictable Needs 
Funding for these children is to be allocated by the school from the Predictable Needs SEN 
budget. This is managed by the Head teacher and SENCo and takes into account the different 
needs of children on the SEN Register when allocating funding. The allocated funding is 
reviewed regularly to ensure that it best meets the needs of the children on the SEN Register, 
throughout the academic year. 
 

Funding for Children with Exceptional Needs 
For any child on the SEN Register, the school may consider a child to have Exceptional Needs at any 
specific time. If this is the case, the SENCo, in conjunction with the Head teacher, will look closely at 
the child’s needs to ascertain whether their needs are indeed ‘exceptional.’ The school uses the 
criteria from the LA to make judgements under specific headings and completes a proforma as 
provided by the LA (see Appendix L). If the child appears to meet the criteria for Exceptional Needs, 
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then the INCo and/or Head teacher puts forward the case at the next Exceptional Needs Cluster 
Meeting which is held termly in the first half of each term. This cluster group consists of 
representatives from local schools within the Cluster Group as well as an Educational Psychologist 
and a representative from the LA SEN Team.  
 

The group judges whether the child is deemed to have an Exceptional Needs and if so, the case is 
forwarded to a District Panel meeting, made up of the following representatives: 
 

 Senior SEN Manager  

 School Effectiveness Adviser and SEN Adviser 

 Senior EPS representative 

 Senior Support Service/Outreach representative 

 Parent Partnership representative 

 Cluster representative from each of the clusters in the district 

 District Head teacher 
 
The Panel group meets in the second half of each term and their decision is final with regard to 
whether a child may have exceptional needs or not. The Panel provides written feedback to the 
School regarding the application. If the application is deemed acceptable, the school receives 
additional funding for the named child under the heading of Exceptional Needs Funding. This 
money is ‘ring fenced’ for the named child and is only awarded for a fixed amount of time e.g. 2 
terms. If the application is rejected, the school can still make a further application for the same 
child in the following term.  
 
If the school considers that they have no requests for Exceptional Needs Funding, the SENCo 
and/or Head teacher will still attend the Cluster Group Meetings in order to make judgements on 
applications made by other schools. 

 
 

8. Roles and Responsibilities 
 

It is the responsibility of the whole school to make provisions for pupils with SEN. 
 

Governing Body 
Ashfield Junior School’s Governing Body has appointed a member with a specific brief for SEN.  
The Governing Body ensures that necessary provision is made for any pupils with SEN.  The 
Governing Body reports to parents/carers annually on the implementation of the school’s policy 
for pupils with SEN.  School Governors have a responsibility to ensure that all teachers are made 
aware of the importance of identifying children with SEN, and also of making suitable provision 
for such children and to support the schools endeavours in this respect. 
 

Head Teacher 
The Head Teacher has responsibility for managing the budget for provision for children with 
SEN. She will keep the Governing Body fully informed and work closely with the SENCo and the 
SEN Governor. 
 
INCo/SENCo 
The SENCo, in conjunction with the Head Teacher and the SEN Governor, manages day to day 
issues regarding SEN as well as leading areas of development. 
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The key responsibilities of the SENCo include:- 

 Overseeing the day-to-day operation of the schools SEN policy 

 Overseeing provision for children with special educational needs 

 Liaising with and advising fellow teachers and teaching assistants 

 Overseeing the records of all children with special educational needs 

 Liaising with parents/carers of children with special educational needs 

 Maintaining the SEN/Inclusion Register, ensuring it is updated termly. 

 Creating termly Class Provision Maps as a result of Pupil Progress Meetings. 

 Contributing to the in-service training of staff 

 Liaising with external agencies including the LA’s support and educational psychology 
services, health and social services and voluntary bodies 

 Ensuring that appropriate IEPs are in place for children, where necessary 

 Assessing children either in class or in small groups outside the class. 
 

 
 
Class Teachers 
All teachers make provisions for pupils with special educational needs.  The class teacher is 
primarily responsible for teaching those in his/her class with SEN and for differentiating the 
Curriculum accordingly. They write IEPs for children, where necessary. 
All class teachers have an Inclusion File which contains all the information for any SEN pupils in 
their class. 
 
Teaching Assistants 
The Teaching Assistants liaise closely with the class teacher and SENCo to implement the IEPs. 
They ensure that records within the ‘Green File’ are maintained in order to provide ongoing 
records to monitor children’s progression. 
 

Partnership with Parents/Carers 
The school encourages parents/carers to play a positive and active role in the education of their 
child through the development of mutual respect and partnership with the school. 
 
Parents/carers are consulted and informed at every stage of their child’s progress, through 
discussion with the class teacher and/or SENCo. Their views, knowledge and experience are 
sought, welcomed and valued when assessing, making decisions and reviewing the progress of 
their child.  If a parent/carer raises a concern, the class teacher will collect and assess any 
evidence and discuss the situation with the parent/carer. The SENCo will be informed and, if 
appropriate, the child will be monitored and assessed closely. If, after assessing and monitoring 
impact of provision, the child’s needs continue to be cause for concern, the decision may be 
made, in conjunction with the parent/carer to place the child’s name on the SEN register. 
Provision and interventions for the child will be documented within the Class Provision Map. 
 
Parents/carers have access to information, advice and support during assessment and any 
related decision-making process about special educational needs provision.  They also have 
access to the Parent Partnership Service.  
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Pupils 
Pupils are involved in reviewing their progress in relation to their targets and agreeing and 
implementing strategies.  

 
 

9. Facilities and Resources 
 

The school has access to the following facilities and resources: 

 All members of staff share their knowledge, experience and expertise. 

 SENCo has regular meetings with SEN Governor. 

 Access to appropriate courses/training.  Training and development needs are identified 
through the School’s Improvement Plan and through the staff and TA Appraisal process. 

 Annual dedicated budget for SEN resources which is monitored by the SENCo. 

 Specialist resources are available in the Little Room in the SEN cupboards. 

 Specialist assessment resources are available for use by the SENCo and those trained to 
deliver them and are kept on the SENCo shelf in the Head Teacher’s Office.  

 Specialist reports and advisory documents are available on the SENCo shelf in the Head 
Teacher’s Office. 

 Access to Specialist advisory teachers, Educational Psychologists, Parent Partnership 
Services, Educational Support Bases (ESCs) etc. through the SENCo. 

 TA resources wallets for English and Maths contain resources to be used with small 
groups or 1:1 are kept by each TA. All resources provided by the SENCo to be used by 
TAs will be kept in the resource wallets. 

 General resources available in all of the classrooms and are for use by all. 

 ICT Software – Clicker 6 & Nessie Fingers on the computer network. 

 
The Head Teacher, SENCo, Class teachers and TAs all have a joint responsibility for monitoring 
and assessing children on the SEN Register. 
SEN assessment records are maintained within class teacher’s Inclusion Files, Green Assessment 
files and within the SENCo files. 
 

Inclusion Files contain: 

 A section for each child on the SEN Register 

 IEPs and Reviews and any necessary ongoing additional targets. 

 Copies of advice and reports from external agencies 

 Any additional assessment records 

 Labelled sections relating to other areas of Inclusion 
 

Class teachers are responsible for maintaining the records within the Inclusion File and ensuring 
that any external advice is reflected in pupils who have IEPs. The SENCo is responsible for 
ensuring that teachers are provided with external advice received for these pupils. 
 
 

Green Assessment Files contain: 

 A section for each of the Intervention Programmes containing planning proforma, 
register & formative assessment sheets (see Appendices D-F). 

 Copies of latest IEPs for children, where necessary (see example IEP in Appendix J). 
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 Any additional work/records which relate to a child’s learning which doesn’t fit into a 
specific subject book e.g. an activity from ‘Listen, Think & Do.’ 

 
TAs & Teachers are responsible for maintaining intervention proformas and ensuring that the 
Green File is well organised. Class teachers are to support TAs with the planning of intervention 
programmes and to check the Green File is being regularly updated.  

 
 
 

10. Working in Partnership with Parents/Carers 
 
The SEN Code of Practice states the key principles involved in communication with and working 
in partnership with parents/carers. 

 
We strive to work in partnership with parents/carers by:  

 Having positive attitudes towards parents/carers, respecting the validity of differing 
perspectives. 

 Providing user-friendly information and procedures and being aware of the needs 
parents/carers might have in respect of a disability or communications and linguistic 
barriers. 

 Recognising the pressures a parent/carer may be under because of the child’s needs. 

 Acknowledge the importance of parental knowledge and expertise in relation to their 
own child. 

 Gaining parental permission before referring them to specialists for support. 

 Inviting parents/carers to Review of Progress Meetings and sharing IEP targets with 
them. 

 Ensuring regular communication between home and school regarding progress of a child 
with SEN. 

 Ensuring parents/carers are told about the Parent Partnership Service and about support 
groups when SEN are identified. 

 
 
Parents/Carers have a responsibility to communicate effectively with professionals by: 

 Communicating regularly with the school 

 Alerting the school to any concerns 

 Fulfil any obligations under home/school agreements and regarding any parental 
involvement on IEPs 

 Signing relevant documents when invited to do so 

 Avoiding absence for their child for any reason other than illness 

 

 
11. Complaints Procedure 

 

Parents/Carers are encouraged to come into school to talk about any aspect of their child’s 
education. Should it become necessary to make a complaint about SEN provision, the initial 
contact should be with the Class Teacher, followed by a discussion with the SENCo and Head 
Teacher. This usually resolves any problems. However, if this fails, the Governors should be 
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contacted. The LA has published detailed guidelines for making formal complaints if contact 
with the school has failed. 

 

 
12. Evaluating Success 

 
The success of this policy relies on: 

 Managing and deploying resources in school to ensure the needs of all children are met. 

 Any pupil’s SEN are identified early 

 Educational professionals and parents/carers working in partnership 

 Interventions/strategies for each pupil are reviewed regularly. 
 
Success indicators may include: 

 The extent to which standards (SATs results, National Curriculum targets etc.) have 
improved across groups of pupils identified with SEN. 

 A reduction in the total number of pupils requiring a graduated response. 

 An increase in the number of pupils with SEN making accelerated progress.  
 

 
 
The success of this policy will be reviewed through: 

 Monitoring of classroom practice by SENCo and head teacher 

 Scrutiny of Inclusion files and Green Assessment Files 

 Analysis of pupil tracking data and test results for children on the SEN Register to ensure 
that SEN pupils are making progress 

 Regular monitoring of procedures and practice by SEN Governor 

 School self-evaluation and writing and reviewing of the SIP 

 Governors’ annual report to parents/carers 

 Annual review of the SEN Policy 
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APPENDIX A:     Academic Criteria for Admission to the SEN Register 
 
Year 3  P8 and below 
   Level 1 
   Level 2c   screening and decision  
       made within Autumn Term 
       or 1st term of arrival 
 
 
Year 4  P8 and below 
   Level 1 
   Level 2c    
   Level 2b   who made no progress in year 3 

new intake screening and  
 decision made in 1st term of arrival 

 
   
Year 5  P8 and below 
   Level 1 
   Level 2c 
   Level 2b    
   Level 2a   who made no progress in year 4 
       new intake screening and    
       decision made in 1st term of arrival 
         
      
Year 6  P8 and below 
   Level 1 
   Level 2c 
   Level 2b 
   Level 2a    
   Level 3c   who made no progress in year 5 
       new intake screening and    
       decision made in 1st term of arrival 
 

 

Screening for learning difficulties may include: 

 Neale Reading Analysis 

 Sandwell Sentence Reading Test 

 Parkside Specific Learning Difficulties Base Screener 

 PM Benchmark Kit 

 Sandwell Early Numeracy Test for KS1 and KS2-KS3 

 Cognitive Abilities Test 3 

 Working Memory Rating Scale 



APPENDIX B:                                                           Ashfield Junior School Class Provision Map  
  

Cohort: 201 Class:  Date:  Teacher:  

Children highlighted by Speaking 
and Listening Assessments 

 
 

  Children highlighted by  Reading 
Assessment  

 
 
 
  

 

Children highlighted by  Writing 
Assessment 

 
 
 

Children highlighted by  Maths Assessment  

           
 

Children with other identified needs       
(Social skills/ behaviour etc) 

 

Children with  disabilities or those with special 
circumstances 

 

Children on the SEN Register 

 
Children with Poor Attendance  

 
 

 

Provision in place to meet the needs of all the children: 
Quality first teaching for ALL: 
We aim to provide high quality whole class and small group 

teaching with carefully planned differentiation and strategies to 
ensure lessons are accessible to all children. Wherever possible, 
we use dyslexia friendly options and a variety of teaching styles. 
We use the 6 Thinking Hats to encourage enquiring minds. 

Key Focus Areas: 
 
 

Provision for Some: (Literacy based) 

 
 

Provision for a Few: (Literacy based) 

 
 

Other provision: 
We use SEAL materials to provide a whole school framework 

upon which to base our pastoral provision. We have family groups 
mixing children from all year groups working on the SEAL themes 
together. 
Our reward time on a Friday promotes class responsibility for 
keeping to the class rules. We also have weekly achievement 
assemblies to celebrate success. In addition, our School Council 
and Eco Council meet regularly to contribute children’s opinions to 
school development. 

Group provision: 
 

 
Individual provision: 
 
 
 

Deployment of Additional Adults: 
(see TA Timetables) 

Gifted and Talented provision: 
 
 
 

Provision for Some: (Maths based) 

 

 
 
 
 
 

Provision for a Few: (Maths based) 

 

 
 
 
 
 
 
 
 
 

 

Additional Access Arrangements: 
 

Curriculum: 
 
 

Physical Environment: 
 
 
 

Written Word: 
 

Monitoring…keeping an eye on: (to be reviewed at half term) 

See Notes from Pupil Progress Meeting () 
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APPENDIX C:                                                 Ashfield Junior School Class Provision Map  
 

Cohort: 2008 Class: Y5 Date: May 2011 Teacher:  

Children highlighted by Speaking 
and Listening Assessments 

 
Terry Jackson(2c) 
 

 

  Children highlighted by  Reading 
Assessment  

 

Ryan Samson (2b) 
Terry Jackson(2b) 
 

Angelina Hanks (3b) 
Anita Greggs (3b) 
Stephanie Mitchell (3b) 

Phillip Mont (3b) 
 
 

Children highlighted by  Writing 
Assessment 
 

Ryan Samson (2b) 
Terry Jackson(2b) 
Syed Mohammed (2a) 
Rebecca Gonzalez (2a) 
Oliver Armstrong (3c) 
David Guess (3c) 

 Percy Jones (3c) 
Claire Cracker (3b) 
Sanjay Ali (3b) 

Children highlighted by  Maths Assessment  

           
Ryan Samson (2b) 
Percy Jones (2b) 
Penelope Bird (3c) 
Margory Watson (3c) 
Cindy Kruger (3b) 
Vincent Dobsky (3b) 
Simone Legend (3b) 
River Smith (3b) 
Carly Roberts (3a) 

Children with other identified needs       
(Social skills/ behaviour etc) 

Terry Jackson – fidgety, attention 
difficulties 
Denise O’Hail – support needed to 
develop friendships 

Children with  disabilities or those with special 
circumstances 

Terry Jackson – ADHD & Dyslexic 
Denise O’Hail - Dyspraxic 
Percy Jones - Dyscalculic 

Children on the SEN Register 

Ryan Samson (MLD) SA 
Terry Jackson (SpLD/SEBD) SA+ 

Percy Jones (MLD) SA 
 
 

Children with Poor Attendance  

Ryan Samson (91.2% - April to May 11) 
 

Provision in place to meet the needs of all the children: 
Quality first teaching for ALL: 
We aim to provide high quality whole class and small group 

teaching with carefully planned differentiation and strategies to 
ensure lessons are accessible to all children. Wherever possible, 
we use dyslexia friendly options and a variety of teaching styles. 
We use the 6 Thinking Hats to encourage enquiring minds. 

Key Focus Areas: 
 Daily focus on times tables and application 

 Daily focus on sentence level work 
(punctuation & editing to improve sentences) 
during English lesson starters  

Provision for Some: (Literacy based) 

Intervention Programmes 

Comprehension Skills Group– developing 
written answers (x1 session weekly) 

Angelina Hanks  
Anita Greggs  
Stephanie Mitchell  
Phillip Mont  

 
In Class Provision 

Move It Writing (min x2 sessions weekly) 
Claire Cracker  
Sanjay Ali  
 

Sentence Level (min x 2 sessions weekly) 

Oliver Armstrong  
David Guess  

 Percy Jones  
 

Provision for a Few: (Literacy based) 

Intervention Programmes 

Hi-5 (x4 sessions weekly) 
 Ryan Samson            Terry Jackson 
 

One to One Tuition (x1 session weekly) 
Claire Cracker 
Sanjay Ali 
 

Sentence Building (x 3 sessions weekly) 
Syed Mohammed  
Rebecca Gonzalez  
 

In Class Provision 

Reading Scheme & Comprehension 
Activities (min x1 session weekly) 
Ryan Samson             
Terry Jackson  
 

Other provision: 
We use SEAL materials to provide a whole school framework 

upon which to base our pastoral provision. We have family groups 
mixing children from all year groups working on the SEAL themes 
together. 
We have trained play leaders to help and support other children at 
break and lunch-times. In all activities we work towards developing 
inter-personal and problem solving skills.  
Our reward time on a Friday promotes class responsibility for 
keeping to the class rules. We also have weekly achievement 
assemblies to celebrate success. In addition, our School Council 
and Eco Council meet regularly to contribute children’s opinions to 
school development. 

Intervention Programmes 

Silver SEAL 
Denise O’Hail 
 

In Class Provision 

Dyspraxia Exercises (min x1 session weekly) 

Denise O’Hail 
 

Deployment of Additional Adults: 
Intervention Programmes 
12 hours – Chris Hawkes 
5 hours – Rachel Claw (1:1 tuition) 

In Class Provision 
8 hours – Tina White 
3 hours – Jo Foster  

Gifted and Talented provision: 
Literacy 
Sharon Adams 
Deborah Cumner 

Maths 
Nadine Patel 
Maxwell Cook 

Science 
PE 
Roxanne Small – athletics (county level) 

Art  
 
Leadership 

Provision for Some: (Maths based) 

Intervention Programmes 

Move it Maths (x2 sessions weekly) 
Cindy Kruger  
Vincent Dobsky  
Simone Legend 
River Smith  

 
In Class Provision (min x2 sessions weekly) 

Up Levelling L3a-L4c 
Carly Roberts 

Provision for a Few: (Maths based) 

Intervention Programmes 

Basic Number Skills (x5sessions weekly) 
Ryan Samson             Percy Jones 

One to One Tuition (x1 session weekly) 
Penelope Bird               Marjory Watson 
Percy Jones 

 
In Class Provision  

Focus: Securing Strategies (x2 sessions weekly) 

Penelope Bird               Marjory Watson 

Additional Access Arrangements: 
 

Curriculum: 
Terry Jackson – word mats to be used across the 
Curriculum. 
 
 

Physical Environment: 
Terry Jackson – to be seated ‘face on’ to teacher / 
whiteboard. Teacher to check Terry has heard 
instructions. Separate behaviour reward system. 
 

Written Word: 

 
Parents: 
 



 

APPENDIX D: Intervention Provision – Planning & Assessment Against Outcomes 

Name of Provision: 
 

Lead Teacher/TA: 
 

Supported by: 

Start Date: 
 

Review Date: 
 

Length of Intervention: 
(duration in weeks) 

Frequency: 
(number of sessions each  
week & length of time) 

Class/Year Group: Teacher/Pupil Ratio: 
 

 

Named Pupils: Date: Date: 

Entry Data / Levels Exit Data / Levels 

   
   

   
   

   
   

   

   
Assessment Method 
 
 
 
 

Outcomes to be achieved by the end 
of the intervention: 
 
 
 
 
 
 
 

Strategies & provision to support 
outcomes: 

 

Significant observations in relation to outcomes:  
What strategies worked well? Who achieved the outcomes & why? Who didn’t achieve the 
outcomes? Next steps? 
 
 
 
 



 
APPENDIX E: 

Intervention Provision Register 
Please tick if pupil attended the session (use additional sheets if necessary). 

Name of Member of Staff: 
 

Name of Intervention: 

Name Session Dates (insert dates of sessions in grey area) 

 
 
 

                         

                          

                          

                          

                          

                          

                          

                          

                          

 
 
 



 

APPENDIX F:        Intervention Provision – Formative Assessment  
Please keep notes on the child/children’s progress in relation to the ‘Learning Outcomes’ agreed at the 
beginning of the intervention (weekly annotations as a minimum). Use additional sheets as necessary. 

Date Notes/Observations in relation to Learning Outcomes 

  
  
  
  
  
  
 
 
 
 
 
 
 
 
 

 
 
 

 



APPENDIX G:

Provision Mapping Cycle 
(Including SEN) 

JULY 
Pupil Progress Meeting—class teacher with 
INCo & Headteacher. Agree interventions 
for start of the Autumn Term (next 
academic year). 
Discuss IEP targets & teachers review & set 
new targets for Autumn Term & share with 
children. (School reports form the basis of 
review for SEN chn). 

SEPTEMBER 
Timetables provided with intervention 
programmes & class teacher to organise provision 
in conjunction with year group partner. INCO to 
meet with parents/carers of children with IEPs to 
share targets for the Autumn Term as well as 
discussing external professionals support. 

DECEMBER 
Review of intervention programmes and 
teacher assessments completed. 
Pupil Progress Meeting—class teacher with 
INCo & Headteacher. Agree interventions for 
start of the Spring Term. 
All IEPS to be reviewed and new targets written 
within new IEP. 
SEN Record of progress to be completed in light 
of progress made during Autumn Term. Share 
reviews with child and both child and teacher 
sign documents. 
 
 

JANUARY 
Timetables provided with intervention 
programmes & class teacher to organise 
provision in conjunction with year group 
partner. 
Teachers to meet with parents of all SEN 
children either sharing IEP or Record of 
Progress (15mins meetings). 
 

MARCH 
Review of intervention programmes and 
teacher assessments completed. 
Pupil Progress Meeting—class teacher with 
INCo & Headteacher. Agree interventions 
for start of the Summer Term. 
All IEPS to be reviewed and new targets 
written within new IEP. SEN Record of 
Progress to be completed in light of 
progress made during SpringTerm. Share 
reviews with child and both child and 
teacher sign documents. 
  

APRIL 
Timetables provided with intervention 
programmes & class teacher to organise 
provision in conjunction with year group 
partner.  
Teachers to meet with parents of all SEN 
children either sharing IEP or Record of 
Progress (15mins meetings). 
 

 



 
APPENDIX H: 
 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
Dear  
 
As you are already aware your child is currently on the Special Educational Needs Register, and I 

would like to invite you to share in a confidential ‘Review of Progress’ meeting, in my classroom, on 

 

Wednesday 25th May 2011 between 3.30pm and 3.45pm in 

 

The aim of this meeting is to be aware of your views and the views of your child in relation to their 

progress, and to discuss the provision which is in place for the remainder of the Summer Term. 

Please complete the slip below as to whether you can attend the meeting, or alternatively please 

contact so that we can arrange a more suitable time for an appointment. 

 

Yours sincerely, 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 
          

 

 

ASHFIELD JUNIOR SCHOOL 
 

Inspiring Today’s Child for Tomorrow 

Ashfield Junior School 
School Lane 

Bushey 
Herts 

WD23 1SR 
 

Telephone: 020 8950 2350 
Fax: 020 8386 0525 

 
Website: www.ashfield.herts.sch.uk 
Email: admin@ashfield.herts.sch.uk 

 
Headteacher: Mrs. Carolyn Dalziel, BA(Hons), PGCE, NPQH 

 

 

 

http://www.ashfield.herts.sch.uk/
mailto:admin@ashfield.herts.sch.uk
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APPENDIX I: 

Record of Communication for Children on the SEN Register at SCHOOL ACTION 
Name of Child: __________________________           Class: ______          Academic Year: ___________ 

AUTUMN TERM 20__ 

Notes regarding progress: 
 
 
 
 
 
 
 
 
 
 

Signed:                                
(Teacher) 

Signed:                   
(Parent/carer)             

Signed:                              
(Child) 

SPRING TERM 20__ 

Notes regarding progress: 
 
 
 
 
 
 
 
 
 
 

Signed:                                
(Teacher) 

Signed:                   
(Parent/carer)             

Signed:                              
(Child) 

SUMMER TERM 20__ 

Notes regarding progress: 
 
 
 
 
 
 
 
 
 
 

Signed:                                
(Teacher) 

Signed:                   
(Parent/carer)             

Signed:                              
(Child) 

 

Issues to discuss with INCo (if any): 
 
 



APPENDIX J: 

I.E.P. 

Number/ 

 Name:  
Gender:  
Teacher:  
School: Ashfield Junior 

 DOB:  
UPN:  
Class:  
Ethnicity:  

  

Date of IEP:  
 
Review date:  

 

SA+/ 

 

Additional Information:  (e.g. HBQ, Statement Objectives, Medical Advice etc.) 

 
 Profile:  (Strengths, interests, learning preferences, areas of concern etc.) 

 
 

 

Priority Area 
What I need help with? 

What do I want to get better at? 

Target/s 
What will I be able to do that  

I can’t do now? 
What will I achieve? 

Action/ Strategies/ Resources/ 
Support 

How will I be helped? 
How do I like to be helped/ supported? 

 

When/ Where/ 
Whom/ 

 How often. 

Success Criteria. 
What will my teachers be 

looking for? 
What will I have achieved? 

What can I do now? 

SA+ ONLY 1 Phonics 
 

 
 
 
 
 
 

   
External Advice used 
to formulate I.E.P: 
 
Date of Advice: 
 
 
External Advice used 
to formulate I.E.P: 
 
 
Date of Advice: 

2  
 
 

   

External Advice used 
to formulate I.E.P: 
 
 
Date of Advice: 

3     
 
 
 
 
 

 

Pupil/Student Involvement 

How will I help myself? 
 
Signed by Child: 

 
 
 
 
Date: 

 

 
 
 
 

Parent/Carer Involvement 
How will I help my child? 
 
 
Signed by Parent/ Carer: 
 

 
 
 
 
 
 

Date: 
 

 

 

 Statement
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APPENDIX K:  

 

 

What has been successful?  
Why? 

(Strategies, grouping, seating, teaching styles 
etc.) 

 

What has not been successful? Why? 
(Strategies/teaching style/changes in  

circumstances  etc.) 
 

 Child/Student:  
I can now…………..  
 
 
 
What things have I done that have helped me? 

1. 
 
 

   
 
 
 
What has helped me to improve? 
 

 

2. 
 
 
 

   

Parent/ Carers:  
What do my parents/carers think about 
my success? 
 

3. 
 
 

   

 

Signed by Teacher:  
 
 
 

Signed by Parent/Carer:
  

Signed by Child: 
 
 

Signed by SENCo: 

    

Next Steps/ Decisions made in Review:  (Including - gaining updated advice/ external support etc.) 
What are we all going to do next? 
 
Other achievements: 

 

Next steps: 

SA+ 

REVIEW of 
I.E.P Number: 
 

 
 
 

Name: 
 
Those taking part in Review: 

  
Date of Review: 

Current Levels (t.a): 

 Sp & List. Reading   Writing     Maths    Science 



 
APPENDIX  L: 

1.  PUPIL DETAILS 

Pupil Name: 
 

Date of Birth: 
 

Gender: 
   
  MALE   FEMALE 

Parent/Carer Names: 
 

Home Address & Postcode: 
 

School: 
School Number: 

 

Year Group: 
 

Chronological Age: 
 

Ethnic Origin: 
(see guidance for list) 

 

Home Language: 
 

UPN: 
 

Code of Practice Stage: 
 

Main Presenting Need: 
(see guidance for list) 

 

Other Needs: 
 

Is the pupil currently 
receiving EN Funding? 
If so, state how much and 
end date. 

 

Is this a: 

 New submission 

 Resubmission 

 Change to existing 
provision 

 Renewal of existing 
provision? 
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Is the pupil a Child Looked 
After?  If yes, please state 
Section 20 or Section 31 
(see guidance) 

 

Is there a CAF for this pupil? 
 

Reason for Application: 
(see guidance) 

 

If this child has a Statement, 
are they moving into Herts 
from another Authority? 

 

Is the child resident outside of 
Hertfordshire?  If so, which 
Authority? 

 

External Agencies Actively Involved During Previous 12 Months: 

Agency 
Referral made? 
Yes/No       Date 

Report/Advice 
Received?   Yes/No 

Date of Latest Advice 

    

    

    

    

    

    

    

 

2. Brief Description of Pupil’s Special Educational Needs/Disability 
(SEND) 

 

 

3. What is the Impact of the Pupil’s SEND on His/Her Learning? 

 

 

4. What is the Current Provision for the Pupil and What is its 
Impact? 

Provision Impact 
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5. In the light of sections 2, 3 and 4, what Exceptional Provision is 
requested by the School, for how long is the provision required 
and what is the expected impact of the provision? 

 

 

Have the pupil’s parents been 
informed and agreed to this 
application? 

 YES   NO 

 

 

Date of Application:  

Person completing application: 
Role: 
Contact Tel No. 

 

 
 
 


