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SENDCO: 
Callie Reid  

 
Contact:  

Graffham CE Infant School: office@graffhaminfant.org.uk (01798 
867 324) 

Duncton CE Junior School: office@dunctonjunior.org.uk (01798 
342 4020 

 
 
 
This policy complies with the statutory requirement laid out in the SEND Code of 
Practice 0 – 25 (January 2015) and has been written with reference to the following 
guidance and documents: 
 

 Equality Act 2010: advice for schools DfE Feb 2013 
 SEND Code of Practice 0 – 25 (January 2015) 
 Schools SEN Information Report Regulations (2014) 
 Statutory Guidance on Supporting pupils at school with medical conditions (April 2014) 
 The National Curriculum in England: framework for Key Stage 1 and 2 (July 
 2014) 
 Child Protection Policy 2019 
 Accessibility Plan 
 Teachers Standards 2012  
 Professional Standards for Teaching Assistants (non statutory) June 2016 
 Teaching and Learning Policy 
 Keeping Children Safe in Education – September 2023 

 
 
This policy was originally co-produced by the school’s SENDCO, the Governor responsible for 
SEND and the Head Teacher. 
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Graffham CE Infant and Duncton CE Junior Schools: Our SEND (special educational 
needs and disability) aims: 

Our aim is to provide access to a full curriculum for all pupils, who, at any time, might need 
additional support with regard to their academic, emotional, social, or physical and mental 
health needs. To ensure consistency, all staff work in accordance with the guidance provided 
in the SEND Code of Practice 2015. All teachers are teachers of special educational needs, 
and they are supported to meet the needs of all pupils by: 

 identifying individuals who need extra help and attention 
 enabling each pupil to reach his or her full potential, both curricular and extracurricular 
 enabling each pupil to partake and contribute fully 
 endeavouring to meet the individual needs of each child 
 developing a feeling of self-esteem  
 fostering an atmosphere across our school which promotes a happy, sensitive, and 

positive learning environment. 
 providing a secure environment to ensure the most effective learning for all children 
 supporting individual needs in various ways: quality first; whole class teaching, small 

groups and one to one teaching. 
 monitoring closely those with SEND by review and assessment, to enable us to 

recognise, celebrate and record achievements 
 providing access to and progression within the curriculum 
 working with parents and other agencies to provide support and opportunities for those 

children with SEND 
 including the voice of the child in monitoring and reviewing processes 
 using a variety of teaching strategies, which include different learning styles, to facilitate 

meaningful and effective learning for all children 
 assisting all staff in the delivery of educational entitlement and ensuring all staff are 

aware of a child’s individual needs 
 ensuring access to a range of resources to support staff in their teaching of children 

with SEND. 
 

Identifying Special Educational Needs 

The SEND Code of Practice 2015 defines SEN as:  

“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 him or her.”  

A child of compulsory school age or a young person has a learning difficulty or disability if he 
or she:  

 has a significantly greater difficulty in learning than the majority of others of the same 
age, or 

 has a disability which prevents or hinders him or her from making use of facilities of a 
kind generally provided for others of the same age in mainstream schools 

 
Within the Code of Practice (2015); SEND is divided into 4 categories: 

 Communication and Interaction - this includes children with speech, language and 
communication needs who have difficulty communicating with others. Children with 
ASD (Autism Spectrum Disorder) are likely to also have difficulties within this area, in 
particular social interaction. 

 Cognition and Learning - this includes children who find it difficult to access the 
curriculum, particularly in the core subjects (English, Maths and Science) even with 
appropriate differentiation, they might demonstrate features of moderate, severe or 
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profound learning difficulties or specific learning difficulties such as dyslexia, 
dyscalculia or dyspraxia. 

 Social, Mental and Emotional Health - this includes children who may be withdrawn 
or isolated, disruptive, hyperactive or lack concentration. 

 Sensory and/or Physical Needs - this includes children with sensory, multisensory 
and physical difficulties. 
 

Disability 
Many children and young people who have SEND may have a disability under the 
Equality Act 2010 – that is ‘…a physical or mental impairment which has a long-term and 
substantial adverse effect on their ability to carry out normal day-to-day activities’. This 
definition provides a relatively low threshold and includes more children than many realise: 
‘long-term’ is defined as ‘a year or more’ and ‘substantial’ is defined as ‘more than minor or 
trivial’. This definition includes sensory impairments such as those affecting sight or hearing, 
and long-term health conditions such as asthma, diabetes and epilepsy. Children and young 
people with such conditions do not necessarily have SEND, but there is a significant overlap 
between disabled children and young people and those with SEND. Where a disabled child or 
young person requires special educational provision, they will also be covered by the SEND 
definition. 
 
 

IDENTIFICATION, ASSESSMENT AND REVIEW 
 

Class Teachers are responsible and accountable for the progress of the pupils in their class, 
including where pupils access support from teaching assistants or specialist staff. Teachers 
should set high expectations for every pupil and use high quality teaching strategies to teach 
them the full curriculum, whatever their prior attainment. All teachers are responsible for 
identifying pupils who have SEND and, in collaboration with the, SENDCO will ensure that 
those pupils requiring ‘different to’ or ‘additional from’ support are identified at an early 
stage. 
 
Early Identification  
We aim to identify pupils who may have SEND as early as possible. Some pupils in our school 
may be underachieving but will not necessarily have a special educational need. It is our 
responsibility to identify this quickly and ensure that appropriate interventions are put in place 
to help these pupils make accelerated progress. Pupils’ needs should be identified and met as 
early as possible through:  
• Classroom-based assessment and monitoring arrangements  
• Following up parental concerns  
• Liaison with feeder nurseries  
• Information from other external services and agencies  
• Undertaking a more in-depth individual assessment  
• Records from previous schools. 
 
Where teachers decide that a pupil is not making sufficient progress, the SENDCO is 
consulted. Teachers complete a ‘Request for Support’ form which outlines the concerns, 
needs and strategies used including OAIP - West Sussex County Council  . Teachers must 
reflect on the assess, plan, do and review cycle and include the outcomes on the form. This 
enables teachers to reflect on the practice, strategies and impact. If required, further 
understanding and knowledge of strategies to identify and support pupils is provided by the 
SENDCO for teachers. If the child is not making the required progress over a specific amount 
of time, a decision to place the child on the Inclusion register and SEND Support is made. 
Placement of a pupil on the Inclusion register is made by the SENDCO after full consultation 
with parents, supplemented by evidence that, despite receiving high quality teaching, pupils 
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continually demonstrate difficulty in one or more of the four areas of SEND needs and is 
making little or no progress over a specific period. The procedure for placing children on the 
Inclusion register follows the ‘Assess – Plan – Do – Review’ cycle and a formal ISP (Individual 
Support Plan) will be made with a targeted ILP (Individual Learning Plan). 
 
Assess - Plan - Do – Review (Graduated Approach)  
 
Assess  
Assessment is the process by which pupils who have SEND can be identified. This involves 
clearly analysing the pupil’s needs using teacher assessment and data in line with National 
Curriculum expectations. More detailed assessments may be administered by the SENDCO 
and advice from external support services may be sought to help clearly identify barriers to 
learning and address additional needs.  
 
Plan  
Planning will involve consultation between the teacher, SENDCO, parents and where 
appropriate, the pupil. Outside agencies can also be consulted to help plan interventions and 
to offer strategies and support to overcome identified barriers to learning. Targets and 
strategies will be recorded on an individual learning plan for pupils on the Inclusion register. All 
those working with the pupil, including support staff, will be informed of the pupil’s individual 
needs and the support provided.  
 
Do  
Where pupils are underachieving and/or identified as having SEND, the school provides 
additional support in a variety of ways. Specific strategies and additional resources will be 
provided to support their learning. In collaboration with the teacher, the SENDCO may 
organise a targeted intervention which may be taught by a teacher or TA, which can include:  
• Quality first teaching  
• Small group work targeting phonics and reading comprehension  
• One to one learning support  
• One to one pastoral support  
• Social skills group support  
• Emotional Literacy Support Assistant (ELSA)  
• One to one or small group Speech and Language support  
• One to one or small group Occupational Therapy support  
• Target focused writing and maths group  
 
The SENDCO and teachers will work closely with TAs to plan and assess the impact of the 
support and interventions.  
 
If a pupil who has SEND has a more complex need, the SENDCO may discuss with their 
parent about making a referral to an external support service. External support services make 
an important contribution in assisting to identify, assess, and provide for pupils who have 
SEND. The service will require access to pupils’ records in order to understand the strategies 
employed to date and the targets set and achieved. The specialist may be asked to provide 
further assessments and advice and possibly work directly with the pupil. The school works 
closely with the following agencies: 

 Play therapists 
 Learning Behavioural Advisory Team (LBAT) 
 Autism, Social, Communications Team (ASCT) 
 West Sussex Local Inclusion Support Offer (LISO) 
 Outreach Alternative Provision 
 Child Development Centre (CDC) 
 Child and Adolescent Mental Health Services (CAMHS) 
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 Educational Psychologist (EP) 
 Occupational Therapy (OT) 
 Speech and Language Therapy (SaLT) 
 Medical Officers  
 

 
Review  
Pupils on the Inclusion register will have an individual learning plan that includes targets and 
strategies specific to their needs and records only what is ‘different from’ or ‘additional to’ the 
standard curriculum. The learning plan: 
• Will be a planning, teaching and reviewing tool which focuses on particular areas of 
development for pupils who have SEND  
• Will be accessible to all those involved in its implementation  
• Monitor how well provision matches need  
• Highlight repetitive or ineffective use of resources  
• Will identify pupils receiving additional SEND Support from the school’s delegated budget or 
in receipt of ‘top up’ funding  
• Informs and demonstrates how support is deployed  
• Will provide short-term SMART (Specific Measurable Attainable Relevant and Timebound) 
targets and outcomes  
 
Parents will be offered the opportunity to review their child’s ILP and this may take place 
during parent consultation meetings or separately. Parents’ views of their child’s progress will 
actively be sought and where possible, the school will involve pupils in this process. Once 
targets and strategies have been agreed, a copy of the learning plan is made available to the 
parent. The learning plan may also be reviewed, coinciding with Parents’ Consultation 
meetings by the class teacher. 
 
Teachers can use the learning plan to inform internal (professional) pupil progress meetings 
where data is scrutinised, and strategies are reviewed to determine next steps for 
underachieving pupils. For pupils receiving SEND support, it is expected that class teachers 
adjust their own planning and consider the learning needs of individual pupils when providing 
appropriately pitched challenge and support across the curriculum. 
 

Request for Statutory Assessment 
 
Where concerns remain and a pupil at SEND Support has a significant and sustained need, 
the school and/or parent can consider requesting a statutory assessment for an Education, 
Health and Care Plan (EHCP) in line with local authority (LA) threshold guidance. This may 
particularly be the case where outside agencies have been involved in assessing the pupil or 
contributing to their provision. The school will provide the local authority with evidence of the 
action taken as part of SEND support. An Education, Health and Care Plan (EHCP) will 
normally be provided where the LA considers that the pupil requires provision beyond what the 
school can offer and will document any additional support the pupil should receive. The school 
should have the following information available:  
• The actions and strategies implemented at SEND support  
• The pupil’s most recent (last two terms) ILPS 
 Individual provision map with projected support cost  
• Records and outcomes of regular reviews undertaken  
• Information on the pupil’s health and relevant medical history  
• Reading, writing and maths attainment and progress levels  
• Other relevant assessments from professionals such as support teachers and educational 
psychologists  
• The views of the parent(s) and pupils  
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• Any other involvement and reports by professionals.  
 
However, the school recognises that a request for a Statutory Assessment does not inevitably 
lead to a pupil receiving an EHCP.  
 
The Code of Practice (2015) encourages involving pupils and parents in the decision-making 
process, therefore, the EHCP will include targets for the pupil achieved through the views of 
the pupil and parent. Reviewing an Education Health and Care Plan Pupils with an EHCP will 
have an annual review meeting where the pupil will present their views about their learning 
and any additional support received. The SENDCO will organise these reviews and invite:  
• The child’s parent  
• The child  
• The relevant teacher  
• The SENDCO  
 The Pupil’s case worker 
• Any other person the LA considers appropriate  
• Any other person the Head Teacher considers appropriate  
• Professionals and specialists who have assessed the pupil. 
 
The aim of the review will be to:  
• Assess the pupil’s progress in relation to the targets set at the last annual review  
• Review the provision made for the pupil in the context of NC levels of attainment in core 
subjects and the four areas of need  
• Consider the appropriateness of the EHCP in relation to the pupil’s performance during the 
year, and whether to cease, continue, or amend it  
• Set new targets for the coming year 
 
Year 5 annual reviews are usually held in the spring term, and they will indicate the provision 
required in secondary schools. Year 6 transition annual reviews are usually held at the start of 
the summer term. The Special Educational Needs Co-ordinator of the high school will be 
invited to the year 6 annual review, which enables the receiving school to plan appropriately 
for the pupil in the new school year.  
 
The SENDCO will write a report of the annual review meeting and send it, with any supporting 
documentation, to the LA. 
 

Exiting the Special Education Needs Register 
 
Where specific planned provision has been successful and progress has been made, so that a 
pupil is no longer has significantly greater difficulty in learning than the majority of others of the 
same age, a pupil will be removed from the Inclusion register in consultation with parents. In a 
few cases, where pupils make accelerated progress, pupils may be placed on the school’s 
Inclusion register for only a short period of time. Where an external agency, OT or SaLT for 
example, discharges pupils, they may also exit the Inclusion register unless there are 
additional needs that require further SEND support. Pupils who come off the Inclusion register 
have their progress monitored by their class teacher and senior leaders, in accordance with 
the usual school procedures. 

 
MONITORING AND EVALUATION  

It is necessary to monitor and evaluate the quality of SEND provision and the impact it has on 
pupils who have SEND. The monitoring and evaluation of the effectiveness of our provision for 
pupils is carried out in the following ways:  
• Classroom observation by senior leaders and SENDCO 
• Work sampling on a termly basis  
•Scrutiny of planning and books  
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• Informal feedback from all staff  
• Quality assurance of planning, lessons and activities  
• Review meetings including parent, pupil, teacher and SENDCO when planning and setting 
new targets or reviewing existing targets  
• Monitoring individuals’ provision maps and targets by evaluating the impact of them  
• Pupil Progress Meetings  
• Discussion with parents and pupils about their views  
• Pupil observations  
• Termly evaluation of the effectiveness of interventions 
 EHCPs are meeting their individual targets identified on learning plans.  
• SEND Governor observations and meetings  
 LA termly visits (may involve reviewing SEND) 
 

Supporting Pupils and Families 
  

Our schools firmly believe in developing a strong partnership with parents as this will enable 
pupils who have SEND to achieve their full potential. Parents are encouraged to contribute 
additional information and guidance to support their child at school. They will be consulted 
about additional support led by external professionals and will be invited to book a meeting 
appointment to discuss their child’s learning each term with the child’s class teacher. Parents 
may be invited to attend review meetings with professionals and external services to discuss 
next steps for their child. 
 
The school will make available to all parents, details of parent partnership services in the LA. 
Our school’s SEND Information Report also provides further information about support for 
pupils who have SEND and is written in support of the West Sussex County Council Local 
Offer.  
 
Parent Carer Forums are representative local groups of parents and carers of children and 
young people with disabilities who work alongside local authorities, education, health and 
other service providers to ensure the services they plan, commission, deliver and monitor 
meet the needs of children and families. 
 

Supporting Medical Conditions across the School 
The school recognises that pupils at school with medical conditions should be properly 
supported so that they have full access to education, including school trips and physical 
education. Some children with medical conditions may be disabled and where this is the case 
the school will comply with its duties under the Equality Act 2010. Some may also have special 
educational needs (SEN) and may have a statement, or Education, Health and Care (EHC) 
plan which brings together health and social care needs, as well as their special educational 
provision. The school has an established procedure for ‘supporting pupils at school with 
medical conditions. 
 
 

 
TRAINING AND RESOURCES 

 
In order to maintain and develop the quality of teaching and provision, all staff are encouraged 
to undertake training and development. All teachers and support staff undertake induction 
which includes a meeting with the SENDCO to explain the systems and structures in place 
around the school’s SEND provision and practice, and to discuss the needs of individual 
pupils. Staff training needs are regularly reviewed and discussed between the SENDCO and 
Senior Leadership Team, and both teaching and support staff will be given training 
opportunities that relate to working with child with SEND. 
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The school’s SENDCO regularly attends the West Sussex’ SENDCO Development 
Programme, is part of the Rother Valley Inclusion Hub and liaises regularly with external 
agencies in order to keep up to date with local and national updates in SEND. 
 
 

ROLES AND RESPONSIBILITIES ACROSS THE SCHOOL 
 
Provision for pupils with SEND is a matter for the school as a whole. The governors, in 
consultation with the Head teacher, have a legal responsibility for determining the policy and 
provision for pupils with special educational needs. The Governing Body maintains a general 
overview and has an appointedgovernor, Emma Vernon who takes particular interest in SEND. 
 
Governors will ensure that: 

 the necessary provision is made for any pupil with SEND 
 all staff are aware of the need to identify and provide for pupils with SEND 
 pupils with SEND partake in school activities alongside other pupils, so far as is 

reasonably practical and compatible with their needs.  
 practice is in accordance with the Code of Practice for Special Educational Needs 

(2015) 
 parents are notified if the school decides to make SEND provision for their child. 
 they are fully informed about SEND issues, to inform self-review 
 they set up appropriate staffing and funding arrangements and oversee the school’s 

work for SEND. 
 
The Head Teacher is responsible for: 

 the management of all aspects of the school’s work, including provision for pupils with 
special educational needs 

 keeping the governing body informed about SEND issues 
 working closely with the SENDCO 
 the deployment of all special educational needs personnel within the school 
 monitoring and reporting to governors about the implementation of the schools’ SEND 

policy and the effects of inclusion policies on the school as a whole. 
 
The special educational needs co-ordinator (SENDCO) is responsible for: 

 overseeing the day-to-day operation of the school’s SEND policy 
 co-ordinating the provision for pupils with special educational needs 
 ensuring that an agreed, consistent approach is adopted 
 liaising with and advising other school staff 
 helping staff to identify pupils with special educational needs 
 carrying out assessments and observations of pupils with specific learning problems 
 supporting class teachers in devising strategies, drawing up Pupil Profiles (PPs) and 

ILP’s, setting targets appropriate to the needs of the pupils, and advising on appropriate 
resources and materials for use with pupils and on the effective use of materials and 
personnel in the classroom 

 liaising closely with parents of pupils with SEND alongside class teachers, so that they 
are aware of the strategies that are being used and are involved as partners in the 
process 

 liaising with outside agencies, arranging meetings and providing a link between these 
agencies, class teachers and parents 

 maintaining the school’s Inclusion register and records 
 assisting in the monitoring and evaluation of progress of pupils with SEND through the 

use of existing school assessment information.  
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 contributing to the in-service training of staff 
 liaising with the SENDCOs in receiving schools and/or other primary schools to help 

provide a smooth transition from one school to the other. 
 taking part in county SEND moderation. 

 
Class teachers are responsible for: 

 providing high quality teaching for all children  
 ensuring there is adequate opportunity to work on agreed SMART targets which are 

genuinely ‘additional to’ or ‘different from’ those provided as part of the differentiated 
curriculum 

 assessing pupil’s needs and planning appropriate adjustments, interventions and 
support to match the outcomes identified for the pupil (in liaison with the SENDCO, 
parents and pupil) 

 regularly reviewing the impact of these adjustments, interventions and support 
 including pupils with SEND in the classroom, through providing an appropriately 

differentiated curriculum. 
 Ensuring effective use of resources, including TA support, to maximise outcomes for 

pupils 
 retaining responsibility for the child, including working with the child on a daily basis 
 making themselves aware of the school’s SEND policy and procedures for 

identification, monitoring and supporting pupils with SEND 
 directly liaising with parents of children with SEND. 

 
TAs are expected to: 

 Deliver quality provision under the guidance of the class teacher 
 Discuss issues relating to SEND with the SENDCO  
 Work closely with the teacher and SENDCO to ensure successful outcomes for pupils 

who have SEND 
 Attend and participate in relevant training. 

 
TAs work as part of our teaching teams and play an important role in implementing Pupil 
Profiles and monitoring progress. 
 

STORING AND MANAGING INFORMATION 
 

Documents relating to pupils on the Inclusion register will be stored in individual folders in 
locked filing cabinets in each school.  SEND records will be passed on to a child’s next setting 
when he or she leaves our School. The school has a Data Protection Policy.    
 
 
 

ACCESSIBILITY 
 

The DDA, as amended by the SEN and Disability Act 2001, places a duty on all schools to 
increase - over time - the accessibility of schools for disabled pupils and to implement their 
plans. Schools are required to produce written accessibility plans for their individual school 
and Local Authorities are under a duty to prepare accessibility strategies covering the 
maintained schools in their area.  

 
COMPLAINTS 

 
Complaints from parents or carers in relation to SEN and the provision in place are managed 
within our school complaints procedure (see complaints procedure).  The Local Authority can 
be contacted if it is considered that a complaint has not be dealt with adequately: 
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Complain about a school - West Sussex County Council 
 
For families in receipt of an EHCP who have specific complaints about the plan, its procedures 
or content, the local authority should be contacted in accordance with the SEND Code of 
Practice: 
 
Complaints - West Sussex SENDIAS Service 
 
 
LINKED POLICIES/DOCUMENTS 

 Accessibility plan 
 Behaviour, Exclusions and Anti Bullying policy 
 Complaints Procedure 
 Data Protection policy 

 
REVIEWING THE POLICY 
This policy will be reviewed by the SENDCO, SEN Governor and Headteacher on a yearly 
basis. 

 


