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This policy complies with the statutory requirement laid out in the SEND Code of Practice: 0 – 25 
Years (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 Years (July 2014)  
• Schools SEN Information Report Regulations (2014)  
• Statutory Guidance on Supporting pupils at school with medical conditions (April 2014) 
• The National Curriculum in England Key Stage 1 and 2 framework document (September 2013) 
• Safeguarding Policy  
• Accessibility Plan  
• Teachers Standards (2012) 

 
 
1. Introduction 
This policy details how St Vincent de Paul School will ensure that the necessary provision is made 
for any pupil who has Special Educational Needs or Disabilities, so that their needs are met, 
enabling them to access all areas of the curriculum.  
 
At St Vincent de Paul, we want all of our children to feel that they are a fully-included and valued 
member of our school community, no matter what their special educational needs or disabilities 
may be. We are a fully inclusive school and recognise that all children are unique individuals. All of 
our staff are committed to ensuring that every child meets their potential, by providing equal 
opportunities for all within our school, regardless of race, faith, gender or capability. We aim to 
achieve this through ‘Quality First Teaching’ and the removal of barriers to learning and 
participation.  
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Through the partnership of church, school and home, our curriculum promotes the development of 
the whole child as a learner.  
 
An ethos of self and mutual respect and a caring and non-judgmental attitude is promoted 
throughout the school. All staff safeguard the needs of pupils, including those with SEND, and are 
involved in mitigating the risk of bullying of vulnerable learners. Our weekly briefings raise pupils of 
concern and any difficult relationships. Specific approaches are also taken by the school to address 
particular needs and situations e.g. pupils with ASC, social communication difficulties and the use 
and understanding of social media. Our Anti-bullying and Harassment and E-Safety policies are 
available on the school website.  
 
Through appropriate curricular provision, we respect and acknowledge that children:  

- have different educational and behavioural needs and aspirations;  
- require different strategies for learning and participation;  
- acquire, assimilate and communicate information at different rates;  
- need a range of different teaching approaches and experiences. 

2. Aim 
St. Vincent de Paul School as a community reflects and celebrates the diversity of Christ's kingdom, 
where the able and the gifted can learn from those with disabilities or learning difficulties of 
whatever order. Our commitment is to the needs of every child and this policy addresses our 
responsibility for those children with special educational needs whether long or short term, related 
to physical, emotional or social difficulties, or learning needs. We aim to give witness to the 
Diocesan Statement on Special Educational Needs and to be partners with parents who are the first 
educators of their children.  
 

"There is a variety of gifts but always the same Spirit; there are  
all sorts of service to be done, but always to the same Lord; working  
in all sorts of different ways in different people, it is the same God  
who is working in all of them. The particular way in which the spirit  
is given to each person is for a good purpose." (1 Corinthians 12: 4-7)  
 

3 - Objectives 
We wish to raise the aspirations of and expectations for all pupils with SEN, with a clear focus on 
outcomes for children and young people which goes beyond the planning of provision/support. We 
will ensure the delivery of this overall aim through ensuring the following objectives are met:  
 
• To identify and provide for pupils who have special educational needs and additional needs.  
• To work within the guidance provided in the SEND Code of Practice 2015.  
• To operate a ‘whole pupil, whole school’ approach to the management and provision of support 
for special educational needs.  
• To provide a Special Educational Needs Co-ordinator (SENCo) who will work with the SEND Policy. 
• To provide support and advice for all staff working with special educational needs pupils.  
• To develop and maintain partnership and high levels of engagement with parents.  
• To ensure access to the curriculum for all pupils. 
 
4 – Definition of Special Educational Needs 
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 
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generally provided for others of the same age in mainstream schools or mainstream post-16 
institutions. (SEND Code of Practice 2015)  
 
For children aged two or more, special educational provision is educational or training provision that 
is additional to or different from that made generally for other children or young people of the same 
age by mainstream schools, maintained nursery schools, mainstream post-16 institutions or by 
relevant early years providers.  
 
The SEND Code of Practice 2015 identifies the following 4 broad categories of need:  
• Communication and Interaction  
• Cognition and Learning  
• Social, mental emotional health  
• Sensory and/or physical disability  
 
These four broad areas give an overview of the range of needs that should be planned for. The 
purpose of identification is to work out what action the school needs to take, not to fit a pupil into a 
category. In practice, individual children or young people often have needs that cut across all these 
areas and their needs may change over time. At St Vincent de Paul School we identify the needs of 
pupils by considering the whole child, not just the special educational needs of the child or young 
person.  
 
Other factors which are not classed as SEN may have impact on progress and attainment:  
• 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  
• English as an additional language (EAL)  
• Being in receipt of the pupil premium  
• Being a looked-after child  
• Being a child of serviceman/ woman  
 
Identifying behaviour as a need is no longer an acceptable way of describing SEN. Any concerns 
relating to a child or young person’s behaviour should be explored and described as an underlying 
response to a need which we can recognise and identify through our knowledge and understanding 
of the unique child.  
 
Identifying and assessing SEN for children or young people whose first language is not English 
requires particular care. We look carefully at all aspects of a child or young person’s performance in 
different areas of learning and development or subjects to establish whether lack of progress is due 
to limitations in their command of English or if it arises from SEND. Difficulties related solely to 
limitations in English as an additional language are not SEN. 
 

5 – Roles and Responsibilities 
Senco 
The SENCo for St Vincent de Paul School is Mrs Michelle Curry.  Mrs. Sherry (INCo) is responsible 
for the inclusion and equality of opportunity of all learners in the school (including Pupil Premium, 
Looked After Children and children with medical needs) and is a member of the senior leadership 
team.  

Both Mrs Curry and Mrs. Sherry can be contacted via the school office (01438 729555) or by email: 
mcurry@stvincent.herts.sch.uk; rsherry@stvincent.herts.sch.uk. Both teachers hold the National 
Award for SEN Coordination (NASENCo).  
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The key responsibilities of the SENCo include: 

• Co-ordinating provision for children with SEND. 
• Liaising with the relevant Designated Teacher where a looked after pupil has SEND. 
• Liaising with and advising staff, including class teachers and support staff. 
• Monitoring provision for and progress of children with special educational needs. 
• Advising on the deployment of the school’s delegated budget and other resources to meet 

pupils’ needs effectively. 
• Liaising with parents of pupils with SEN. 
• Liaising with early years providers, other schools, educational psychologists, health and 

social care professionals, and independent or voluntary bodies. 
• Being a key point of contact with external agencies, especially the local authority and its 

support services. 
• Liaising with potential next providers of education to ensure a pupil and their parents are 

informed about options and a smooth transition is planned. 
• Working with the head teacher and school governors to ensure that the school meets its 

responsibilities under the Equality Act (2010) with regard to reasonable adjustments and 
access arrangements. 

• Ensuring that the school keeps the records of all pupils with SEND up to date. 
 

Designated Person for Safeguarding 
Mr White is the Designated Person for Safeguarding and Mrs Sherry, Mrs Hargrave, Mrs Blythe and 
Mrs Curry are the Deputy Designated Senior Persons. 

The Governing Body 
The school has an SEND governor who has a strategic role to ensure that SEND pupils get quality 
provision. Our SEND Governor is Mrs Geraldine Cartwright. She chairs the Safeguarding committee, 
meets with the SENCo termly and monitors the provision of SEND through reports and visits to the 
school. She reports annually to the governing body on the provision for SEND within the school and 
attends relevant training. 
 
Class Teachers 
All teachers are teachers of children with special educational needs and disabilities. As such, 
teachers are held accountable for the progress of all their pupils. 
 
Teachers plan a carefully differentiated curriculum and make suitable adaptations for children with 
particular needs with the aim of enabling them to access the National Curriculum and to develop 
social and personal skills.  
 
Teachers plan, provide and review personalised provision plans, write class provision maps, attend 
review meetings and provide reports for annual reviews.  
Whilst carrying out these responsibilities, class teachers work closely with parents/carers, support 
staff and Senco. 
 
Support Staff 
Teaching assistants work under the direction of the class teachers, Mrs Curry and Mrs Sherry to 
support individual children throughout the day in school or in the delivery of specific, specialised 
programmes.  
 
They carry out pre and post intervention assessments and maintain records against the delivery of 
these interventions as required.  
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External Support 
The school links with a wide range of support services including: 

• Speech and Language Therapist 
• Educational Psychologist 
• Occupational Therapist 
• School Nurse 
• Hospital specialist 
• Visual Impairment/Hearing Impairment/Neurological teams 
• Physiotherapist 
• Child and Adolescent Mental Health Services 
• Social Services 

 
6 - A Graduated Approach to SEN Support  
This is the process by which our school identifies and manages children and young people with 
SEND. Our approach is based on the principles set out in the Code of Practice 2015 and they are 
designed to support:  
• The participation of children, their parents and young people in decision- making.  
• The early identification of children and young people’s needs and early intervention to support 
them.  
• Greater choice and control for young people and parents over support.  
• Collaboration between education, health and social care services to provide support.  
• High quality provision to meet the needs of children and young people with SEN.  
• A focus on inclusive practice and removing barriers to learning. Provision for children with SEND is 
a whole school matter.  
 
The Governing Body, SENCo and all other members of staff have important day-to-day 
responsibilities. We have a number of children with SEND at St Vincent de Paul School, so the 
majority of classes have children who require additional support and the SENCo and teaching staff 
communicate regularly to ensure we are meeting those needs. We value that it is a whole school 
responsibility and aim for every child to reach their full potential through necessary interventions or 
personalised provision (as outlined on our class provision maps). 
 
At our school we have a continuous cycle of planning, teaching and assessing which takes account 
of the wide range of abilities of our children. The SENCo and the child’s class teacher will then use 
this information to:  
• Provide starting points for the development of an appropriate curriculum.  
• Identify and focus attention on action to support the child within the class.  
• Use the assessment processes to identify any learning difficulties.  
• Ensure continuous observation and assessment provide regular feedback about the child’s 
achievements and experiences to form the basis for planning the next steps of the child’s learning.  
• Involve parents in implementing a joint learning approach at home.  
• Identify the need for any necessary referrals to have additional services to support the child.  
 
The Code of Practice suggests that pupils are only identified as SEN if they do not make adequate 
progress once they have had all the relevant interventions/ adjustments and good quality 
personalised teaching. In our school all pupils have access to quality first teaching on a daily basis 
and the role of the class teacher is to provide appropriately for all their pupils. High quality 
teaching, differentiated for individual pupils, is the first step in responding to pupils who have or 
may have SEN. Additional intervention and support cannot compensate for a lack of good quality 
teaching.  
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Teachers are responsible and accountable for the progress and development of all of the pupils in 
their class, including where pupils access support from teaching assistants or specialist staff. Our 
school regularly and carefully reviews the quality of teaching for all pupils, including those at risk of 
underachievement. This includes reviewing and, where necessary, improving teachers’ 
understanding of strategies to identify and support vulnerable pupils and their knowledge of the 
SEN most frequently encountered.  
 
When a pupil has received normal classroom interventions and has made no or little progress the 
teacher and SENCo consider all of the information gathered from within the school about the pupil’s 
progress, alongside national data and expectations of progress. This includes high quality and 
accurate formative assessment, using effective tools and early assessment materials.  
 
For higher levels of need, the school draws on more specialised assessments from external agencies 
and professionals. If the school has concerns about the progress of a pupil it will notify the parents 
and discuss with them what strategies are being put in place to help their child. At this point 
parents can have some input into how their child is to move forward.  
 
A pupil is only placed on the SEN register after normal classroom interventions have been tried. 
There is a pattern to this process. Teachers assess the pupil and then plan interventions, 
adjustments and personalised provision. The interventions, adjustments and personalised provision 
are then carried out and reviewed to see if progress has been made.  
 
Details of the various levels of provision available within school can be found in our ‘School Offer’ 
which is our setting’s contribution to the Hertfordshire Local Offer (www.hertsdirect.org/localoffer). 
The school offer (‘SEN Information Report’), an SEND parent handout and a list of available 
provision can be found on the school website (and also as Appendices to this policy). 
 
7 - Monitoring Children’s Progress 
The school’s system for observing and assessing individual children provides information about 
areas where a child is not progressing as expected. Under these circumstances, teachers may need 
to consult the SENCo to consider what else might be done. This review may lead to the conclusion 
that the pupil requires help over and above that which is normally available within the particular 
class or subject. The key test of the need for action is evidence that current rates of progress are 
inadequate.  
 
8 - Managing pupils’ needs on the SEN register 
Lessons are differentiated to suit the needs of the children in the class and may include general 
support by the teacher or teaching assistant in class. The child’s class teacher will remain 
responsible for working with the child on a daily basis and for planning and delivering an 
individualised programme. In addition to quality first teaching, it may be necessary for a child to 
receive extra support in small groups or occasionally on a one to one basis.  
 
Where a child needs personalised, individual interventions, above and beyond that of normal 
classroom differentiation, they will be recorded on the school’s SEN register, under the category of 
support called ‘SEN Support’. In order to help children who have SEND, we will adopt a graduated 
response that recognises there is a continuum of special educational needs and disabilities, and 
bring in increasing specialist expertise to support learning.  
 
Every pupil cohort in every year will be different and provide a different profile of needs overall. 
Consequently arrangements will need to be personalised to meet a cohort’s needs. A key 
component of the ‘Assess – Plan – Do – Review’ cycle of graduated response means that the 
register of SEN Support may look different each term as teachers review the progress of each child 
and celebrate the success of additional provision that has significantly removed barriers to learning 
and improved achievement to the expected level.  
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When a class teacher or the SENCo identifies a child with possible SEN, the class teacher will 
provide interventions that are additional to those provided as part of the school’s usual 
differentiated curriculum. This will be detailed on the class provision map. The triggers for 
intervention will be supported by evidence about a child who despite being provided with 
differentiated learning opportunities:  
• makes little or no progress, even when teaching strategies are targeted particularly in a child’s 
identified area of weakness.  
• is working at levels substantially below that expected of children of a similar age. 
• shows signs of difficulty in developing literacy or mathematics skills which result in poor 
attainment in some curriculum areas. 
• has emotional difficulties which substantially and regularly interfere with the child’s own learning 
or that of the class group.  
• has sensory or physical problems and continues to make little or no progress despite the provision 
of specialist equipment.  
• has ongoing communication and/or interaction difficulties that impede the development of social 
relationships and cause substantial barriers to learning.  
 
Occasionally a child may need more specialist support from an outside agency as the Children’s 
Speech and Language Therapy Service, Educational Psychologist, etc. Referral forms are completed 
in conjunction with parents/ carers and the child, if appropriate, before being forwarded to the 
appropriate agency. Specialist involvement is sought where a child’s needs are felt to be significant 
and they have not responded to the interventions put in place. When children’s needs are identified, 
support and action is put in place as quickly as possible.  
 
Multi-agency support services will usually come to school to observe the child so that they can 
advise teachers on new strategies. They will provide more specialist assessments to inform planning 
and the measurement of a pupil’s progress, give advice on the use of new or specialist strategies or 
resources, and in some cases provide support for particular activities.  
 
When we seek the help of external support services, those services will need to see the child’s 
records in order to establish which strategies have already been employed and which targets have 
been set and achieved. The external specialist may act in an advisory capacity, or provide additional 
specialist assessment or be involved in teaching the child directly.  
 
We will record the steps taken to meet the needs of individual children and strategies employed to 
enable the child to progress will be recorded. Support is allocated according to the individual needs 
of a child. Parents will always be consulted and kept informed of the action taken to help the child, 
and of the outcome of this action. Regular discussions will take place between parents/ carers, 
children and staff regarding any special educational needs. These meetings allow all involved to 
review progress, discuss support and set targets. If a pupil is making sustained progress without 
any additional support then they are taken off the SEN Register. Once they have been removed 
they are still kept on a watch list to make sure that they continue to make progress.  
 
9- Provision Maps (Appendix C) 
Each class has a provision map, which records a profile of the cohort, the needs that have been 
identified and how to remove any key barriers to learning effectively, including the clear outcomes 
to be achieved within an agreed time frame. The teacher holds the responsibility for evidencing 
progress according to the outcomes described in the provision map.  
 
Interventions and strategies implemented to meet the needs of a child or group of children, that are 
additional to those provided as part of the school’s usual differentiated curriculum, will be detailed 
on the class provision map. The length of time of any intervention will vary according to need. 
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Interventions are regularly reviewed by all involved to ascertain the effectiveness of the provision 
and to inform future planning.  
 
The Provision Map will include information about:  
• The short-term targets set for a child or group of children.  
• The strategies to be used.  
• The provision to be put in place.  
• When the plan is to be reviewed  
• Outcomes (to be recorded when map is reviewed and evaluated).  
 
10 - Personalised Provision Plans (Appendix D) 
For children on the SEN Register, a ‘Personalised Provision Plan’ (PPP) will be written by the class 
teacher in conjunction with the SENCo, parents and where appropriate the child themselves.  
 
The PPP will only record that which is additional to, or different from, the differentiated curriculum 
and will focus on a number of specific strategies and interventions that match the child’s needs. The 
delivery of the strategies and interventions recorded in the plan continue to be the responsibility of 
the class teacher. These are reviewed termly and feed into pupil progress meetings.  
 
11 - Education Health and Care Plans (formerly Statements of Special Educational Needs)  
Statements of Special Educational Needs have now been replaced with Education, Health and Care 
plans (EHCP). EHC plans still have the same legal rights, entitlements and protections as a 
statement, but have a number of key differences, including:  
• A greater emphasis on representing families’ and children and young people’s views, wishes and 
aspirations for the future  
• A focus on all the child’s needs, including educational, health and care-related  
• A greater focus on the child or young person’s outcomes. Each outcome will be met through 
provision from education providers, health authorities, social care and any other agency or person 
supporting the child and family. Outcomes will look toward preparing the child or young person for 
adulthood, further education and employment, and independence  
• It should be much easier to read and more accessible so children and young people can have a 
shared ownership of the EHCP, and be a much friendlier document to families.  
 
Where there is significant cause for concern a request for an education, health and care needs 
assessment is made to the local authority by the child’s school or parents. This assessment involves 
consideration by the local authority, working co-operatively with parents, the child’s school and, as 
appropriate, other agencies, as to whether an education, health and care needs assessment of the 
child’s SEND is necessary. The local authority will need information about the child’s progress over 
time, as well as documentation in relation to the child’s special educational needs or disability and 
any action taken to deal with those needs, including any resources or special arrangements put in 
place. The school will provide this evidence through personalised provision plans and class provision 
maps (plus any documentation from the former School Action and School Action Plus categories).  
 
Further information provided may include:  
• Details of the pupil’s health including the child’s medical history where relevant.  
• Levels of attainment in literacy and mathematics.  
• Educational and other assessments, for example from an advisory specialist support teacher or an 
educational psychologist, other professionals such as health, social services or education welfare 
service.  
• Views of the parents and of the child.  
 
The local authority will consider the case for an education, health and care needs assessment of the 
child where the evidence presented suggests that:  
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• The child’s learning difficulties have not responded to relevant and purposeful measures taken by 
the school.  
• Progress is not being made even with external specialists.  
• The child’s needs may call for special educational provision which cannot reasonably be provided 
within the resources normally available to mainstream schools.  
 
The local authority may decide that the degree of the pupil’s learning difficulty and the nature of 
the provision necessary to meet the child’s special educational needs is such that an EHC plan is 
needed.  
 
An EHC plan is a legally binding document and its purpose is to make specific, personalised special 
educational provision:  
• To meet the needs of the child or young person.  
• To secure the best possible outcomes for them across education, health and social care and, as 
they get older, prepare them for adulthood.  
 
To achieve this, local authorities use the information from the assessment to:  
• Establish and record the views, interests and aspirations of the parents and child or young person 
provide a full description of the child or young person’s special educational needs and any health 
and social care needs.  
• Establish outcomes across education, health and social care based on the child or young person’s 
needs and aspirations.  
• Specify the provision required and how education, health and care services will work together to 
meet the child or young person’s needs and support the achievement of the agreed outcomes.  
 
All children with EHC plans will have short-term targets set for them that have been established 
after consultation with parents, child, other agencies and school. These targets will be set out in the 
school support plans and be implemented, at least in part and as far as possible, in the normal 
classroom setting. The delivery of the interventions recorded in the plan will continue to be the 
responsibility of the class teacher.  
 
All statements and EHC plans must be reviewed at least annually, with the parents, the pupil, the 
local authority, the school and professionals involved invited to consider whether any amendments 
need to be made to the description of the pupil’s needs or to the special educational provision 
specified in the statement or EHCP. The annual review should focus on what the child has achieved 
as well as on any difficulties that need to be resolved.  
 
At the review in Year 5, the aim is to give clear recommendations as to the type of provision the 
child will require at the secondary stage. The SENCo of the receiving secondary school will be 
invited to attend the final (Year 6) annual review in primary school of pupils with statements and 
EHC plans to allow the school to plan an appropriate support to start at the beginning of the new 
school year and enable the pupil and the parents to be reassured that an effective and supportive 
transfer will occur.  
 
12 - Admission and Transition 
Pupils with SEND are admitted to the school as per the school’s admission criteria. The school will 
seek appropriate support as necessary to ensure the children’s needs are being met. Phased entry 
may be helpful to ensure smoother transition. Record will be sought from previous 
schools/nurseries and meetings held if appropriate. At the end of each school year, class teachers 
meet to share and pass on essential information and records about children with SEND.  
When a child with SEND leaves the school during the primary years or at the time of secondary 
transfer, records are passed on to the receiving school and meetings may be held prior to transfer.  
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13- Partnership with Parents  
The school recognises that parents are the primary educators of their children and is keen to 
support them in forming their children for life. Partnership with parents plays an essential role in 
enabling children with SEND to make progress and become successful learners. The school 
recognises that parents hold key information, knowledge and experience about their child. Parents 
and carers are involved at all stages when a child is considered to have a special educational need. 
We consider that the earlier that a parent is made aware of a concern, and the joint plan of action 
is addressed, the better. Parents will be informed immediately and involved if the school feels that 
their child may have special educational needs. If a child is on the SEN register, parents will also be 
invited to termly reviews to discuss their child’s progress and targets. Home / school diaries may 
also be used to increase dialogue and monitor progress between parents and teachers. In addition, 
parents are invited to meet the SENco to discuss their child’s needs. There is a SEND page on the 
school website which is regularly updated to include local and national initiatives and support for 
families.  
 
14 - Involving Children 
A child with special educational needs and disabilities often have a unique knowledge of their own 
needs and their views are treated with respect. All children should be involved in every stage of the 
procedures including review meetings, setting targets and reviewing targets. We recognise that 
some children’s level of involvement will be limited. We also understand that this involvement may 
be confusing and stressful for some children and appreciate the need not to overburden them. If 
appropriate, children are invited to the termly review meeting to share their views and celebrate 
their successes. If this is not deemed suitable, the outcomes of the meeting will be shared with the 
child at a more appropriate time.  
 
15 - Training and Resources 
In order to maintain and develop the quality of teaching and provision to respond to the strengths 
and needs of all pupils, all staff are encouraged to undertake training and development. All teachers 
and support staff undertake induction on taking up a post and this includes a meeting with the 
SENCO to explain the systems and structures in place around the school’s SEND provision and 
practice and to discuss the needs of individual pupils. The training needs of staff are identified 
through lesson observations and in performance management discussions.  
 
Staff receive regular training and updates regarding supporting children with SEND. This can take 
the form of attendance at an off-site training course, staff meetings and whole school INSET. Staff 
also receive targeted advice, strategies and training from the various outside professionals who are 
asked to support children in the school.  
 
The school INCo and SENCo hold the National Award for SEN Coordination and are able to signpost 
staff towards additional sources of training and support. They regularly attend the Stevenage 
Educational Trust (SET) cluster groups and local authority SEND briefings in order to keep up to 
date with local and national updates in SEND.  
 
Resources are allocated to pupils depending on their needs, within budgetary constraints. Where 
possible, this is provided through the resources we already have in school. However, we will 
sometimes need to ask other services for support. This might be through the Exceptional Needs 
Funding Panel or the NHS Healthcare Panel.  
 
16 - Monitoring and Evaluation of SEND 
The school regularly and carefully monitors and evaluates the quality of provision offered to all 
pupils through work audits, pupils voice and parent and staff views. Evaluation and monitoring 
arrangements promote an active process of continual review and improvement of provision for all 
pupils and feed into strategic planning with school governors. Additional discussions and surveys of 



 

12 

pupils with SEND are used to inform decisions about their provision and form an important part of 
education, health and care needs assessments.  
 
17 - Storing and Managing Information  
Documents are stored securely in line with the school policy on Information Management (which 
includes information on how long to store documents, when they should be destroyed, what should 
be kept, where, etc.) and our Confidentiality Policy.  
 
SEND documents are stored securely in the Deputy Head Teacher and SENCo’s office and are kept 
until the pupil leaves the school. Upon leaving St Vincent de Paul SEND documents are passed onto 
the pupil’s next setting. The school is careful to maintain the confidentiality of information that is 
stored about pupils.  
 
18 - Accessibility 
The Disability Discrimination Act (DDA), as amended by the SEN and Disability Act 2001, placed a 
statutory duty on all schools and local authorities to plan to increase over time the accessibility of 
schools for disabled pupils and to implement their plans.  
 
Schools are required to produce accessibility plans for their individual school and local authorities 
are under a duty to prepare accessibility strategies covering the maintained schools in their area. 
Our Accessibility plans and strategies are reviewed annually with reference to a checklist but more 
specifically to the needs of our pupils and families. External agencies, such as physiotherapists, 
Occupational Health, specialist teachers for neurological, physical and hearing impairment, support 
us in identifying and securing appropriate resources. Recently we have promoted the use of visual 
timetables, Soundfield system, installed handrails on the steps in the hall and fitted internal stairs 
with high visibility strips.  
 
We increase and promote access for disabled pupils to the school curriculum through the choices 
we make in teaching and learning on a daily basis and the wider curriculum of the school such as 
participation in after-school clubs, leisure and cultural activities or school visits. Activities and school 
trips are available to all children. Risk assessments are carried out and procedures are in place to 
enable all children to participate. Adjustments and additional arrangement will be made dependent 
on a child’s individual needs. If a health and safety risk assessment suggests that an intensive level 
of one-to-one support is required, a parent/ carer may be asked to accompany their child during the 
activity or trip in addition to the usual school staff.  
 
We are committed to improving access to the physical environment of the school through 
improvements to the physical environment of the school and physical aids to access education. Both 
the Resources and Safeguarding governing body committees work closely with the school to ensure 
that both reasonable adjustments are made and the environment promotes inclusion for pupils, 
staff and the wider community. Where necessary, we ensure that we make written information that 
is normally provided by the school to its pupils available to disabled pupils. Possible adaptations 
include amendments to hand-outs, timetables, textbooks and information about school events 
through enlargement, colour changes or use of symbols (Communication in Print Widgits). The 
information takes account 14 of pupils’ disabilities and pupils’ and parents’ preferred formats and is 
made available within a reasonable time frame.  
 
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 and the SEND Code of Practice (2015) is 
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followed. If a child has significant medical needs then a detailed care plan may be compiled by 
parents/ carers and school staff. Where appropriate this process will be supported by an external 
healthcare professional. This will then be shared with staff and reviewed regularly.  
 
First aid training, including paediatric first aid, is regularly updated. Specific health care training 
such as epipen training is delivered annually (or as required) by a healthcare professional. 
Prescribed medicines may be administered in school, where signed consent is in place, in 
agreement with parents/ carers and school staff. Furthermore, the school health team is 
contactable via the school. The school’s policy for supporting pupils with medical conditions 
complies with recent guidance published by the DfE and is available on request from the school 
office.  
 
19 – Concerns 
In the event of any concern in relation to a child’s special educational need, parents and carers are 
always encouraged to let the school know as soon as possible, no matter how small the issue may 
be. In all instances, parents should discuss any concern they may have about their child’s specific 
needs and provision for their learning with the class teacher. Mrs Curry (SENCo) or Mrs Sherry 
(INCo) will also be happy to provide information or signpost you in the direction of additional 
sources of information. Mrs Curry and Mrs Sherry are contactable via the school office. Our aim is 
always to bring a speedy and mutually satisfactory resolution to any concern and we may involve 
relevant professionals as required in the interest of the child.  
 
The formal complaints procedure is available on request from the school Office. The local authority 
has a Parent Partnership Scheme and the Parent Partnership Information Officer can be contacted 
on 01992 555847 or parent.partnership@hertfordshire.gov.uk. The local authority Advice, 
Conciliation and Appeals Service (CAU) helpline is available by calling 01992 588542.  
 
This policy is monitored by the Governing Body, SENCo and INCo. It will be reviewed every year or 
earlier if necessary. 

 
 


