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Special Educational Needs Policy 

 
This is a whole-school policy which includes the Early Years Foundation Stage 

 
 

1. Introduction 
 

This policy was reviewed and updated in September 2026 in line with the new SEN Code of Practice  
0-25 (updated May 2015). 

  
The terminology used at St. Helen’s College to describe children with Special Educational Needs is CAN 
(Children with Additional Needs). This terminology reflects our whole school approach towards ‘Growth 
Mindset’. 

 
St. Helen’s College provides a broad and balanced curriculum for all children. A structured curriculum 
aligned to the National Curriculum is our starting point for planning that meets the specific needs of 
individuals and groups of children. When planning, teachers set suitable learning challenges and 
respond to children’s diverse learning needs with Quality First Teaching and the Graduated Approach 
(Assess, Plan, Do, Review). Some children have barriers to learning that mean they require particular 
action to be taken by the school and/or outside agencies. 

 
These requirements are likely to arise because of a child having special educational needs. Teachers 
take account of these requirements and make provision to support individuals or groups of children and 
thus enable them to participate effectively in curriculum and assessment activities. Such children may 
need additional or different help from that given to other children of the same age. 

 
Children may have special educational needs either throughout or at any time during their school 
career. This policy is aimed to ensure that curriculum planning and assessment for children with special 
educational needs take account of the type and extent of the difficulty experienced by the child. 

 
Aims and Objectives 
 

The aims of this policy are:  
➢ To ensure that the special educational needs of children are identified, assessed and provided for. 

➢ To make clear the expectations of all partners in the process. 

➢ To identify the roles and responsibilities of staff in providing for children’s special educational needs. 
➢ To enable all children to have full access to all elements of the school curriculum. 

➢ To ensure that our children have a voice in this process. 
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Educational inclusion 
 

We aim to offer excellence and choice to all our children, whatever their ability or needs. We have high 
expectations of all our children. We aim to achieve this through the removal of barriers to learning and 
participation. We want all our children to feel that they are a valued part of our school community. 
Through appropriate curricular provision, we respect the fact that children: 

➢ have different educational and behavioural needs and aspirations; 

➢ require different strategies for learning; 
➢ acquire, assimilate and communicate information at different rates and 

➢ need a range of different teaching approaches and experiences.  
 

 
As a team, the staff respond to children’s needs by: 

➢ providing support for children who need help with communication, language, literacy and 
computation; 

➢ planning to develop children’s understanding using all available senses and experiences and 

➢ planning for children’s full participation in learning, and in physical and practical activities. 
 

 
Special educational needs 
 

There is a specific definition of special educational needs (SEN) found in section 20 of the Children and 
Families Act 2014. Please see Appendix A for this.  

 
Many of the children join St. Helen’s College at the Early Years stage. Most others have attended an 
Early Years setting. Children in the EYFS attend 'play and stay sessions' so that we can see them 
interact with their parents and other peers. We use this knowledge along with information from their 
previous setting (if they attended one) to provide starting points for the youngest children. Children in 
Key Stages 1 and 2 are formatively assessed when they first join the school, so that we can build upon 
their prior learning. We use this information to provide starting points for the development of an 
appropriate curriculum for all our children. 
 

 
The process for identification, assessment and review of SEN at St. Helen’s College can be found in 
Appendix B.  

 
 
Responsibilities 
 

The SENCo: 

➢ manages the day-to-day operation of the policy; 

➢ arranges the meetings with teachers and ensures they are recorded; 
➢ ensures the CAN List is kept up to date; 

➢ ensures the Pupil Passports/My Support Plans/EHCPS are reviewed and updated; 
➢ meets with parents and class teachers as requested when a child experiences difficulties or 

interventions are tried in the line with the CAN Process timeline; 

➢ creates the documentation for year groups interventions and ensures that teachers and TALAs 
maintain/update this at the point of entry and exit; 

➢ meets with parents and class teachers as requested at School Support stage when a Pupil 
Passport/ My Support Plan/EHCP is created; 

➢ meets with parents and class teacher to discuss using an iSNAP/SNAP assessment to find out 
further areas of strength and weaknesses; 

➢ administers the SNAP testing and creates the SNAP reports; 

➢ meets with parents and class teacher when a referral to outside agency is needed, providing 
parents with a list of previously used assessors; 

➢ ensures that all documentation required by outside agencies is completed and submitted; 
➢ liaises with parents and supports with applications for ‘Early Support Funding’;  

➢ liaises with parents about applying for an EHCP assessment; 
➢ completes the paperwork in collaboration with the parents for an EHCP assessment and/or EHCP 

appeal; 

➢ meets with parents and all other concerned parties if an EHC Plan is in place: 

https://sthelenscollegehillingdon.sharepoint.com/:b:/s/TeachingStaff/IQD99iATs41nSokEQ5INhHwHAUxM1jCuJp2MYEuM5IT_8H8?e=XKO9BG
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➢ is responsible for the Annual Review of an EHC Plan; 

➢ Is responsible for reviews of My Support Plans and EHCP, Provision Maps and EHCP descriptors; 
➢ acts as a link with outside agencies and other support services; 

➢ manages the in-house Assessment Access Arrangements list and ensures that teachers and 
TALAs refer to this when completing class assessments throughout the year; 

➢ coordinates and writes the applications for access arrangements for outside testing such as 11+ 
(for Bucks/Slough Consortium/South West Herts Consortium) and other Independent school 
assessments; 

➢ works with the Deputy Head Academic to arrange and implement any 11+ testing which is allowed 
at school; 

➢ monitors and evaluates the special educational needs provision; 

➢ seeks to provide appropriate resources to use to support the child’s identified need; 
➢ is responsible for the operational management of the specified and agreed resourcing of special 

needs provision within the school, including the provision for children with an EHC Plan; 

➢ ensures all SEN records are up to date and on the school ICT network; 

➢ provides training/raises awareness of teachers and finds and encourages professional 
development of TALAs; 

➢ coordinates termly Pupil Progress meetings including creating the forms for staff to complete; 
➢ updates CAN Tracker termly after Pupil Progress meetings have taken place.  

 
The Form Teacher: 

➢ discusses the needs of their class at the termly discussion meeting with the SENCo, SLT and Key 
Stage Co-ordinators which will include children they have concerns about; 

➢ identifies a child who is showing significant learning needs; 
➢ reviews their Quality First Teaching using the Assess, Plan, Do, Review cycle against that child’s 

learning and needs; 

➢ completes ‘ Teacher-led Evidence-based Checklst’, monitors impact, updates and reviews and 
parents; 

➢ raises the child’s needs using the Raising Concern  form and discusses this with the SENCo and 
parents; 

➢ determines block of intervention required, implements, records entry and exit data, monitors impact 
and reviews with parents and SENCo;  

➢ is responsible for writing and maintaining the Pupil Passport/ My Support Plan in consultation with 
other teachers and the SENCo and TALAs, with (SMART) Specific, Measurable, Achievable, 
Realistic, Time-bound targets/outcomes; 

➢ reviews the Pupil Passport/ My Support Plan prior to the termly Pupil Progress meetings with 
SENCos, SLT and Key Stage Coordinators; 

➢ shares the updated Pupil Passport/My Support Plan with the parents each term and agrees any 
parental support; 

➢ annually reviews EHCP targets with the SENCO and attends review meetings with the SENCO, 
parents and other relevant parties; 

➢ involves the child as much as possible at an appropriate stage/age; 
➢ disseminates Pupil Passport/My Support Plan to appropriate teachers/TALAs at the beginning of 

each term; 

➢ completes Pupil Progress forms ready for the termly Pupil Progress meetings with SENCOs/SLT 
and Key Stage Coordinators, recording relevant assessment outcomes and analysing these to 
define child specific, group or whole class learning needs more precisely; 

➢ reads and reviews the CAN List when it is revised; 
➢ reads all Pupil Passports/My Support Plans of children they will be teaching that year as soon as 

possible in September (if not earlier); 

➢ provides TALAs with up-to-date half-term plans and any specific requests for individual lessons for 
children with SEN; 

➢ Discuss with TALAs Outside Agency support/strategies and how to implement them;  
➢ discuss SEN children with TALAs on a lesson/daily basis and what support is needed; 

➢ oversee TALAs delivery of interventions they have been given to carry out. 
 
The TALA: 

➢ communicates regularly with the teachers they are supporting to ensure they know what is expected of 
them in each lesson; 

https://sthelenscollegehillingdon.sharepoint.com/:w:/s/TeachingStaff/IQCzOvMKOk0tTbW9-iMlZkDpAYJ6POTctr0ugOE_RW_Tpao?e=vegQBc
https://sthelenscollegehillingdon.sharepoint.com/:w:/r/sites/TeachingStaff/_layouts/15/Doc.aspx?sourcedoc=%7B6b2562e2-be13-4057-9581-88d20c0f8a3d%7D&action=edit&wdPreviousSession=c627db63-497d-03f0-227f-425da0895531
https://sthelenscollegehillingdon.sharepoint.com/:w:/r/sites/TeachingStaff/_layouts/15/Doc.aspx?sourcedoc=%7B1c0b97a3-6e87-4837-ab2b-b22a00316e39%7D&action=edit&wdPreviousSession=3fa66679-8b93-33e7-5a01-ac9124983b8d
https://sthelenscollegehillingdon.sharepoint.com/:w:/r/sites/TeachingStaff/_layouts/15/Doc.aspx?sourcedoc=%7B8af055b4-c711-4552-b754-354c20e5ec0f%7D&action=edit&wdPreviousSession=aa5b1ac9-b0e8-cac8-33b1-eb5b2ead696c
https://sthelenscollegehillingdon.sharepoint.com/:w:/r/sites/TeachingStaff/_layouts/15/Doc.aspx?sourcedoc=%7B088f8f18-b54e-4f74-8046-7d5b2754d960%7D&action=edit&wdPreviousSession=253441f5-19a9-9e5a-c809-535a5ba43b43
https://sthelenscollegehillingdon.sharepoint.com/:w:/s/TeachingStaff/IQBRDLYQ1vQESbBPfXErKHC5AbW0tXJpZvZg_zanArJ2_8c?e=gSQn2e
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➢ demonstrates informed and efficient approaches to teaching and learning by adopting strategies to 
support the work of the teacher and increase achievement by pupils; 

➢ works with pupils either on a one to one, small group or larger group basis as advised by class teacher; 
➢ implements interventions where advised, including the completion of online paperwork for this; 

➢ access, read, understand and implement strategies/advice from My Support Plans/Pupil Passports/ 
EHCPs, SNAP and WellComm reports and any outside agency reports especially those with diagnoses 
attached; 

➢ contribute to termly Pupil Progress forms for any child/class they support; 

➢ read through the completed termly Pupil Progress forms; 
➢ contributes to effective assessment and planning in liaison with the teacher, subject teachers and 

SENCo; 

➢ communicates effectively and sensitively with pupils to support their learning and 
➢ keeps records as directed by the teacher or SENCo. 

 

 
Assessment 
 

The SENCo, SLT members, Key Stage Coordinators and class teacher have a termly discussion 
meeting regarding the needs of the class, and particularly any outcomes of assessment. This discussion 
is recorded through the Pupil Progress meeting forms which can be located on SharePoint and any child 
discussed is monitored until it is either no longer deemed necessary or further action needs to be taken, 
an overview of which can be seen in the CAN Tracker on SharePoint. 

 
Early identification is vital. The class teacher informs the parents at the earliest opportunity to alert them 
to concerns and to enlist their active help and participation. 

 
For all pupils, class assessment and observations are used in the first instance. If, having followed the 
CAN Process to the appropriate point, no improvements have been made, class teachers complete a 
‘Raising the Concern Form’ which they then discuss with the SENCo. Further strategies are tried at this 
point.  
 
If there still appears to be no improvement, the class teacher and SENCo may feel an  iSNAP/ SNAP 
test could be appropriate. In this case it will be used as well. A SNAP profile of the child will be created, 
along with school and home reports which reflect the key areas to work on along with strategies to 
support both in class and at home. There are three SNAP Test options: Spld (Specific Learning 
Difficulties), B (Behaviour) and Maths. One, two or all these SNAP Tests could be administered, 
depending on the child.  

 
The class teacher and SENCo assess and monitor the children’s progress in line with existing school 
practices. This is an ongoing process.  

 
If no real progress is made, formal assessment by an Educational Psychologist, Clinical Psychiatrist or 
other appropriate outside agency may be deemed necessary and advice will be given to the parents. 
 
If further support is required after this, which the school cannot accommodate within its resources, the 
parents will be advised to seek local authority support. Needs will be assessed by the local authority on 
application and measures taken accordingly. 
 
If, after this time, there are still concerns/progress is still unattainable/all known strategies have been 
tried the SENCO, in consultation with the parents, will apply to the local education authority to begin the 
process of requesting an EHCP (Education Health Care Plan) assessment. 

 
 
Access to the curriculum 
 
                 All children have an entitlement to a broad and balanced curriculum, which enables them to: 

➢ understand the relevance and purpose of learning activities and 

➢ experience levels of understanding and rates of progress that bring feelings of individual 
success and achievement. 

 
Teachers use a range of strategies and teaching methods to meet children’s individual educational 
needs. Lessons have clear learning objectives, we set work appropriately and we use assessment to 
inform the next stage of learning. 

 

https://sthelenscollegehillingdon.sharepoint.com/:b:/s/TeachingStaff/IQD99iATs41nSokEQ5INhHwHAUxM1jCuJp2MYEuM5IT_8H8?e=OgLcWN
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Pupil Passports/My Support Plans/EHCPs, which employ a small-steps approach, feature significantly 
in the provision that we make in school. By breaking down the existing levels of attainment into finely 
graded steps and targets, we ensure that children experience success. All children on the CAN List have 
either a Pupil Passport, My Support Plan or EHCP. 

 
We support children in a manner that acknowledges their entitlement to share the same learning 
experiences that their peers enjoy. We provide a range of support both in class and outside. On these 
occasions this can be both group support and one-one tuition. 

 

 
Partnership with parents 
 
            The school works closely with parents in the support of those children with special educational 
 needs and disabilities. Parents have much to contribute to our support for children with special  
 educational needs. We encourage an active partnership through ongoing dialogue with parents. 
 

Class teachers have regular meetings to share the progress of special needs children with their parents, 
introducing and reviewing Pupil Passport/My Support Plan targets/outcomes on a termly basis. Parents 
have access to a copy of these targets/outcomes either on paper or electronically depending on their 
preference. 

 
Class teachers and SENCOs discuss with the parents any interventions and work with them to 
implement any strategies and recommendations made. 
 
The school's SEN Policy and SEN Information report are published on the school website for parents.  
 

 
Pupil participation 
 

We encourage children to take responsibility and to make decisions. This is part of the culture of our 
school and relates to all children. 

 
Children are increasingly being involved at an appropriate level in providing information about 
themselves and setting targets in their Pupil Passports/My Support Plans/EHCPs. Children are 
encouraged to make judgements about their own performance against their targets and then discuss 
new targets set with them. 
 
Key Stage 2 pupils are encouraged to be open about any diagnoses and when they feel 
comfortable/would like to, can discuss their needs with their peers. 
 
There are also opportunities for Year 6 pupils to share information about different types of SEN 
(including their own needs if they wish) with the other children in Upper School for example through 
assemblies. 

 

 
 Review 
 
 The SEN policy is reviewed annually.  
 
 

Author(s) DH, NJM 
Date September 2026 
Review Frequency 1 Year 
Next Review September 2027 
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Appendix A 
 

Definition of Special Educational Needs 
 
 
Section 20 of the Children and Families Act 2014 defines special educational needs (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 them. A child of compulsory school age or a young person has a 
learning difficulty or disability if they: 

a. have 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 sense of educational 
facilities of a kind generally provided for others of the same age in mainstream schools 
or mainstream post-16 institutions.  

❏ 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. 

 
 
 

 
The SEN Code of Practice 2014 (Sections 6.28-6.35) describes the 4 broad categories of need as follows: 
 

❏ Communication and Interaction 

❏ Cognition and Learning 
❏ Social, emotional and mental health difficulties 

❏ Sensory and/or physical needs 
 
 

 
There are other factors that are not SEN but which may impact on progress and attainment. These are: 
 

❏ Disability (the Code of Practice outlines the ‘reasonable adjustment’ duty for all settings and schools 
provided under current Disability Equality legislation - these alone do not constitute SEN) 

❏ Attendance and Punctuality 

❏ Health and Welfare 
❏ EAL 

❏ Being in receipt of Pupil Premium Grant 

❏ Being a Looked After child 
❏ Being a child of a serviceman/woman 
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Process of identification, assessment and review of SEN at St. Helen’s College  
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