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1 Aims 

1.1 This is the policy on special educational needs and learning difficulties of Collingwood School 
and Nursery (‘the School’) 

1.2 The aims of this policy are as follows: 

● to promote good practice in the detection and management of special educational 
needs (SEN); 

● to explain the support the School can provide for children who have learning 
difficulties and the co-operation needed from parents; 

● to actively promote the well-being of pupils. 

2 Scope and application 

2.1 This policy applies to the whole School including the Early Years Foundation Stage (EYFS). 

3 Regulatory framework  
 

3.1  This policy has been prepared to meet the School's responsibilities under:  
 
3.1.1 Education (Independent School Standards) Regulations 2014;  

3.1.2 Statutory framework for the Early Years Foundation Stage DfE,  September 2021)  

3.1.3 Education and Skills Act 2008; 

3.1.4 Childcare Act 2006; 

3.1.5 Data Protection Act 2018 and General Data Protection Regulation (GDPR); 

3.1.6 Equality Act 2010; and 

3.1.7 Children and Families Act 2014. 

3.2    This policy has regard to the following guidance and advice:  

3.1.8 Special educational needs and disability code of practice: 0 to25 years (DfE and 
Department for Health, April 2020) (Code of Practice) 

3.3  The following School policies, procedures and resource materials are relevant to this policy: 

3.3.1 equal opportunities policy; 

3.3.2 safeguarding and child protection policy and procedures; 

3.3.3 anti-bullying policy; 

3.3.4 English as an additional language policy; 

3.3.5 admissions policy;  and 

4 Publication and availability 

4.1 This policy is published on the School website. 

4.2 This policy is available in hard copy on request. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/398815/SEND_Code_of_Practice_January_2015.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/398815/SEND_Code_of_Practice_January_2015.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/398815/SEND_Code_of_Practice_January_2015.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/398815/SEND_Code_of_Practice_January_2015.pdf
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4.3 A copy of the policy is available for inspection from the school reception during the School 
day. 

4.4 This policy can be made available in large print or other accessible format if required. 

5 Responsibility statement and allocation of tasks 

5.1 The Proprietor has overall responsibility for all matters which are the subject of this policy. 

5.2 To ensure the efficient discharge of its responsibilities under this policy, the Proprietor has 
allocated the following tasks: 

Task Allocated to When / frequency of review 

Keeping the policy up to date 
and compliant with the law and 
best practice 

SENCo As required and at least 
annually 

Monitoring the 
implementation of the policy, 
relevant risk assessments and 
any action taken in response 
and evaluating effectiveness 

SENCo and Head As required and at least 
annually 

Maintaining up to date records 
of all information created in 
relation to the policy and its 
implementation as required by 
the GDPR 

SENCo and Head As required and at least 
annually 

Seeking input from interested 
groups (such as pupils, staff, 
parents) to consider 
improvements to the School's 
processes under the policy 

SENCo and Head As required and at least 
annually 

Formal Biannual review Proprietor  As required and at least every 
two years 

 

5.3 The School's SENCO has responsibility for: 

5.3.1 ensuring liaison with parents and other professionals in respect of a child's special 
educational needs; 

5.3.2 advising and supporting other staff in the School; 

5.3.3 ensuring that appropriate IEPs in place and effectively implemented; 

5.3.4 ensuring that relevant background information about individual children with special 
education needs is collected, recorded and updated; 

5.3.5 undertaking any other appropriate duties in accordance with the Code of Practice. 
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6 Definitions and principles 

 
6.1 At Collingwood School, we are committed to offering an inclusive curriculum to ensure the 

best possible progress for all our pupils whatever their needs or abilities. Our mission to 
nurture and challenge all our pupils is embodied in this policy as we aim to bring out the 
potential in all our children. 

6.2 When planning, teachers set suitable learning challenges and respond to children’s diverse 
learning needs. A minority of children have particular learning and assessment requirements 
that could create barriers to learning. We recognise that a range of learning support needs, 
learning difficulties, behavioural problems, physical or sensory disabilities exist in this school. 
For some pupils, the difficulties might be mild and short term, but for others they may be long 
term and more complex. We recognise that there is a continuum of learning support and 
Special Educational Needs and Disabilities (SEND) and that the needs of the majority of our 
pupils are at the learning support level, below the SEND level.  

6.3 A pupil has SEND when their learning difficulty or disability means they have significantly 
greater difficulty in learning than the majority of others of the same age or the difficulty 
prevents or hinders them from making use of the facilities of a kind generally provided for 
others of the same age in mainstream schools.  

6.4 We are committed to ensuring that all pupils can achieve well in their early years at school 
and go on to lead happy and fulfilled lives. This policy includes those procedures to be adopted 
in order that children with specific learning difficulties may access the broad and balanced 
curriculum available to all pupils at Collingwood. This includes our pupils in the EYFS setting. 
In our school’s three-year Accessibility Plan, we demonstrate that we are constantly reviewing 
the manner in which we make all aspects of school life accessible to pupils with a range of 
needs and disabilities. 

 

7 Objectives 

7.1 The specific objectives of our SEND policy are as follows: 
 
* To identify pupils with special educational needs and disabilities and ensure that their 
needs are met 

*To ensure that children with special educational needs and disabilities participate in all the 
activities of the school 
*To ensure that all learners make the best possible progress 
*To ensure parents are informed of their child’s needs and provision and that there is 
effective communication between parents and school  
*To ensure that learners express their views and are fully involved in decisions which affect 
their education  
*To promote effective partnership and involve outside agencies when appropriate. 
 

7.2 The success of the school’s SEN policy will be judged against the aims set out above. The 
Head Teacher and governing board (representing the Proprietor) will ensure that it makes 
appropriate educational provision for all pupils identified as in need of it. The Accessibility 
Plan is reviewed every two years by the Head and Governors. 
 

7.3 The school seeks to uphold these fundamental principles, in line with the SEND Code of 
Practice (updated 30 April 2020):   
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● To enable all children to have full access to all elements of a broad, balanced and relevant 
education and extra-curricular activities.  

● To educate pupils with SEND alongside their peers within the normal curriculum.   
● To provide quality teaching that is differentiated, inclusive and personalised appropriately so 

that barriers to learning can be removed and pupils can reach their full potential, experience 
success and enhance their self-esteem in an environment which accepts and values them as 
individuals.   

● To offer an educational provision that is additional and different where needed, either 
classroom based or through individual or small group sessions, deploying staff and resources 
flexibly to meet identified needs. Pupils, wherever possible will be educated in their own 
class group and only withdrawn from the classroom where additional specialist teaching is 
considered essential to provide skills and strategies to enhance their performance.  

● To ensure that each child receives an equal opportunity (see Equal Opportunities policy).  
● To have high ambitions and set stretching targets, tracking and reviewing children’s progress 

towards these goals.  
● To ensure that pupils and their parents have a voice in this process and are involved in 

decision-making regarding the pupil’s education, including target setting and reviewing.   
● To monitor the pupils’ needs and review progress using best practice and evidence-based 

material, provided by classroom teachers and the SENCO.   
● To ensure early identification of needs and early intervention to support them.   
● To promote positive outcomes in the wider areas of personal and social development.   
● To make clear the expectations of all partners in the process – SENCO, staff, parents and 

pupils: the continued progress of pupils with SEND is the responsibility of all staff.  Where 
appropriate, to work in close liaison with the local authority, to improve outcomes for 
children with SEND or disabilities, and in a very small minority of cases, developing EHC 
(Education, Health and Care) plans for pupils where necessary.   

● To ensure that all staff have a clear understanding of the responsibility for Special 
Educational Needs, Learning Difficulties and /or Disabilities, making sure that all staff 
training is provided to facilitate pupil’s individual needs.  There will be schemes of work in 
place, a recording system, IEPs where needed and regular monitoring of each child’s 
progress. 

 

8 The role of the SENCO 

8.1 The named SENCO for the school and nursery is Mrs Elisabeth da Silva. She is supported by 
the Assistant Head for Teaching and Learning. A member of the teaching staff, Mrs C Sawyer, 
is designated as the SEND Teaching Assistant (TA), and works in consultation with the SENCO 
in order to provide appropriate additional support for SEND pupils.  

 
8.2 The key responsibilities of the SENCO include: 

 
● Overseeing the day – day operation of the school’s SEND policy 
● Liaising with and advising fellow teachers 
● Managing SEND TAs 
● Coordinating provision for pupils with special educational needs 
● Overseeing records on all pupils with special educational needs 
● Liaising with parents 
● Contributing to in-service training of staff 
● Liaising with external agencies 
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9 Identification, Assessment and Provision of Special Educational Needs 

 
9.1 The school is committed to early identification of special educational needs and adopts a 

graduated response to meeting special educational needs in line with the Code of Practice 
2015. A range of evidence is collected through assessment and monitoring arrangements: if 
this suggests that the learner is not making the expected progress, the class or subject teacher 
will consult with the SENCO in order to decide whether additional and / or different provision 
is necessary. 

9.2 There is no need for pupils to be registered or identified as having special educational needs 
unless the school is taking additional or different action. Pupils who have disabilities and /or 
special needs will be recorded on the school’s SEND register. 

9.3 Provision/action that is additional to, or different from that available to all, will be recorded 
in an IEP (Individual Education Plan). This will be written by the class teacher in consultation 
with the SENCO, pupil, parents /carers and other relevant teachers. It may also involve 
consultation and advice from external agencies/ specialist services e.g Speech and Language 
Therapists. 

9.4 The IEP will set targets for the pupil and will detail: 
● the short-term targets set for, or by the child 
● action plan /teaching strategies to be used 
● suggested classroom support 
● the provision to be put in place 
● when the plan is to be reviewed 

 
9.5  The IEP will be reviewed three times per year (September, February and May) and the 
outcomes / exit criteria will be recorded. Pupils will participate in the review process according to their 
age and abilities.  
Parents / carers will also be invited to participate in the target-setting and review process. 
Records of IEPs and other individual pupil information, such as the register, will be stored on our 
password-protected MIS system or the secure files on the school’s Google Drive. 

 
9.6 Further provision - Provision for school trips or events that is additional to, or different from, 
that available to all, will be outlined on the risk assessment for the outing as necessary. Risk 
assessments may be deemed necessary for particular on-site activities. 
Special arrangements for exams and tests e.g. extra time, one to one support will be provided as 
necessary. 
 
9.7  If it is deemed that the school cannot meet the needs of an existing pupil because the child 
may be unable to access our curriculum or because we do not have the specialist facilities to meet 
his/her needs, we may suggest that it would be in the best interests of the child for them to be placed 
in a more suitable setting. In this case, parents would be informed with the notice required to make 
alternative arrangements. 
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10 Procedures to follow for the identification of pupils with SEND at Collingwood 
School  

Also see Appendix 1 - SEND identification and provision pathway. 

10.1 School Support 

● An expression of concern by teacher/ parent that child is having difficulty with some aspect 
of learning, or evidence from assessment or from external benchmarking that a child is not 
making sufficient progress.  

● Observation by appropriate teaching staff is made, if deemed necessary, to help identify 
specific difficulties 

● Make parents aware of action to be taken 
● Fill in appropriate form to focus on area of concern.  
● Place pupil on SEND register at School Support level 
● SENCO to consult with class/ subject teacher to identify ways of giving additional support 
● Devise IEP, if necessary, to suit pupil’s needs. 
● SENCO and SEND TA to give additional support, if necessary 
● Monitor progress and review at least three times per year 
● Remove from register if special educational provision is no longer required 
● Remain on School Support if deemed necessary 

 
10.2 School Support Plus  

● Progress to School Support Plus if support from external agencies is required 
● Consult with parents / carers. Fill in appropriate form   
● New IEP drawn up, including involvement and proposed intervention from external 

agencies/ specialist services. 
● SENCO or specialist service to provide additional support out of class, in small group, or 

individually.   
● Return to School Support if sufficient progress is made  
● Remain on School Support Plus if deemed necessary 

  
10.3 EHC Plan (Education Health and Care Plan)  

 
10.4 Parents and the School have the right under section 36(1) of the Children and Families Act 

2014 to ask the local authority to make an assessment with a view to drawing up an EHC plan. 
The School will always consult with parents before exercising this right. If the local authority 
refuses to make an assessment, the parents (but not the School) have a right to appeal to the 
First-tier Tribunal (Special Needs and Disability). Where a prospective pupil has an EHC plan, 
we will consult the parents and, where appropriate, the local authority to ensure that the 
provision specified in the EHC plan can be delivered by the School. We will cooperate with the 
local authority to ensure that relevant reviews of EHC plans are carried out as required. The 
EHC Plan is to be reviewed annually - while this is the responsibility of the local authority, the 
school is committed to liaise with the appropriate authority at every stage to ensure the best 
possible provision for the child. 
 

10.5 Assistance in costs - Any additional costs that are needed to meet the requirements of the 
EHC plan, for example one to one support, specialist teaching/therapy or specialist equipment 
will need to be charged to the local authority if the local authority is responsible for the fees 
and our School is named in Section 1 of the EHC plan. In all other circumstances charges will 
be made directly to the parents unless the additional services can be considered to be a 
“reasonable adjustment” where no charge will be made, in accordance with the Equality Act 
2010. 
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10.6 Fees assistance - In some circumstances, when it is deemed by the local authority that the 

school is the most suitable place for a child with an EHC plan, the local authority will be 
responsible for the payment of the pupil’s school fees. The school will again liaise with the 
local authority to ensure that the suitable provision is made and the school will remain 
responsible on a day-to day basis for the implementation. 

 

11 Transferring to other schools 

11.1 When pupils are due to transfer to another phase, planning for this will be started in the 
year prior to the year of transfer. The SENCO will liaise with the SENCO of the secondary 
schools serving the area to ensure that effective arrangements are in place to support pupils 
at the time of transfer.  When pupils move to another school their records will be 
transferred to the next school within 15 days of the pupil ceasing to be registered, as 
required under the Education (Pupil Information) Regulations 2000. The required secure 
transfer of data records will be made. 

 

 

 

12 Complaints Procedures and further advice 

12.1 The School’s complaint procedures are set out in the relevant policy and procedures. The 
child’s class teacher will work closely with parents at all stages in his education and should 
be the first port of call, in case of any difficulty. Parents of pupils with SEN or disabilities 
whose concerns cannot be resolved by the usual school procedures can request 
independent disagreement resolution.  

12.2 The Head / SENCO makes an annual review of training needs for all staff involved with SEN 
teaching taking into account school priorities as well as personal professional development.  

12.3 The SEND register will be updated regularly to take account of changes to needs of SEND 
pupils. All appropriate staff will have access to IEPs and any other information necessary to 
help them support SEND pupils in class,  

12.4 If requested, the school will provide information about Sutton Information, Advice and 
Support Service (SIASS) to all parents of children with special educational needs.   Parents of 
any pupil identified with SEN may contact the (SIASS) for independent support and advice.  

12.5 External support services play an important part in helping the school identify, assess and 
make provision for pupils with special education needs and disabilities. The school may seek 
advice from specialist advisory teaching services for children with sensory impairment or 
physical difficulties.  

 

12.6  Information sharing and parent involvement 

● Parents are asked to provide the School with a copy of any report or 
recommendations which have been made in relation to special educational needs at 
their child's previous school or elsewhere within the last 12 months.  Confidential 
information of this kind will only be shared within the School on a "need to know" 
basis.   

● The School will do all that is reasonable to report and consult with parents about 
their child's learning difficulties and to ensure that teachers are given any necessary 
information about a child's learning difficulties and that teaching practices are 
appropriate.   
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● Parents should notify the School immediately if their child's progress or behaviour 
causes concern so that the School can devise and agree a strategy with the parents. 

12.7 Parents bear the overall responsibility for taking decisions about the management of their 
child's learning difficulties.  A parent who would prefer to have a formal assessment instead of 
additional specialist teaching or learning support should make arrangements accordingly with 
the School or outside, as appropriate.  In these circumstances parents must ensure that the 
School is given copies of all advice and reports received. 

12.7.1 Any safeguarding concerns will be dealt with in accordance with the procedures set out in 
the School's safeguarding and child protection policy and procedures. 

12.8 Disability  

12.8.1 The School recognises that some pupils with special education needs or learning difficulties 
may also have a disability  

12.8.2 The School will make all reasonable adjustments in order to afford opportunity to disabled 
pupils.  However if, despite such adjustments, the School is unable to provide adequately for 
the pupil's needs, the School may decline to offer a place to a pupil or request that parents 
withdraw their child from the School. 

 

13 Risk assessment 

13.7 Where a concern about a pupil's welfare is identified, the risks to that pupil's welfare will be 
assessed and appropriate action will be taken to reduce the risks identified.  

13.8 The format of risk assessment may vary and may be included as part of the School's overall 
response to a welfare issue, including the use of individual pupil welfare plans (such as 
behaviour, healthcare and education plans, as appropriate).  Regardless of the form used, the 
School's approach to promoting pupil welfare will be systematic and pupil focused. 

13.9 The Proprietor has overall responsibility for ensuring that matters which affect pupil welfare 
are adequately risk assessed and for ensuring that the relevant findings are implemented, 
monitored and evaluated. 

13.10 Day to day responsibility to carry out risk assessments under this policy will be delegated to 
the Head who has been properly trained in, and tasked with, carrying out the particular 
assessment. 

14 Record keeping 

14.7 All records created in accordance with this policy are managed in accordance with the 
School's policies that apply to the retention and destruction of records. 

14.8 The records created in accordance with this policy may contain personal data.  The School 
has a number of privacy notices which explain how the School will use personal data about 
pupils and parents.  The privacy notices are published on the School's website.  In addition, staff 
must ensure that they follow the School's data protection policies and procedures when 
handling personal data created in connection with this policy.  This includes the School's  data 
protection policy and information security policy. 
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15 Version control 

Date of adoption of this policy September 2021 

Date of last review of this policy September 2023 

Date for next review of this policy September 2024 

Policy owner (SMT) Leigh Hardie 

Policy owner (Proprietor) Amit Mehta 
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