
 
 
 
 
 
 
 

Dear Governors 
 

Take notice that a meeting of The Bridge Local Governing Body meeting will be held  
On 29th March 2021 the meeting will be held by ZOOM commencing 5.30pm. 

 
 

 
Comments and questions relating to this Agenda should be emailed to cgentle@fbaok.co.uk 

 
AGENDA 

 
Invitees:  Toni Cox   Matt Dineen 

Anna Hawkins (Chair)  Fr Hingley 
Lisa Harvey    Julian Dutnall 

In attendance:   
                             
             Denise Broom (Director of Operations) 
              

Chris Gentle (Clerk) 

 
Item  Timing Raised
1. WELCOME & APOLOGIES - to note and approve apologies for absence  AH 
2. TERMS OF REFERENCE:  AH 
3. DECLARATION OF PECUNIARY INTERESTS – Governors are invited to declare 

any interest in any item on the agenda for this meeting.  Members may still declare 
an interest in any item at any time prior to the consideration of the matter.  

1 min AH 

4. All Governors should ensure that if they are unable to attend a meeting but wish to 
comment or raise questions on any point of the Agenda, they should email any and 
all comments and questions to the Clerk cgentle@fbaok.co.uk by the date of the 
meeting.  The Chair of the LGB will ensure that any comments or questions 
submitted by the absent Governor will be raised during the appropriate agenda item.  

  

5. MINUTES OF THE PREVIOUS MEETING – to receive and confirm the Minutes of the 
meeting held 25th January  2021 (Draft copy attached) 

2 mins AH 

6. MATTERS ARISING – to note matters arising from the above minutes 
 
Page 8 item 13 – HR 
Mr Dineen noted that staff names should not be shown on the absence report 
 

2 mins AH 

7. QUALITY OF EDUCATION 
a. SDP (Standing Item)  

15 mins TC 

8. LEADERSHIP & MANAGEMENT 
a. Board Matters – LIFE monthly roundup (Verbal) 
b. LIFE Contribution Consultation Feedback (Attached)  
c. COVID19 Update – Reopening  (Verbal) 

15 mins  
JD 
JD 
TC 

9. PERSONAL DEVELOPMENT 
No items for this meeting  

  

10. BEHAVIOUR & ATTITUDES 
No items for this meeting 

  

11. FINANCE  
a. Budgetary Position (Attached) 
 

  
DB 
DB 

12. 
 

PREMISES  
a. Premises Update (Verbal) 

 
 

15 mins  
TC/DB 
 



13. HUMAN RESOURCES 
a. Confidential update (Verbal) 
 

 
10 mins 

 
TC 
 

14. ETHOS 
No items for this meeting 

  

15. POLICIES – 
 
Bridge Policies for Approval by Governors 

1. Curriculum Policy 
 
Trust Policies for Information Only -  already approved  by the Board 

2. SEND Policy Statement  
3. Life Health & Safety Policy 
4. Life Data Protection Policy  

 
 

10 mins TC 

16. COMPLIMENTS AND CONCERNS   
17. ANY OTHER BUSINESS 

 
 

5 mins AH 

18. DATE OF FUTURE MEETINGS
10th May 2021 
7th June 2021 
19th July 2021 

 AH 
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Dear Governors 
 

Take notice that a meeting of The Bridge Local Governing Body meeting was held  
On 25th January 2021 the meeting was held by ZOOM commencing 5.30pm. 

 
 

Minutes 
 

Invitees:  Toni Cox   Matt Dineen 
Anna Hawkins (Chair)  Fr Hingley 
Lisa Harvey    Julian Dutnall 

In attendance:   
                             
             Denise Broom (Director of Operations) 
             Maria Jackson (Head of P/D & W) 

David Turrell (Head of T/L) 
Chris Gentle (Clerk) 

 
Item  Raised
1. WELCOME & APOLOGIES - to note and approve apologies for absence. 

 
The Chair welcomed everyone to the meeting and thanked all the Governors for their 
attendance. 
All Governors were in attendance, there were no apologies. Mr Turrell would be joining the 
meeting at 6.00 as he had a prior meeting. 
Mrs Broom and Mr Dutnall would be Leaving the meeting at 6.30 to attend Ford End LGB  

 

2. TERMS OF REFERENCE:  
3. DECLARATION OF PECUNIARY INTERESTS – Governors are invited to declare any 

interest in any item on the agenda for this meeting.  Members may still declare an interest in 
any item at any time prior to the consideration of the matter.  

 

4. All Governors should ensure that if they are unable to attend a meeting but wish to comment 
or raise questions on any point of the Agenda, they should email any and all comments and 
questions to the Clerk cgentle@fbaok.co.uk by the date of the meeting.  The Chair of the LGB 
will ensure that any comments or questions submitted by the absent Governor will be raised 
during the appropriate agenda item.  

 

5. MINUTES OF THE PREVIOUS MEETING – to receive and confirm the Minutes of the meeting 
held on 9th November 2020 (Draft copy attached) 
 
There were no amendments to the minutes. Governors declared the Minutes as a true 
reflection of the meeting held on 9th November 2020 and by a show of hands received and 
approved by all present. 

 

6. MATTERS ARISING – to note matters arising from the above minutes 
 
Page 5 Item 13a - The Chair noted that the % spend could be difficult to grasp if you don’t 
know where you are in the year, Mrs Broom to add the YTD %. 
The % for this report is 33%. We are working with PS financials to include it in the 
report.(Mrs Broom) 
 
Page 8 Item 16 AOB - The Chair asked if the deadline schedule for the Health check could be 
circulated again 
The Clerk confirmed this had been done  
 
Page 8 Item 16 AOB - Mr Dutnall agreed that he would meet with Mr Dineen to run through 
the Health check procedure along with Mr Turrell who was the link to Quality of Education   
The Clerk confirmed this had been done  
 

 



DRAFT 

2 
 

 
7. QUALITY OF EDUCATION 

a. Complete Healthcheck (Attached) 
 
Mr Turrell joined the meeting at 6.15 addressing Governors he made the following points 

 He advised that he met with Mr Dineen virtually to discuss the Healthcheck 
 Mr Gurman had also reviewed the report. He noted that usually the link Governor for 

each Healthcheck would present the report, Mr Turrell offered to lead on this one as it 
was Mr Dineen’s first Healthcheck meeting. 

 Changes had been highlighted in yellow    
 
QE1 Intent – Rating changed to Green 
 

 It was felt appropriate to move this section from White to Green   
 New projects had now been embedded in school such as PSHCEE programme and 

Unique Me. 
 Significant staff training was now in place and projects well established 
 PE needed improvement and Mrs Cox had worked hard to ensure PE is fully 

embedded in the school curriculum,  and moving forward the new school would have 
its own new MUGA pitch 

 We have worked closely with staff on the new curriculum policy which is now ready to 
be adopted 

 We are committed to creating curriculum for individual students  
  
QE2 – Implementation of the Curriculum – Rating Remaining Green  
 

 Frustrating not being able to go and visit other schools   
 Staff have conducted peer observations and learning walks and followed up with 

feedback about Teaching and Learning 
 There has been a great deal of CPD opportunities carried out this term while 

students and staff have not been in school. 
 
Mr Dineen acknowledged the strength and leadership of Mrs Cox and how staff help each 
other. Morale was very positive. He supported the curriculum review and the work of Mr 
Gurman and Janick Yeung 
He noted a good team and great work 
 
   
QE3 – Impact of the Curriculum – Rating Remaining Green  
 
Mr Turrell noted the collaboration with Rebecca Woods the careers advisor was building good 
work with students. We will keep track of students using their baseline data. Student’s 
outcomes are good. 
It is our intention to look at one other similar school for benchmarking  
Mr Turrell thanked Toni Cox for her support in his recent NPQH project  
 
Mr Dineen commented that there should be an awareness of the emotional aspect of 
learning. He noted the use of SMSC Gridmaker for profiling to identify gaps and provide 
holistic learning. 
He noted it was a very positive report. 
 
Mr Turrell went on to acknowledge the significant change from White to Green for QE1  
The Chair noted that she was happy and the report very encouraging  
 
Mr Dutnall asked if the reason for the change was because of the OFSTED areas being 
addressed and clarity on the statement. He noted nothing negative pulling it down.  
 
Mrs Cox confirmed the schools proactive approach to the curriculum and the academic needs 
to individual students, the school now offers 5 GCSE’s. This change was key this year, as 
one year 11 student passed 5 GSCE’s. The school would be looking to offer 5+ GCSE’s to 
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other more able year 11 students. timetable and key this year would be offering students 5 
GCSE’s   
 
Mr Turrell left the meeting at 6.25 
 
 

8. LEADERSHIP & MANAGEMENT
a. Board Matters – LIFE monthly roundup (Verbal) 
b. Complete Healthcheck (Attached) 

 
LM1 Strategic Leadership – Rating Remaining Green  
 
A Hawkins presented the Leadership and Management Heathcheck noting the following 
points 
 

 Autumn term welcomed 3 Pupil Premium students to The Bridge.  
 The Bridge does not receive funding for these students but we have supported them 

according to their needs.  
 1 student was provided with a taxi service to get to school as they struggled 

accessing public transport  
 Long term aim is to re-integrate students back into mainstream school but only when 

it is felt they are ready 
 Last term 1 student was re-integrated into a new mainstream school  

 
Mrs Cox noted that during the pandemic this is not likely to happen as mainstream schools 
are closed to most students.  
 
The Chair acknowledged that from a Governors point of view The Bridge had a very effective 
LGB and wise Governance. Governors having attended the leadership conference and online 
training. 
 
Mr Dutnall noted that the quality of experience within the LGB at The Bridge was very high 
and with the addition of Mr Dineen becomes a highly skilled LGB. 
Mr Dutnall made a point about the report now being very long and perhaps after Easter it 
could be reduced? 
 
The Chair asked if we should reduce the number of terms detailed on the report as it was 
now 5 and would normally be 3 
 
Mr Dutnall answered that it should remain for now in case OFSTED asked for the data but the 
wording could be reduced. 
 
The Chair noted the length of the report and that it now contained 2 Autumn terms which 
could be confusing. She agreed to go through it with Mrs Cox to take out some of the content. 
 
LM2 Educational Focus – Rating Remaining Green 

 
Mrs Cox addressed Governors noting the following points 
 

 Following lockdown the school implemented a COVID Recovery Curriculum for a 
short period at the start of term 

 The new curriculum was aimed at supporting students returning back to school after 
a long period of absence.  

 The enrichment programme has been embedded  
 
The Chair noted that there is a small number of staff at The Bridge and middle leaders link up 
with their equivalent FBA staff to make sure student baseline data is monitored and robust. 
Staff get extra help and support from SENCO. 
Staff discuss students regularly at weekly Pastoral Meetings focusing on wellbeing of the 
students and any concerns.  
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LM3 Safeguarding and Wellbeing – Rating Remaining Green  
The Chair acknowledged the superb safeguarding in place at The Bridge and the fact that this 
is top priority due to the nature of the students. 
She noted the following  
 

 The Head of School has regular contact with CAMHS and other outside 
multidisciplinary teams to get the support families need  

 Parental engagement is very good and fully supportive at home  
 Staff are happy and well supported, they feel valued and workload is manageable  

 
Mr Dutnall suggested putting some statistics in the report next time as there was lots of data 
available from the staff survey.  

 
 

c. COVID19 Update (Verbal) 
 
Covered in the Healthcheck  
 

9. PERSONAL DEVELOPMENT 
a. Complete Healthcheck (Attached) 

 
Mrs Harvey addressed Governors as the link for Personal Development. The following points 
were noted 
 
PD1 – SMSC – Rating Remaining Green 
 
 

 SMSC takes priority  
 New online tool – GRIDMAKER – Evidences our varied curriculum  
 We have had daily discussions on COVID and students are encouraged to share their 

feelings and fears 
 Many events have not been able to run due to the pandemic but there were still lots 

going on  
 September all students took part in a workshop based on developing Emotional 

Resilience  
 Film club took place and the Bethlehem Bakery was very well received when all year 

group students went to The Lodge at FBA  
 
PD2 – Preparation for Adult Life – Rating Remaining Green 
 

 Across the curriculum we focus on developing resilience and having good mental 
wellbeing 

 Yr 10 have learnt about county lines  
 Yr 11 have completed a Careers and your future module and have been given careers 

advice from Rebecca Woods (FBA ) tailored to individual needs 
  
PD3 – Physical and Mental Health – Rating Remaining Green  
 

 This is the backbone of The Bridge 
 Students have been encouraged to complete “gratitude affirmations” daily to promote 

positivity  
 Creating “Mini Me” to enhance or sense of community 
 “Hatter” the new school Hamster is helping students gain responsibility and 

independence when they care for him on a rota basis   
 We celebrated World Mental Health Day with afternoon tea and a quiz and despite 

parents not being able to attend they still donated and £167.00 was raised 
 Pastoral support continues an concerns raised where necessary – students can get 

very low  
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 Increased focus on hygiene making sure students was their hands and practice the 
10 steps guidance from NHS using Glitterbug lotion and a UV light to highlight areas 
that don’t get cleaned as well.  

 
10. BEHAVIOUR & ATTITUDES 

a. Complete Healthcheck (Attached) 
Mrs Harvey again presented the Behaviour Healthcheck and noted the following points 
 
B1 – Behaviour Systems – Rating Remaining Green 
 

 Mrs Cox and Mrs Harvey had met virtually to discuss the Healthcheck on 15/1/21 
 Both were happy that this report is now Green on all sections despite struggling with 

Attendance since September  
 Behaviour incidents are very few and tracked on the Behaviour log 
 There have been no exclusions for a long time 
 1 student lost lunch for an incident that happened in school   
 Students are recognised for their good punctuality and attendance and receive 

certificates  
 Student Council meet regularly and suggestions or requests are noted by The Head of 

School  
 Weekly pastoral meetings are held to discuss any behaviour issues  
 Overall behaviour is good and the students feel safe 

 
B2 – Behaviour and Attitudes – Rating Remaining Green 
 

 There were no learning walks taking place this term but peer marking was in place and 
feedback very good. 

 Students were fully engaged and there was a calm feeling on classes 
 Students felt safe 
 Good behaviour is rewarded through the school reward system, 

 
 
B3 – Attendance and Punctuality – Rating changed to Green 
 

 SIMS attendance data causes some problems when registering AM/PM sessions  
 Timetabled attendance is very good and was recorded as 78% in Autumn term despite 

the rise in infection rates  
 A slight variance on SIMS due to those students will attend limited number of when 

they first arrive at The Bridge, not necessarily get a AM/PM mark  
 The target for timetabled lessons attendance is 85% and data recorded shows the 

number of possible lessons to attend and the number of actual lessons attended 
 In autumn term we had 3 students hospitalised which effects the data. There was a 

significant rise in students struggling with attending school and this effects our 
persistent absenteeism data  

 
Mr Dineen commented that it was useful to have some history on the students and that The 
Bridge attendance data was 20% higher than the national average. Mr Dineen asked where 
the school had sourced this information. L Harvey informed M Dineen, this was shared with the 
school by the Ofsted Inspector. 
Mrs Cox commented that she had attempted to source this information but to date had been 
unsuccessful. Mr Dineen offered to speak to a contact at OFSTED  
 
This was testament to the hard work the staff do  and the relationships with the students 
Mr Dineen suggested that perhaps SIMS could be amended to remove the AM/PM reg mark? 
 
Mrs Harvey noted that we could contact the SIMS team at the Borough for advise 
 
Mrs Cox had spoken to OFSTED during the school’s inspection who commented that The 
Bridge had achieved an average attendance 20% above the average for Special Schools. 
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Mrs Harvey suggested looking at similar data from a PRU or AP but was happy that the figures 
are increasing slowly all the time. Though attendance for disadvantaged students was low  
 
Mrs Cox noted that there were only a few disadvantaged students on role. For 1 student in 
particular who had not been in school for 2 years, getting back into school every day is difficult. 
Emotionally they can cope but they are out of routine  
 
Mrs Harvey noted attendance was good despite the pandemic, rewards and letters are being 
sent out to parents. 
 
Mrs Cox commented that in terms of remote learning for The Bridge students it is felt that it 
gives the wrong message and says its ok to home which has a detrimental effect on their life 
as they need to socialise 
 
Mr Dineen noted that this hinders school policy 
Mrs Harvey commented that for these students it is not difficult to engage in home learning it’s 
much more difficult to get up and come to school and interact with others. There is a lot of 
anxiety around leaving home. 
 
The Chair suggested Mr Dineen could look up some stats from other sources rather than the 
Government website which compares against other secondary schools which is unfair  
 
Mr Dineen noted this is an amazing achievement  

11. FINANCE  
a. Budgetary Position (Attached) 

 
Mrs Broom addressed Governors in respect of the Budget Position and noted the following 
points 

 Budget at 31st December 2020 showed a surplus of 9k compared to budgeted surplus 
of 20k a negative variance of 10k 

 At the last meeting we spoke about the PS Financials spreadsheet and about adding 
the % spent in the last column. PS Financials reports can now show the amount spent 
and the expected spend. 

 Mrs Broom noted the most important area to note is the reserves summary  
  

b. Complete Healthcheck (Attached) 
 
F1 - Viability - Rating Remaining Green 
 
F2 - Probity - Rating Remaining Green 
 
F3 - Knowledge, Understanding, Planning and Procedures - Rating Remaining Green 
 
Mrs Broom addressed Governors noting the Finance Healthcheck was remaining Green in all 
areas  
 
The highlighted sections had been covered in the other Finance section items 
 
All areas in this Healthcheck are being met.  
 

c. Revised Budget (Attached) 
 
Mrs Broom noted that the budget was set some time ago and revised after expecting 5 more 
students in this Yr 11 but only 4 had applied resulting in a loss of 4,400.00 
The revised budget was expected to have reserves of 27k but in reality extra cleaning costs 
incurred have reduced reserves to 22k.  
We cannot claim back for cleaning costs but there have been savings from agency staff costs 
being lower. 
 
Mr Dineen queried the summary budget forecast (page 62 of the pack) compared with the 
revised budget forecast report (page 72) from PS Financial. The reserve figure of 27k had not 
been updated as the Summary report had which was now showing 22k 
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Mr Dutnall confirmed that the PS Financials report was superseded by the summary report. He 
explained that it was timing differences associated with the new financial system. 
 
 
Mrs Broom offered to double check with Mrs Kilner that the revised budget was included. 
 
Mrs Cox noted that originally there was a bigger carry forward which was used following 
approval from the LGB, for the move and to install the MUGA as well as additional IT costs.  
 

d. Audited accounts and Post Audit report (Attached) 
 
Mrs Broom addressed Governors and noted that again these were now historical reports 
 
Mr Dineen asked if we had claimed back any COVID costs ? 
 
Mrs Broom confirmed our claim had been refused first time but a subsequent claim had now 
been made. She noted that as soon as DfE see that you have reserves you are expected to 
meet the costs yourself. 
 
Mrs Cox noted that as an independent school we cannot claim anything back. 
 
Mr Dutnall acknowledged that Mrs Kilner had gone through the figures with the link Governor 
but was unable to attend tonight’s meeting due to the need to take annual leave. Mrs Broom 
had therefore taken up from Mrs Kilner 
Mr Dutnall commented that at worst at the end of this academic year we would have 20k 
reserves and considering the new build and the MUGA pitch that was a positive place to be in 
and there were no concerns financially. The documents need aligning  
 
Mrs Cox also noted the extra contribution that had been made to the overall cost of the building 
was quite significant and due to good financial planning.  
 
Mr Dutnall commented that overall there was nothing to effect the probity of The Bridge. 
 
Mrs Broom noted the high number of audits and the low number of points meant things are 
being done as they should be.  
 
Mr Dineen acknowledged that an excellent job had been done 
The Chair agreed.    

12. 
 

PREMISES  
 
Due to Mrs Broom having to leave at 6.30 the meeting started with item 12 Premises 
 

a. Premises Update (Verbal) 
 
Mrs Broom addressed Governors and the following points were made 

 The main focus has been on the move of The Bridge from Albert Road to the FBA site.
 Fencing and Planting has been completed 
 There are a few snagging issues 
 The entrance driveway was causing a danger with cars queueing to get in. A time slot 

has now been put in place to have the gates open for a time at the start and end of the 
school day. Mrs Broom noted that these issue only come to light once you are on site 

Mrs Cox noted that the entrance to the school is on a bend on the road which can be a blind 
spot so a manual override of the gates was put in place from 8.30 for parents who drop the 
students to school. 
 
Mrs Broom commented that signage was being erected to allow for a left turn only out of The 
Bridge. 
 
The Chair asked if this was an enforceable sign or more of a polite request? 
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Mrs Broom confirmed it was a polite request as otherwise we would have to involve the highway 
agency 
 
The Chair commented that the small numbers using the entrance/exit should not be a problem
 
Mrs Broom noted it had caused very little disruption. 
 
Mrs Cox made a point of acknowledging how hard the staff had worked leading up to and on 
the move itself. Packing up all the equipment and moving in 2 days. On 4th January the school 
was ready. Crates were empty and removed, classes were up and running, ready for students 
to arrive. 
 
Mrs Broom noted that Reds10 had been very responsive to any problems experienced along 
the way. 
  

b. Complete Healthcheck (Attached)  
 
P1 - Health and Safety - Rating Remaining Green 
P2 - Condition of Building and Equipment - Rating Remaining Green 
P3 - Planning, Review & Staffing - Rating Remaining Green   
 
 
Mrs Broom addressed Governors with the following points  

 The Healthcheck is already out of date following the move from the Albert Road site to 
the new Building, 

 We remain Green in all areas  
 Next Healthcheck will reflect the new building.  
 The old building was leased so changes allowed were minimal, however the building 

was maintained to a high level.  
 
The Chair confirmed that the report is now historic as it was covering last term before moving 
from Albert Road. She noted the building was now boarded up  
She thanked all the staff for their hard work and support during the upheaval  
 
   

13. HUMAN RESOURCES 
 
The following sections were covered under the Healthcheck report  
 

a. Confidential update (Verbal) 
b. Staff Absence (Attached) 

 
Mr Dineen noted that staff names should not be shown on the absence report. 
 
Mrs Cox agreed and offered to amend for next time  
 

c. Staff Survey results – (Attached) 
d. Complete Healthcheck (Attached) 

 
 
H1 – Staffing Sufficiency – Rating Remaining Green 

 
The Chair addressed Governors making the following points 

 Happily Green in this section 
 The school will be advertising for a Deputy Headteacher 
 
 

Mrs Cox noted that the role would be advertised internally and interviews conducted shortly 
after half term and expect to be in post for September 2021 
 
There have been a few sicknesses but nothing to raise concern. 
We were fortunate not to have any COVID issues – no positive results or self-isolation 

 
 
 
 
 
 
 
TC 
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H2 – Legal, Disciplinary, Grievances or Capability issues – Rating Remaining Green 

 
 Staff survey reports staff morale is good and staff report that the school handles HR 

issues well 
 
H3 – Development – Rating changed to Green  

 
 New post of Deputy Head will be advertised this month following the draft advert  
 Staff are offered appropriate professional development  
 Staff are looked after both professionally and emotionally 
 Staff survey was very positive 
 Training is offered that is relevant to the cohort  
 Despite lockdown staff were able to attend webinars  
 All in all very pleasing     

 
 

 
14. ETHOS 

a. Complete Healthcheck (Attached) 
 
E1 – Trust Cultures and Values – Rating Remaining Green 
 E2 – School Culture and Values – Rating Remaining Green 
E3 – Professionalism and Presentation – Rating Remaining Green    
  
 
Fr Hingley addressed Governors on the phone noting the following points 

 All amendments were highlighted in yellow 
 We continue to embed the 6 principles – focusing on one every half term   
 We are grateful that we didn’t have to close due to The Bridge being a COVID free 

zone  
 The weekly newsletter highlights events and competitions and announcements are 

made on the website also. This is a celebration of the school and a very positive step. 
 We promote the sense of school community and being part of a family. 
 Ethos is about believing and practicing  

 
In summary a trilogy of Greens is very pleasing  
 
Mr Dutnall asked if Mrs Cox had anything to add about the staff survey. 
 
Mrs Cox noted that the Bridge data was extremely positive and above the Trust average and 
only 2 areas that were under 100% agreed. 
The first was regarding the support of the LGB. This was below the Trust average, however, 
T Cox noted the answers were “don’t know “as opposed to disagree. T Cox suggested this 
might be as a result of COVID and Governors have been seen around school as much, but 
Mrs Cox will convey to the staff how much work and support the LGB give. 
Mrs Cox was pleased to see from the survey that all staff are aware of the school’s strategic 
priorities and the SDP. 
 
The Chair noted that this was very encouraging to know  

 

15. POLICIES – 
Bridge Policies for Approval by Governors 

 Exams Policy 
 
There were only minor changes to the Exams Policy, 

The Exams Policy was approved by all Governors by a show of hands and Fr Hingley 
communicated his approval on the phone.   

 
For Information Only -  Approved  by the Trust 

There were no Trust Policies for this meeting  
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16. COMPLIMENTS AND CONCENS   
17. ANY OTHER BUSINESS 

 
A reminder of the Governor Training Sessions starting in January:  
 
Thursday 28th January on the topic of Quality of Education, hosted by the Director 
of Education, Ian Gurman.   
The link is: 
https://us02web.zoom.us/j/83447025189?pwd=WitRbE9RVWYrekh0dERUOXNaL05
PZz09  
Meeting ID: 834 4702 5189            Passcode: 173154 
 
Thursday 4th February on the topic of Ethos, hosted by the CEO, Julian Dutnall.   
The link is: 
https://us02web.zoom.us/j/82258807943?pwd=dWVFQ2xEWmV1MlNLU21QcitEaU
NxUT09      Meeting ID: 822 5880 7943            Passcode: 220760 

 

 

18. DATE OF FUTURE MEETINGS
29th March 2021 
10th May 2021 
7th June 2021 
19th July 2021 

 

 



 

 

Life Education Trust 

The Bridge School Development Plan 2020/21 

 

At The Bridge, the objectives that we work towards are set within the framework of the Trust’s strategic priorities. 

In 202/21, our school improvement objectives are: 

 To create and implement an appropriate COVID Recovery Curriculum which will accelerate progress and support the emotional well‐being of all 
students. (Trust Priorities A & B) 

 To produce a bespoke curriculum tailored to the school’s cohort and meets the new Ofsted Requirements (Trust Priorities A & B) 
 To ensure the smooth transition to the new building for both students and staff (Trust Priority D) 
 To full embed the school’s six principles, to ensure all students are equipped to participate in the wider community Post 16 (Trust Priorities A & C) 

 

The achievement of those objectives should ensure that the school meets or exceeds the following targets for 2021: 

KS3  KS4  Whole School 
Will achieve at least 2 sub levels of progress from 
their baseline assessment 
80% of students will meet the threshold to return 
to mainstream school 
 

100% of Year 11’s will achieve a minimum of 2 
GCSE’s 
More able students will achieve 4+ GCSE’s 
90% of Year 11’s will secure a Post 16 Placement 
Final outcomes will exceed the national average 
for Alternative Provisions 
 

100% of students will increase attendance from 
their starting position 
School attendance of 85% will be met 
90% of students will show a positive score of 75% 
on the SEPT(Social Emotional Profile Tracker) 
The new building will be fully operational by 
January 2021 

 



Objective  
In the short term: 
To Create an appropriate  Recovery Curriculum Post COVID 19 

Success Criteria: 

 School attendance will be 85+% within the first half term 
 Head of Assessment monitoring will show students have narrowed the gap by the end 

of the academic year 
 Students emotional wellbeing will have improved by the end of Term 1 
 Students will be ready to learn and engage in the new school curriculum 

 
Actions  Steps (including CPD) Named 

responsib
ility 

Timescale Impact 

(Outcomes) 

Monitoring  

(dates & method) 

Resources/ 
costs  

Subject Teachers will 
consolidate what pupils have 
learned during lockdown 

 
 
 
 

 

 Dedicated lessons to re-evaluate student’s data 
via baseline testing 
 

 Adapt school curriculum and lesson planning to 
take into account gaps in student knowledge 
 

 Create IEP for each student 
 

 One to one catch up lessons where necessary 

 

JY 

 

TC/JY 

JY/KS 

TC 

Aut Term 1 

Aut Term 1 

Aut Term 1 

Aut Term 1 

Aut Term1 

 

 

 Staff will have identified 
each student’s academic 
starting position  

 
 90% of students will make 

accelerated progress 
towards documented 
predicted grades and 
school targets pre COVID. 
 

 Limit the negative effect on 
projected academic 
progress for students who 
have failed to engage with 
home learning 

 

 Head of T/L to oversee 
revised assessment 
data 

 Head of School to liaise 
with all staff at weekly 
T/L Meetings 

 JY Head of Assessment 
to track student baseline 
testing  

 Staff feedback 
 

 
 
 
 
 
 
 
 
£1500.00 

 

 Identify Students’ 
emotional profile 

 

 All students to complete the SEPT upon their 
return 

 All parents to complete SEPT  
 

 Head of School will meet with all parents on one 
to one basis to discuss any concerns or issues 
following lockdown  

 

TC/MJ 

MJ 

 

TC 

 

TC 

 

Aut Term 1 

 

Aut Term 1 

 

 

Aut Term 1 

 

 A true reflection of students 
social and emotional 
wellbeing 
 

 Identify additional needs 
and concerns 

 
 Students will receive 

tailored support to help with 
their recovery 

 TC/MJ to collate SEPT 
information  
 
 

 Head of School to 
complete all meetings 
within first week.  

 Pastoral Meetings 
T/L Meetings 

 

 
 
 
 
 
 
 
 
£1500.00 



 

The school implemented a COVID Recovery Curriculum in September to help support students return; All Year 10 and 11 students re-sat their 
baseline tests across core subjects, which allowed the school to identify Year 10 and 11 students who had fallen behind and subsequently 
facilitated 1:1 catch up lessons. Students, parents and staff completed SEPT questionnaires and students who scored below 75% had approptate 
targets set and monitored by key worker. KS has completed an IEP for all students who were on roll from Sept 20. Student council consulted with 
students, specific enrichment topics identified as well as workshops, which will resume when appropriate to do so. 

 

 

 

 

 

 

 

 Implement appropriate support and 
signpost/refer to services for professional input if 
required. 

TC Aut Term 1 
 

 Students will be ready to 
engage and learn 

 Lesson Monitor Data 
will be recorded and 
monitored by LS & TC 

 Prioritise non-academic 
activities at the outset 

 

 

 

 Conduct student survey/consultation to gain buy 
in of activities 

 Implement activities linked to improving mental 
health and well being 

 Implement wellbeing and resilience building 
workshops as part of the recovery curriculum 

 
 

TC/MJ 
 
MJ 
 
MJ 
 

Aut Term 1 
 
Aut Term 1 
 
Aut Term1 

 Students will engage in 
85% of activities 

 SEPT will demonstrate at 
least 90% of students will  
feel more confident and less 
anxious  

 90% of students will meet a 
target attendance of 85% 

 Students will become more 
self-assured 

 90% Positive engagement 
scores in lessons 

 

 TC to ensure timetable 
of events is agreed 
produced with staff  

 Attendance Register for 
each activity 

 Lesson monitor 

 SEPT Analysis 
 Attendance Data 

 
 

 
 
 
 
 
£2500.0 



Objective  
 
To Create a bespoke and engaging curriculum that meets the needs of the 
cohort. 
 

Success Criteria: 

 Improved attendance and engagement across the whole curriculum 
 Head of T/L monitoring will show implementation of new curriculum 
  Curriculum Policy will meet the new Ofsted requirements 
 CPD records will demonstrate staff engagement in training to deliver the curriculum 
 100% of KS4 Students will achieve minimum of 2 GCSE’s or equivalent  
 KS3 Students will achieve minimum of 2 sub levels of progress across academic year 
 Year 11 outcomes will be above the AP National Average 

 
Actions  Steps (including CPD) Named 

responsib
ility 

Timescale Impact 

(Outcomes) 

Monitoring  

(dates & method) 

Resources/ 
costs  

 

Design a Curriculum that will 
develop students’ knowledge, 
cultural capital and support 
their emotional wellbeing  

 Head of School to explore the curriculum offer of 
outstanding SEMH Schools 
 

 Head of School to work collaboratively with Head 
of T/L to create a new Curriculum Policy 
 

 Staff to create individual subject overviews 
 

 Publish new curriculum offer via school website 
 

 Extend the Enrichment Offer 
 

 Ensure full coverage of statutory RSE 
requirements 

TC/DT 

 

All Staff 

All staff 

DT/TG 

TC 

 

MJ 

Aut Term 1 

Aut Term 1 

Aut Term  

Oct 2020 

Aut Term  

 

Aut Term 

 Improve upon current 
Ofsted rating 
 

 Increased engagement 
across the curriculum 
 

 Students will record 75%+ 
positive score on their 
SEPT  
 

 Increase in student 
numbers and potential 
revenue from other sources 
such as SEN Havering. 

 
 

 
 

 

 TC to review SEMH 
schools with 
Outstanding Ofsted and 
report to DT 

  TC to meet with DT 
Sept half term 

 Staff to feedback to 
Head of School 

 SMSC Grid maker 
 

 

Implement a CPD 
Programme which addresses 
the needs identified by staff 
 

 

 Identify relevant training to support delivery of 
new curriculum 

 Specialist training to support staff with the 
schools’ vulnerable cohort 
 

 Staff to be allocated time to undertake CPD 
 

DT/TC 

All Staff 

 

All Staff 

 

Aut Term 1 

On-going 

 

All Year 

 

 100% of staff will have 
greater confidence in 
delivery of new curriculum 

 100% of staff will feel 
empowered to emotionally 
support students 
 

 Register of all CPD 
 

 Lesson Walks 
 Record of meetings 
 Work Scrutiny across all 

subjects 
 Staff Feedback 

£2000.00 



 

 

 

Sourcing a link with another SEMH school is still in working progress. TC has explored a number of SEMH school websites investigating their 
various curriculum offers AND TC has meet fortnightly with DT to discuss curriculum and partnering another SEMH Secondary School. There is 
now a new Curriculum Policy and subject to approval will be uploaded onto the school website. Subject overviews are available and on the school 
website, giving greater clarity to the school’s offer. MJ has been teaching to the new RSE requirements in PSHE. The school has started a 
number of enrichment initiatives following consultation with the School Council. These initiatives have helped student to re-build their peer 
relationships following lockdown. However, some of the activities were cancelled due to the pandemic. Due to lockdown and COVID restrictions, 
the school cancelled all staff training sessions, especially those directly related to mental health and wellbeing. However, staff have adapted and 
attended a number of specific CPD sessions on line. Only one student workshop went ahead in the autumn, these will be re-visited once COVID 
restrictions are lifted and the school’s Risk Assessment allows. The reduction in school workshops could have an impact on student’s SEPT 
scores, as there are directly targeted at areas of need such as; resilience building, overcoming anxiety and mindfulness.  The school continued to 
operate T/L meetings every week, some staff attended FBA Tuesday Training. KS facilitated presentations on all areas of SEN requirements 
relating to the school’s cohort. Staff training included the introduction of the school’s latest teaching resource – Clickview and teaching virtually. 

 

 Regular Teaching and Learning Meetings to 
share good practice. 

DT/TC On going 
 High quality teaching to 

ensure there is 
differentiation to 
accommodate students’ 
varied academic levels 
Staff will agree the school 
supports professional 
development 

 Leeson Observations 

Convey the schools clear and 
concise curriculum Policy to 
stakeholders 

 

 

 Curriculum plan to be incorporated in the school 
planner 

 Promote the school curriculum at student 
induction days 

 Publish the new curriculum via the school 
website 

 

DT/TC 
 

Sept 20 
 
On-going 
 
Aut Term 1 

 Students and Parents will 
be aware of the schools’ 
expectations 
 

 Stakeholders and students 
will have greater 
understanding of the 
curriculum offer 

 

 DT/TC to agree 
Curriculum Policy 
 

 School Presentations  
 Stakeholder feedback 
 Student feedback 

£500.00 



Objective  
To ensure the smooth and successful transition of staff and student to the 
new build 
 

Success Criteria: 

 Build will be fully functional and operating by Jan 2021 
 The ambience of the new build will reflect our mission statement of Hope and a  Future 
 Student attendance will remain consistent and meet the school attendance target of 

85%+ 
 95% of all students and stakeholders will voice positive feedback  

 
Actions  Steps (including CPD) Named 

responsib
ility 

Timescale Impact 

(Outcomes) 

Monitoring  

(dates & method) 

Resources/ 
costs  

 
Ensure the new build will 
meet September deadline for 
January opening 

 Monitor progress of all stages of the new build 
 

 Regular meetings will be held with the steering 
group to ensure timelines are being met 

 
 Respond to all queries swiftly to avoid any delays 

TC/DB 

TC 

TC 

Aut Term 

Aut Term 

Aut Term 

 New build will be ready and 
fit for purpose by Aut  1 
 

 All internal requirements will 
be met and completed as 
per the specifications. 

 Site visits 

 Up-Date from Reach 2 
 Scrutiny of the schedule  

of works timeline 

 

 
To communicate the 
development of each stage of 
the new build to staff, 
students and stakeholders 

 

 

 

 

 

 Updates at weekly staff meetings 
 

 Dedicated student assemblies 
 

 Create new build display board and time line of 
events 
 

 Organise site visits where possible 
 

 Up-date Governors at LGB Meetings 
 

 Announce the new build and provide regular 
updates to parents 
 

 New build link on school website 

TC 

TC/MJ 

 

TC 

 

TC 

 

TC/TG 

Aut Term 1 

Aut Term 1 

 

Aut Term 1 

 

Aut Term 1 

 

Aut term 1 

 

 100% of Staff will feel 
positive towards the 
transition to the new build. 
 

 School Attendance target 
will be met 

 
 

 Staff and students will take 
ownership of the new 
school 
 

 Parents will support and 
encourage their children to 
attend the new build. 

 Minutes of meetings 

 Staff feedback 

 

 Attendance Data 
 

 Student Council 
 

 LGB Minutes 
 

 Parent feedback 

 
 
£200.00 

Create a Transition 
Programme for staff and 
students 

 Timetabled visits to the new build will take place 
 

 Share decision making regarding internal 
displays and décor and involve students in the 
process 

 

TC/MJ 
All staff & 
Students 
 
TC/MJ 

Aut term  
 
Aut Term 1 
 
Aut Term 

 Students will feel prepared 
for the transition and 
change to routine. 

 100% of students will make 
one positive design 
contribution to the new build 

Log of all visits 

Student Council & Student 
questionnaire feedback. 

 
 
 
 
 



 

TC attended all meetings held with REDS 10. Staff, students and parents were kept fully informed up-dated on the building project, strong 
communication and visits secured the successful transition from the old building to the new. The new school building was announced on the 
school website and via our “We are moving brochure” the move was hugely successful, with the new school fully open and operational for 11th 
January when students returned to school. Unfortunately, due to pandemic, the official opening, parents evening and parental workshops are on 
hold. Parental workshops were identified as a key component to help improve school attendance; the lack of face to face meetings should be 
considered when looking at attendance trends, as the school has missed a number of parent engagement opportunities 

 

 

 

 

 

 

 

 

 

 

 

 Travel Training Programme to new site for 
students who travel independently  
 

 Parents Evening to be held at new site 
 

 
 Invitation to LGB Members and Local Authority to 

view the new build 
 

 Coffee mornings for parents and perspective 
parents to be held at the new school, prior to the 
official move date. 

 
 

 
 
 

 
TC 
 
 
TC/LS 
 
TC/MJ 
 
TC/MJ 

 
Aut Term  
 
 
Aut Term 
 
Aut Term 
 
 
Aut Term 

 Reduce anxiety and 
increase confidence of their 
new surroundings 

 Stakeholders will have 
greater insight into the 
school environment 

 95% of stakeholder 
feedback will be positive 

 
 Increase awareness of The 

Bridge offer and values. 

 

Record of 
attendance/Student 
feedback 

Stakeholder  questionnaire 

 
 
 
 
£250.00 



Objective  
To ensure the school fully embeds the Unique Me principles across the 
curriculum and the wider school community. 
 

Success Criteria: 

 All subjects will incorporate each half termly principle within their SOW 
 Students and stakeholders will have a full understanding of each principle and how that 

relates to everyday life 
 Students will become part of a wider community by successfully transitioning to 

mainstream school or Post 16 placements 
 

Actions  Steps (including CPD) Named 
responsib
ility 

Timescale Impact 

(Outcomes) 

Monitoring  

(dates & method) 

Resources/ 
costs  

 

Each principle will be an area 
of focus each half term 

 Display half term principle as a whole school 
focus 

 Discuss half termly principle at staff meetings 
 Ensure each principle is supported in all subject 

lessons  
 Students to identify relevant principle and utilise 

stickers to evidence their understanding 
 Include UM Principles in School Planners 
 Promote the Unique Me on school website 

MJ 

JY/DT 

All Staff 

TC 

TG 

20/21 
Academic 
Year 

 

Sept 20 

 

 100% of all staff will have 
established the UM 
principles within their SOW 
90% of all students will 
understand  the UM 
principles  

 The UM Principles will be 
fully embedded across the 
whole school 
 
 
  

 
 

 

 T/L Meetings 
 

 Pastoral Meetings 
 

 Work Book Scrutinises 
 

 

 Lesson Observations 

 

 Student 
questionnaire/feedback 

 

 
Introduce whole School 
Unique Me activity 
programme 

 

 

 

 Allocate time to UM activity days 
 

 Activities will be directly linked to each principle 
 

 Deliver tailored workshops where appropriate 
 
 Invite guest speakers to attend the school setting 

 
 Create an evidence log for students to complete 

to demonstrate their understanding of the UM 
principles 

 

TC/MJ 

TC/MJ 

 

TC/MJ 

 

MJ 

Aut Term 1 - 

Academic  
Year 

Academic 
Year 

On-going 

 All students will attend at 
least 80% of activity days. 

 100% of students will be 
able to associate four of the 
school principles to 
everyday life.  
 

 Increased awareness of 
Post 16 opportunities 

 SEPT 
 

 SMSC Grid maker 
 

 Student 
Feedback(Bespoke 
Questionnaire) 

 
  Student council 

 
 Destination data 

 
 
£2000.00 



 

 

Roll out of the school principles continue, each half term there is a strong focus on the nominated principle. In September, we selected 
Connecting To Others as this was deemed appropriate given our community was returning from lockdown. Two all school events took pace to 
celebrate this principle, and embedded across the COVID Recovery Curriculum and through our Thought of the Week.  

Year 11 students have completed their Colour Me Profile, and have used the profile to good effect, when writing their CV’s and applications for 
their college placement. In PSHE students have explored their areas of strengths as well as weakness. Subject matter display boards highlight 
staff areas of strength together with their subject overview. 

The new school planner displays the UM Principles, and the UM Logo is displayed in the main area of the school building. 

 

 

 

 

SOW  Scheme of Work 

SEPT  Social Emotional Profile Tracker 

UM  Unique Me 

RSE  Relationships and Sex Education 

SMSC  Social Moral Spiritual Cultural 

 
Produce a “This is the 
Unique ME “staff and student 
display board 

 

 

 

 100% of year 10 & 11 Students will complete 
Colour Me profiling 

 Staff and students to highlight two interesting 
facts about themselves 

 Staff and students to identify two positive quotes 
from their Col Me Profile 

 
TC 
 
TC/MJ 
 
TC/MJ 

 
Aut Term  
 
Aut Term 
 
Aut Term 

 75% of students will report 
they have a greater 
awareness of their 
strengths and weaknesses. 

 Support stronger 
relationships between staff 
and students 

  Profiles will endorse Year 
11 Personal Statements for 
Post 16 applications & 
references 
 

 

 Head of School to 
coordinate 
 

 Student questionnaire 
 

 Staff Questionnaire 
 

 
 

 

 

 
 

 
£500.00 
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LIFE Retention Consultation 
To be effective from September 2021 

 
 
 
Overall, the response to the consultation document was extremely positive. It is extremely encouraging to see the support and engagement of 
the governing bodies and headteachers during the process and to hear about the positive support that schools feel they have received from the 
central Trust team during the pandemic.   
 
As no significant objection to the increase was raised, the Board agreed to increase the contribution as recommended in the consultation 
document.  They agreed that in addition: 
 
1. The 9% or £50k contribution is fixed at this amount for two academic years until September 2023 at the earliest 
2. An operational action plan is created to ensure the smooth transition of operational staff and services, using existing successful 

change models and experiences of other Trusts 
3. The SLT at FBA is reviewed with capacity of oversight of Teaching and Learning prioritised 
4. The site and premises needs at FBA are prioritised by the new Estates Manager 
5. The role of roving site support is not included in the core offer for Rural Primary schools as the other three schools will pay for 

their own site staff independently of the core offer  
6. The role of Director of Rural Primary Schools includes the designation “(Curriculum)” to clearly identify the fact that it does not 

carry legal responsibility for all Rural Primary schools 
7. All current temporary headship arrangements in LIFE schools are reviewed and permanent arrangements made by December 31st 

2021 for September 2022 
8. All new contracts and job descriptions are reviewed and agreed by July 2021    
9. The relevant documentation such as the scheme of delegation, organisational charts and flow charts are prepared and agreed by 

the Executive by the end of July 2021  
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Frequently asked questions 
 
Question Response 
1. Why did you decide on the 

figure of 9%?   
  
  
 
 
 
2. What is the full rationale 

behind the 9%?  
 
 
 
3. What are the additional 

raised funds being spent on 
  
.   
 
 
 
 
4. Are any services that are 

currently paid for by 
individual schools no longer 
required as we centralise?   

 
 
5. How does the CEO pay band 

compare to other MATs? 
 
  
  
 

We are aware that the DfE recommend that maturing MATS have higher central contribution rates.  One MAT 
we spoke to takes up to 18% for very small schools.  Another takes 11%.  These contribution figures are not 
published so we are dependent on Trusts sharing them.  One or two Trusts do still take 5% or less and the 
national average in 2019 was 5.6% but Trusts with smaller contributions are struggling to fund their central 
team, create a sense of cohesion and several Trusts have seemingly complicated multiple Service Level 
Agreements between schools and the Trust. 
 
We believe that the Trust will function more effectively if there are increased shared central services, a shared 
educational leadership for the rural schools, more central resources and a fairer balance between what the 
largest school, FBA, pays and what they receive.  
 
 
Essentially the additional funds will go to fund the central Trust roles which are currently FBA jobs particularly 
because some FBA staff are supporting the Trust. This mainly applies to the FBA Finance, HR and IT teams 
The money will more fairly cover the cost of all the support from Trust staff currently given to schools by the 
CEO, Directors of Operations and Education, IT, HR, Finance etc.  New roles introduced will include phase 
leaders and subject leaders who will support the development of the curriculum and teaching and learning in RP 
schools.  There will also be more enrichment opportunities for pupils in all schools.  

 
 
Additional time will be allocated to a range of support staff for all schools thus increasing capacity.  The 
appointment of a Trust Estates manager who will be able to work with each school on areas such as 
preventative maintenance will save schools money.   
  

 
 
There are no recent national figures available for comparison and many variables with no agreed national 
bands.  The CEO is paid the FBA headteacher salary plus an allowance of £25k which has remained frozen for 
3 years.  The Education and Skills Funding Agency and auditors have been satisfied with this amount.  Trusts 
that pay excessively have been written to by the DfE.  We have not. The CEO pay band is under the threshold 
which is considered by the DfE when reviewing CIF bids and adds points to our application. For transparency, 
salary bands are now published on Trust websites as a statutory requirement from the ESFA. 
 

6. How will individual schools 
cope with paying the new 

The Director of Operations will work with school leaders and governors to ensure their budgets for 2021/22 
balance.   
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amount and still balancing 
their books? 

7. Will the contribution continue 
to increase year on year? 

 
8. How will the role of Director 

of Rural Primary Schools 
operate? 

. 
9. When will decisions be made 

about permanent school 
headteachers?  

The contribution from schools will be capped at 9% or £50k until September 2023 ie for two years 
 
 
The Director will not have legal responsibility for all the RP schools, just the ones for which they are Executive 
headteacher.  Their role is to coordinate and oversee the curriculum and enrichment opportunities.   
 
 
The current plan is that decisions on permanent head arrangements will be determined by Dec 2021 
 

10.  Will schools continue to pay 
any other costs to either the 
central Trust or other Trust 
schools? 

Some schools will pay for additional support through separate Service Level Agreements (SLAs) such as the 
ones which currently exist between The Bridge and the Trust.  These will continue to be negotiated between the 
parties concerned.   

11. Will this change affect the 
reserves which schools may 
have built up over time? 

No, this change does not affect schools’ reserves.  They will continue to retain their reserves. 

12. Will this model continue to be 
viable if the Trust continues 
to welcome smaller Rural 
Primary schools?   

 
13. Will the contracts of staff who 

are currently employed by 
FBA and Benhurst be 
changed and the time they 
spend in other schools 
altered ? 

We believe that the RP model we have developed, the centralising and standardising of services, and the 
increased contribution will enable the Trust to continue to add RP schools in the future.  
 
 
 
Yes, central staff will become Trust employees and contracts changed accordingly 
 
 
 

14. Given that this is a 
centralisation exercise, will 
FBA need additional staff?  

 
15. How will we ensure the 

smooth adoption and 
integration of the central 
staff?   

Whilst little additional support staffing at FBA should be needed, the SLT will review roles and consider 
additional capacity within the senior team given the reduction in time for the CEO and Head of Development. 
 
 
An Operational Action Plan will cover all key areas and explain the relevant timescales 
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16. Where will the centralised 

services be based?   
 
17. How will the Trust ensure that 

the changes of leadership at 
FBA will not affect the 
school’s performance? 

 
18. Is there a way of clearly 

showing who will be 
responsible for which areas 
from September?  

 
19. What will be the remit of the 

new Head of Estates and 
Health and Safety?   

 
From September 2021 the services will be based in the current LIFE corridor at FBA with IT based in Staff 
Services and Enrichment in the FBA House 
 
The increased capacity at FBA and alignment with national priorities as well as the evaluation processes driven 
by the Healthchecks will ensure this. 
 
 
 
The Executive team will create clear charts which identify this and show the flow of responsibilities 
 
 
 
 
They will oversee Health and Safety, Premises and compliance across all Trust schools, leading this function for 
the Board, supporting the Director of Operations, and working with heads and governors.   
 

 



THE BRIDGE 
BUDGETARY SUMMARY 

 
MEETING DATE/TIME:  March 2021  
  
REPORT AUTHOR:   Mr T Mercer 
 
 
1. Purpose of Report 
 
To provide an update on the budgetary position at 28 February 2021. 

2. Budgetary Summary 
 
The budget report shows the position @ 28 February 2021, with a deficit of £2,865 compared to 
a budgeted surplus for the year to date of £3,176, an over spend of £6,041. 
 
The following areas have contributed to the under spend: 
 
Income- £1,833 under budget (YTD £5,853 under) 
  
A2- Other Govt Grants under budget by £1,833 (YTD £4,665 under) 
Other government grants include: 

LBH funding that is in line with budget of £36k per month. 

Invoices for the 4 year 11 students have been invoiced and are in line with the budget.  

Funding for 2 SEN students has been agreed with London Borough of Havering, one for the full 
academic year (£13,200) and one for 2 terms (£8,800). As at the end of February £4,400 has 
been invoiced which creates a negative variance of £6,598 due to the profiling of the budget.  

A3- Private Sector Funding £645 over budget 
Jack Petchey income of £645 received in November. 

Expenditure- £116 under budget (YTD £188 over) 
 
B0 to B6- Staffing costs under budget by £985 (YTD £608 under) 
Teaching staff and Educational support staff are in line with budget. 

Admin staff are over budget by £1,310 as support staff pay award accrual was understated at 
the end of the year. Overtime and mileage are also included in this figure. 

Teaching agency staff costs are £3,064 over budget at the end of February. Invoices for 
teaching in June and July of £2,380 are included in the current year figures as the invoices were 
not received until September and therefore were not accrued and will represent an over spend if 
current year agency costs are line with budget. 

Support staff agency staff are under budget £4,676 at the end of February. Due to the national 
lockdown, the services provided (counselling and PE) have been severely reduced and the 
Head of School expects savings of approx. £3,125 as a result. 

C0- Maintenance of Premises costs are £651 over budget (YTD £2,066 under) 
Maintenance includes both internal maintenance, external maintenance and maintenance of the 
grounds as well as alterations and improvements.  



THE BRIDGE 
BUDGETARY SUMMARY 

 
MEETING DATE/TIME:  March 2021  
  
REPORT AUTHOR:   Mr T Mercer 
 
 
Expenditure on Intruder alarm fobs, erection of a shed, spare keys and locks for the new 
building were recorded in February but expenditure has remained low partly due to the 
lockdown. 
 
C1- Other Occupational Costs are over budget by £2,166 (YTD £2,918 over) 
Other occupational costs include cleaning materials, refuse disposal and utilities and non-
domestic rates; £1,079 has been paid in rates, but this can be claimed back in rebates.  
 
A billing error with the previous gas supplier has resulted in arrears being paid in this budget 
year. 
 
The over spend on cleaning services represents the additional cost of cleaning due to the 
pandemic. The estimated additional costs of cleaning across the year is £4,500. 
 
D0- Educational Supplies and Services are under budget by £292 (YTD £3,846 over) 
Educational Supplies include curriculum supplies on books, equipment, stationery, exam fees 
and the costs of IT. 
 
Learning resources are over spent by £860, at the end of February but still have £6,659 
remaining in the budget for the year. 

 
Expenditure on IT is £4,737 over spent at the end of February – a suggestion will be to explore 
a virement from a nil to low impact underperforming budget line. 
 
E0- Other Supplies and Services are over budget by £67 (YTD £3,666 under) 
Other supplies and services include head office recharges and furniture and equipment. The 
furniture and equipment budget was increased by £3,900 due to agreed additional spend on the 
new building which has not yet materialised. 
 
G0- Staff development is under budget by £136 (YTD £816 under) 
There has been no spend to date against staff development. 

  



THE BRIDGE 
BUDGETARY SUMMARY 

 
MEETING DATE/TIME:  March 2021  
  
REPORT AUTHOR:   Mr T Mercer 
 
 

Forecast reserves as at 31 August 2021 

 £ 
Opening reserves (audited) 1 September 20 114,832
Income per revised budget 486,800
Expenditure per revised budget** (498,787)
Planned Deficit for the year (11,987)
Closing reserves 31 August 21 102,845
Commitments from reserves: 
Contribution to Bridge Build (37,000)
Contribution to the MUGA (incl Astroturf) (38,350)
Remaining reserves 27,495

  

Changes to forecast following February review 

 £ 
Support staff pay increase – 19/20 (1,058)
Late invoices for 2019/20 – EB (Agency Teacher) (2,380)
Savings on agency over lockdown (est) 3,125
Additional cleaning costs (4,500)
Net effect of change (4,813)
 
Remaining reserves c/f 22,682

 

**The revised budget expenditure includes agreed additional costs of £16,800 relating to the 
new building: 

- Astroturf for MUGA   £6k 
- Shed Base    £1k 
- Signage     £1.5k 
- Stencilling    £1k 
- Moving crates and bubble wrap £1k 
- IT     £3k 
- Furniture     £2k 
- Garden    £1k 



Actual REVISED 
BUDGET 2020‐

2021

Variance Actual REVISED 
BUDGET 2020‐

2021

Variance Forecast REVISED 
BUDGET 2020‐

2021

Variance

Income

A2 ‐ Other Govt Grants 36,000 37,833 (1,833) 253,300 259,798 (6,498) 480,302 486,800 (6,498)

A3 ‐ Private Sector Funding ‐ ‐ ‐ 645 ‐ 645 645 ‐ 645

A4 ‐ Other Income ‐ ‐ ‐ ‐ ‐ ‐ ‐ ‐ ‐

Total Income 36,000 37,833 (1,833) 253,945 259,798 (5,853) 480,947 486,800 (5,853)

Expenditure

Staffing Expenditure

B0 ‐ Teaching Staff 17,511 17,574 63 105,015 105,444 429 210,422 210,851 429

B1 ‐ Educational Support Staff 3,332 3,150 (182) 19,023 18,900 (123) 38,339 38,216 (123)

B3 ‐ Admin Staffing 7,702 7,449 (253) 47,126 45,816 (1,310) 92,881 91,571 (1,310)

B5 ‐ Agency Staff 1,370 2,727 1,357 14,750 16,362 1,612 28,388 30,000 1,612

B6 ‐ SLT Staff Costs ‐ ‐ ‐ ‐ ‐ ‐ ‐ ‐ ‐

Total Staffing Expenditure 29,915 30,900 985 185,914 186,522 608 370,030 370,638 608

C0 ‐ Maintenance of Premises 742 91 (651) 2,790 4,856 2,066 3,244 5,310 2,066

C1 ‐ Other Occupational Costs 1,595 1,016 (579) 9,593 6,096 (3,497) 15,497 12,000 (3,497)

D0 ‐ Educational Supplies and Services 1,850 2,142 292 21,604 17,758 (3,846) 32,285 28,439 (3,846)

E0 ‐ Other Supplies and Services 6,804 6,737 (67) 36,908 40,574 3,666 77,234 80,900 3,666
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1. Introduction 
 
The curriculum can be defined as ‘the totality of the lived experiences a student receives as they move 
through the school’. This policy aims to outline how the curriculum is organised at The Bridge and how it 
ensures that the mission and vision of the school is realised for students.  
 
The students arrive at The Bridge with very different experiences of school and as a result have varying 
levels of knowledge and understanding of all subject areas of the curriculum. We therefore provide a core 
curriculum which focuses on English, Maths and Science; we believe that this allows all students to be 
confident and proficient in the basic skills of Reading, Writing, Communication and Mathematics which 
facilitates the reintegration into a mainstream curriculum at key stage 3 or key stage 4 or provides key entry 
requirements for post16 provision. In addition to this, the students study other subjects alongside the 
extensive enrichment programme which contributes to their personal development and wellbeing. 
 
To reflect the creation of our highly successful mission statement of Hope and a Future, the school has a 
guiding set of 6 principles which underpin and are interwoven into the curriculum plan: 
  

 Knowing Myself 
 Lifelong Learning 
 Developing Healthy Habits 
 Being Financially Aware 
 Connecting to Others 
 Finding a Fulfilling Future 
 
Our six principles are integral to achieving our goal, and play a key role in supporting students to become 
confident, resilient, young adult learners, as well as preparing them for their future life journey.  
 
 

2. Curriculum aims 
 
The Bridge mission statement Hope and a Future drives our intent for the curriculum provision and delivery. 
The young people who attend The Bridge have challenges which have stopped them fully accessing main 
stream schooling and we aim to provide a curriculum which enables students to build confidence, knowledge, 
skills and the character to plan for their future and attain their goals.  
 
We aim to: 
 Engender a sense of belonging and build confidence amongst the students so they can be successful  
 Provide a supportive and nurturing environment so students can acquire knowledge and understanding, 

make progress and become confident learners so they are able to integrate back into mainstream 
schools or successfully achieve their goals for post-16 education, training and employment.  

 Support students’ emotional, moral, social, academic, cultural and spiritual development through the 
Unique Me programme 

 Provide a flexible approach to curriculum planning so we tailor the curriculum to individual needs and 
circumstances. 

 Teach lessons which engage and challenge all students whatever their ability or starting point whilst 
remaining supportive and caring in0line with the school ethos.  

 Support students’ physical development and responsibility for their own health, and enable them to be 
active 
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3. Legislation and guidance 
 
This policy reflects the requirements for the school to comply with our funding agreement and articles of 
association. It also reflects requirements for inclusion and equality as set out in the Special Educational 
Needs and Disability Code of Practice 2014 and Equality Act 2010, and refers to curriculum-related 
expectations of governing boards set out in the Department for Education’s Governance Handbook. 

 
4. Roles and responsibilities 
 
4.1 The governing body 

 
The governing body will monitor the effectiveness of this policy and hold the headteacher/ head of school to 
account for its implementation. 
 
The governing board will also ensure that: 
 A robust framework is in place for setting curriculum priorities and aspirational targets 
 The school is complying with its funding agreement and teaching a "broad and balanced curriculum" 

which includes English, maths, and science, and enough teaching time is provided for students to cover 
the requirements of the funding agreement 

 Proper provision is made for students with different abilities and needs, including children with special 
educational needs (SEN) 

 All courses provided for students below the age of 19 that lead to qualifications, such as GCSEs and A-
levels, are approved by the secretary of state 

 The school implements the relevant statutory assessment arrangements 
 It participates actively in decision-making about the breadth and balance of the curriculum 
 It holds the headteacher/ head of school accountable for ensuring that the curriculum matches the ethos 

and mission of the school 
 Students from year 8 onwards are provided with independent, impartial careers guidance, and that this is 

appropriately resourced 
 
 
4.2 Headteacher/Head of School 

 
The headteacher/ head of school is responsible for ensuring that this policy is adhered to, and that: 
 All required elements of the curriculum, and those subjects which the school chooses to offer, have aims 

and objectives which reflect the aims of the school and indicate how the needs of individual students will 
be met 

 The amount of time provided for teaching the required elements of the curriculum is adequate and is 
reviewed by the governing board 

 They manage requests to withdraw children from curriculum subjects, where appropriate 
 The school’s procedures for assessment meet all legal requirements 
 The governing board is fully involved in decision-making processes that relate to the breadth and 

balance of the curriculum 
 The governing board is advised on whole-school targets in order to make informed decisions 
 Proper provision is in place for students with different abilities and needs, including children with SEN 
 
4.3 Other staff 

 
Other staff will ensure that the school curriculum is implemented in accordance with this policy. 
All teachers and professionals will engage in teaching and learning activities and continuously develop their 
skills and competencies for providing an appropriate range of strategies to inspire all our students. 
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5. Organisation and planning 
 
Students at The Bridge have between 20 - 25 hours of teaching time per week which are split between a 
number of core and foundation subjects; in addition, students also partake in a range of enrichment and 
personal development activities including the Unique Me programme. 
 

Key Stage 3  Year 7  Years 8 & 9 
Subject Hours per week Hours per week 
English 4 4 

Mathematics 3 4 

Biology 2 3 

Art 2 2 

ICT 2 2 

Food Technology 2 2 

PSHCEE 2 3 

Enrichment & Enterprise Projects 2 2 

PE 1 1 

Life Coaching – Building Social Skills 1 1 
 
Rationale: The Key Stage 3 curriculum is designed to prepare students for the return to mainstream 
schooling at Key Stage 4. It is not possible for the school to provide all curriculum areas but our aim is to 
ensure students are well prepared for studying Maths, English and Science and the knowledge and skills to 
study a range other Level 2 courses. 
 

 Key Stage 4 Year 10 Year 11 

Subject Hours per week Hours per week 

English 4 4 

Mathematics 4 4 

Biology 4 4 

Art 2 2 

ICT 1 1 

Food Technology 2 2 

PSHCEE 2 3 
Enrichment & Enterprise Projects and Post-16 careers 2 1 

PE 1 1 
Life Coaching – Building Social Skills 1 1 

 
Rationale: The students that join the school in Key Stage 4 have often missed a considerable amount of 
schooling. The curriculum is designed to support the students through the core subjects at GCSE and 
develop a range of functional skills so they can access post-16 college and training placements. Year 10 and 
11 study Biology GCSE; this is a conscious decision as the student’s that arrive at The Bridge have missed a 
significant amount of learning and there is insufficient learning time to cover the 3 Sciences. 

 

Personalised Curriculum and Learning  

We adapt the curriculum for individual learners according to their needs. We recognise students’ strengths, 
needs and interests and build on these to promote achievement and success. We identify our students’ prior 
experience through individual dialogue and conduct base line testing on entry in order to tailor the curriculum 
and teaching and learning approaches. 
 
Alongside the traditional curriculum the school has a range of therapeutic inputs that support young people 
struggling with adolescence to access learning. This includes access to one to one tutoring and regular 
counselling. 
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The Unique Me 
 

The Unique Me programme serves to foster diversity, and is in keeping with our beliefs, that despite life’s 
setbacks, all students can achieve their personal goals, and build harmonious relationships within school and 
the wider community.  
 

The programme focuses on six principles: 
 

1) Knowing Myself – explore the unique person; strengths and weaknesses; personality profiling  
2) Lifelong Learning – exploring passions and developing a thirst for learning  
3) Developing Healthy Habits – delivered through the PSHCEE programme and includes Healthy Eating, 

Physical Activity, SRE, Sleeping Routine, Mindfulness, Healthy Relationships and Resilience Building 
4) Being Financially Aware – financial literacy 
5) Connecting to Others – communication skills and building relationships 
6) Finding a Fulfilling Future – life coaching and exploring future goals and aspirations  
 

Our six principles are intrinsically linked, receive high priority within the school, and are pivotal to the school 
curriculum; incorporated in school events, extra-curricular clubs and workshops held at The Bridge. Our 
ethos is strong, clear, and reflected in everything we do, the language we use, and the examples we set. 
 

6. Inclusion 
 

Teachers set high expectations for all students. They will use appropriate assessment to set ambitious 
targets and plan challenging work for all groups, including: 
 More able students 
 Students with low prior attainment 
 Students from disadvantaged backgrounds 
 Students with SEN 
 Students with English as an additional language (EAL) 
 

Teachers will plan lessons so that students with SEN and/or disabilities can study all aspects of the Bridge 
curriculum subject, wherever possible, and ensure that there are no barriers to every pupil achieving. 
Teachers will also take account of the needs of students whose first language is not English. Lessons will be 
planned so that teaching opportunities help students to develop their English, and to support students to take 
part in all subjects. 
 

Further information can be found in our statement of equality information and objectives, and in our SEN 
policy and information report. 
 
 

7. Monitoring arrangements 
 

The Bridge via the Governing Body monitors the appropriateness of the curriculum, measuring its impact, 
taking into account levels of achievement and engagement  
 
The Governing Body will receive a Health Check report, three times per year, from the Head of School on 
Quality of Education which focuses on:  
 Curriculum Intent – an overview and assessment of the curriculum plan 
 Implementation of the Curriculum - an overview of the quality of teaching across the school 
 Impact of the Curriculum – the standards reached in each subject and for individual students 
 

The Bridge is supported by staff from the LIFE Education Trust to develop its curriculum and the quality of 
teaching and learning across the school. Incorporated into this are regular reviews as part of the self-
evaluation process into the successful delivery of the curriculum using the OFSTED Evaluation Framework. 
 

The Bridge will regularly audit its curriculum provision, seeking the views of all stakeholders including 
students, parents, staff and governors. This policy will be reviewed every two years by the headteacher/ head 
of school. After the review, the policy will be shared with the full governing board. 

 
8. Links with other policies 
This policy links to the following policies and procedures: Ethos and Mission Statement; SRE policy; 
Assessment policy 
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Status of this document 
 
This Policy details the local arrangements for managing health & safety at schools in LIFE education 
Trust. It is a subordinate Policy to the London Borough of Havering’s Corporate Health & Safety Policy, 
and should therefore be read in conjunction with this and the Corporate Safety Management System.   
 
 

Statement of intent 
 
LIFE Education Trust is committed to ensuring high standards of health & safety in all its activities It 
aims to not just comply with the minimum health & safety legislative requirements but, the spirit of the 
law as well. The Trust values its employees and will endeavour to ensure that their health, safety and 
welfare, and those of any visitors to the site (including pupils), are protected so far as is reasonably 
practicable. It recognises the economic and social benefits which are derived from the implementation 
of an effective health & safety management system. In order to derive these benefits the Trust’s Board 
of Trustees and Senior Management Team commit to providing the necessary leadership and 
resources to implement, maintain and continuously improve the School’s safety management system of 
all schools within the Trust.  
 

 
 
Signed Chair of Board  
 
 
 

Safety Management System 
 
The Safety Management System is based on the HSE’s model in HSG 65 “Successful Health & Safety 
Management”.  
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Schools within LIFE Education Trust 
 
Local Governing Body 
 
The Local Governing Body is responsible for ensuring that: 
 

 It considers the Health & Safety implications of its decisions; 

 Adequate resources are allocated to Health & Safety; 

 Health & Safety standards are maintained by monitoring the school’s performance on a termly 
basis; 

 At least one Health & Safety Governor is nominated; 

 This Policy is kept up to date by reviewing it annually. 
 
Health & Safety Governors 

 
Health & Safety Governors will: 
 

 Participate in termly workplace inspections of the establishment; 

 Monitor the School’s health & safety performance (including against its  action plan)on behalf of 
the Local Governing Body (see the arrangements section for further details on monitoring 
requirements); 

 Present a report to the Local Governing Body each term detailing the findings of their activities. 
 
All Employees 
 
All employees have a legal duty to take care of their own health and safety and the safety of others 
affected by their acts and omissions, and to co-operate with the School to enable it to carry out its 
responsibilities. They must not interfere or misuse anything provided to ensure people’s health and 
safety. 
 
They also have a responsibility to report hazards and unsafe practices which they become aware of 
using the School’s hazard reporting system.  The employee should take all reasonable steps to make 
the situation safe (without putting themselves at risk) until it can be dealt with. 
 
It is the responsibility of all employees to comply with the School’s Health and Safety Policy and 
associated arrangements, and to co-operate with the School on its implementation. 
 
Employees must ensure that they are fully aware of their own health & safety responsibilities, these will 
be detailed in this document and in local/departmental procedures. 
 
Employees are reminded that failure to comply with health and safety requirements could lead to 
disciplinary action. 
 
Note for female staff: The School has duties to assess and control the risks to pregnant workers and 
nursing mothers. In order to be able to fulfil this duty employees need to inform their line manager 
about their pregnancy at the earliest opportunity. The School recognises that some prospective parents 
may not wish for information on their pregnancy to become public. The School will endeavour to fulfil 
these wishes, but will always put the interests of the health of the employee and their unborn child 
above preventing disclosure. 
 
The Headteacher/Head(s) of School 
 
The Headteacher/Head(s) of School is/are responsible for ensuring that:  
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 The Health & Safety decisions of the Local Authority Director of Children’s Services are 
complied with; 

 Systems are established and maintained within the School to ensure that health & safety is 
effectively managed; 

 A Health & Safety Officer has been appointed; 

 Sufficient resources are allocated to enable health and safety to be successfully 

 managed; 

 The Corporate Health, Safety and Welfare Policy and this Policy are brought to the attention 
of all staff and they are aware of their responsibilities under them; 

 A copy of the Council’s Health & Safety guidance documents is kept in the Finance Office of 
the School, that other copies are distributed to relevant members of staff and that a record of 
distribution is maintained;  

 Health and safety information is communicated to relevant staff; 

 Accidents are recorded, reported and investigated using the established procedures; 

 There are adequate arrangements in place to enable the School’s employees to be consulted 
on matters affecting their health & safety. Where trade union safety representatives have been 
appointed that suitable arrangements are made to enable them to be able to  undertake their 
duties; 

 Assessments for all risks to health and safety are carried out and the significant findings 
recorded, with appropriate preventative measures being taken. In particular he/she will ensure 
that adequate arrangements have been made to manage potential emergency situations 

 New employees receive appropriate health, safety and welfare information, instructions and 
training, including details of the Health, Safety and Welfare Policy, fire and other safety 
procedures; 

 The School’s health and safety performance is monitored; 

 Termly health and safety inspections of the School are carried out. In order to demonstrate 
senior leadership commitment to health & safety he/she will participate in at least one 
inspection per year.    

 
Senior Leadership Team  
 
The Senior Leadership Team manages the day-to-day operation of the School. It is therefore 
responsible for ensuring there is a positive health and safety culture within the School. It is also 
responsible for establishing and maintaining the School’s safety management system. 
 
Members of the Team are responsible for deputising for the Headteacher/Head(s) of School in his/her 
absence.  
 
Key responsibilities of all managers and supervisors 

 
All line managers (i.e. anybody who has responsibility, including overseeing or directing, other 
employees) are responsible for ensuring this Policy, and the arrangements made under it are 
implemented in their areas of activity.  As a general rule the direct responsibility of managers for health 
and safety is determined by the extent to which they have the authority to take executive action.  
Therefore, if they have the authority to make a general decision about some aspect of their work then 
they are responsible for the health and safety implications of that decision. 
 
Key general management responsibilities include: 
 

(a) Promoting and developing a positive attitude towards health, safety and welfare throughout the 
School; 
 

(b) Ensuring that they are and remain competent to undertake their role; 
 

(c) Ensuring that work activities under their control are carried out, so far as is reasonably 
practicable, safely and without risk to health, and that adequate arrangements are made for 
welfare; 
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(d) Ensuring risks are assessed, the significant findings recorded and communicated to employees, 

and appropriate protective and preventive measures implemented; 
 

(e) Ensuring all accidents, near misses and acts of violence and aggressions are investigated and 
recorded using the School’s established systems; 
 

(f) Monitoring the implementation of this Policy and health, safety and welfare arrangements in 
their area of work to ensure continuous improvement; 
 

(g) Ensuring employees under their control are adequately trained, informed, instructed and 
supervised; 
 

(h) Making suitable arrangements for consultation with employees and employee safety 
representatives; 
 

(i) Ensuring that only contractors who have been assessed for their health and safety competence 
are appointed to carry out work on the School’s behalf, and that co-ordination and co-operation 
with contractors takes place in order that risks to School employees, pupils, contractor’s 
employees and others are minimised; 

 
(j) Reporting health and safety issues which they cannot resolve to the School’s Health & Safety 

Officer. 
 
It is important that managers and supervisors understand the extent of their responsibilities, and that, 
the higher up the line management structure they are, the greater their responsibility will be. 
 
Some managers within the School have additional responsibilities to the general duties and these are 
described below. Duties relating to the inspection and maintenance of plant & equipment (either directly 
or contract management) are contained in the Maintenance and inspection matrix at the end of this 
section. 
 
Health & Safety Officer 

 
The main purpose of this role is to champion and monitor the implementation of the School’s Health & 
Safety Policy on behalf of the Board. The Director of Operations currently holds this role. They are 
therefore responsible for: 
 
a) Establishing central record keeping systems for the School, for key documents such as risk 

assessments, safe systems of work and emergency procedures; 
b) Preparing health and safety monitoring reports for the Board; 
c) Reporting deficiencies, failures, or lack of co-operation with the School’s safety management 

system to the Board where they are unable to achieve resolution themselves. 
d) Liaising with the Local Authority Schools’ Health & Safety Team.  Including the adoption and 

distribution of corporate policy and guidance within the school 
 
Premises and Facilities Manager 
 
Is responsible for ensuring the health and safety of the Premises, in particular they are responsible for: 

 Ensuring that all fire exits are clear from obstruction and unlocked prior to the building being 
occupied; 

 Undertaking a regular test of the fire alarm system; 

 Undertaking a regular test of the emergency lighting system; 

 Undertaking a regular test of the magnetic door release mechanisms; 

 Checking the hazard reporting book at least daily, rectifying those issues within their authority 
and notifying the Health &  Safety Officer of any unresolved issues; 

 Undertaking termly inspections of the communal areas of the School to identify hazards; 

 Liaising with lettees to ensure that they are aware of evacuation procedures and routes, hazard 



6 

 

and accident reporting procedures; 

 Liaising with contractors to ensure that they are aware of relevant School procedures, including 
but not limited to fire, hazard & accident reporting and asbestos control. 

 
Heads of Department 
 
Heads of Departments are responsible for implementing the Health and Safety Policy within their 
Department. 

 
In particular, Heads of Department will need to ensure that: 
 

 A copy of risk assessments relevant to the Department is maintained. 

 Equipment within the Department is maintained in a safe condition. To achieve this Heads of 
Department will ensure that the equipment is subject to regular inspections by competent staff 
and an annual maintenance programme. 

 Termly inspections are undertaken to identify hazards and unsafe acts and omissions within the 
Department, and that an action plan is produced to ensure that any issues identified are 
resolved; 

 New employees receive appropriate health and safety information, instruction and training, 
including Departmental safety procedures; 

 Records are maintained of the Department’s health & safety activities: 
 
Teachers 
 
The health, safety and welfare of students in classroom, laboratories and workshops are the 
responsibility of the class teacher.  These rules also apply to student teachers who must be made 
aware of their responsibilities by a professional tutor. 
 
A class teacher is expected to: 

 Know the emergency procedures in respect of fire and first-aid and the special health and safety 
measures to be adopted in his/her own teaching areas and to ensure that they are applied; 

 Be aware of, and follow, health and safety guidance; 

 Exercise effective supervision of students and ensure that they know of the general emergency 
procedures in respect of fire and first-aid and the special safety measures of the teaching area; 

 Give clear instructions and warnings as often as necessary (notices, posters, hand-outs are 
not enough); 

 Ensure that students’ coats, bags, cases etc, are safely stowed away; 

 Integrate all relevant aspects of health, safety and welfare into the teaching process and if 
necessary give special lessons on health, safety and welfare; 

 Follow safe working procedures personally; 

 Ensure protective clothing, guards, special safe working procedures etc. are used when 
necessary; 

 Make recommendations on health, safety and welfare matters to the head of subject or team 
leader. 

 
Technicians 
 
Technicians are responsible for: 

 Undertaking termly inspections and maintenance of hand-tools, apparatus, personal protective  
and testing energy supply outlets/taps/sockets in the teaching and preparation areas in 
accordance with departmental checklists; 

 Ensuring that hazardous substances are stored appropriately; 

 Ensuring preparation and practical teaching areas are kept tidy. 
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Educational Visits Co-ordinator 
 
The EVC is responsible for ensuring that all trips and visits are approved in accordance with the 
Borough’s Policy and that the visit leader is competent and has completed a suitable and sufficient risk 
assessment. 
 
 
Mid-day Assistants 
 
Mid-day assistants must ensure that they know the role which they must play in the event of an 
emergency evacuation and the procedure for first aid during the lunch period. 
 
Competent Advice – to be updated by each school 
 
The Schools currently utilises the London Borough of Havering’s Schools’ Health & Safety Team and 
Essex County Council Occupational Health as its sources of competent health and safety advice. 
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Maintenance and Inspection Matrix 

Plant/Equipment/Service Maintenance/ 
Inspection type 

Frequency Scheduled 
for (month) 

Current 
Contractor/ 
in-house 

Responsible 
person (task 
performance or 
contract 
management) 

Air Conditioning Maintenance Annually    

Air receivers >250bar/litres Inspection Annually    

Asbestos Monitoring Check Variable  In-house  

Autoclaves Inspection Annually    

Boiler Maintenance Annually    

Inspection Annually    

Clinical waste disposal Waste collection & 
disposal 

Dependent on risk 
assessment 

   

D&T plant/equipment Safe condition Annually  In-house  

Maintenance Annually    

Electrical (mains wiring) Inspection 5 Yearly    

Electrical (PAT) Inspection  variable    

Emergency evacuation chairs Inspection Annually    

Visual Check Monthly    

Entrance Barrier/gates (powered and 
manual) 

Inspection (powered) Annually    

Visual check Termly  In-house  

Extraction systems (dust) Inspection Annually    

Extraction Systems (heat processes) Inspection Annually    

Extraction Systems (Kitchens) Maintenance Quarterly    

Extraction Systems (fume cupboards) Inspection Annually    

Emergency Lighting Visual check Daily  In-house  

Test Monthly  In-house  

Inspection/battery test Yearly    

Fall arrest systems Inspection Annually    

Fire Alarm , detectors and door 
release (including independent door 
release devices) 

Test All in 13 week period  In-house  

Inspection Quarterly    

Independent fire door release 
devices 

Battery change Annually  In-house  

Fire Doors Inspection Annually    

Visual Check Monthly  In-house  
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Fire escape staircases/ladders 
(external) 

Inspection 5 years after 
installation/ every 3 
years thereafter 

   

Visual check Annually  In-house  

Fire Extinguishers Inspection Annually    

Visual Check Monthly    

Fire evacuation doors Visual Check Monthly  In-house  

Fire Shutters Maintenance     

Inspection     

Gas appliances Inspection Annually    

Heating System Maintenance Annually    

Hoists (engine) Inspection Annually    

Hoists & Slings (patient) Inspection 6 months    

Intruder Alarm Maintenance Annually    

Kiln Inspection Annually    

Ladders/step ladders Inspection Annually  In-house  

Lifts/stairlifts Inspection 6 months    

Lightning conductors Inspection Annually    

MEWP Inspection 6 monthly    

Minibuses Check Before use  In-house  

Inspection (MOT) Annually    

Maintenance Annually or as per 
manufacturer’s 
schedule if shorter 

   

PH/Free Chlorine Test 3 times per day  In-house  

PE equipment (including recreational 
posts) 

Inspection Annually    

Play Equipment Inspection Annually    

Visual check Weekly  In-house  

Pug Mill Inspection Annually    

Radiation Sources Inspection Annually  In-house  

Shutter door systems Inspection Annually    

Sprinkler systems Inspection/Maintenance Annually    

 Test Monthly    

Steam engines Inspection Annually    

Tower Scaffolds Inspection Annually    
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After assembly inspection Before use & every 7 
days 

 In-house  

Tie-in bolts Inspection Annually    

Trees (Zone 1) Inspection Annually    

Water Systems (descaling) Maintenance Quarterly    

Water Systems (infrequent use) Flushing Weekly  In-house  

Water Systems (hot & cold) Inspection/Maintenance/sa
mpling 

6 monthly/Annually    

Water Systems (temperature ) Test Monthly    

Water Systems  - thermostatic mixing 
valves 

Maintenance  Annually    
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Arrangements 
 
This Section details the arrangements which the School has in place for managing health & safety. In 
most cases it will signpost to other documents/procedures. The School utilises the oneSource Health 
and Safety Team’s “Health and Safety Manual”. This is an on-line resource which details how various 
tasks should be undertaken. The Manual forms part of the School’s arrangements to manage health 
and safety. 
 
Risk assessments 
 
The School has assessed the risks relating to its operations. Where significant risks have been 
identified these and the necessary control measures have been recorded. The Health & Safety Officer 
maintains a central record of all risk assessments on Smartlog.Copies of appropriate risk assessments 
are held by all departments/subject leads. For some risks the School has adopted the control measures 
outlined in the Health and Safety Manual. 
 
Line managers are responsible for ensuring that their staff are aware of, and understand the findings of 
the risk assessments relating to their work. 
 
Before new activities are undertaken or when an existing activity is changed the manager in overall 
control of the activity/subject lead will ensure that a new or revised risk assessment is produced. 
 
Risk assessments will be reviewed at least annually. 
 
Fire 
 
The School has undertaken a fire risk assessment the findings of which have resulted in the 
development of systems to mitigate and control the risk. Notices containing the actions required in the 
event of a fire are sited around the School. The Fire Register which contains the assessment and 
details on the management of the various control measures is located in the Site office. 
 
Hazard and unsafe acts & omissions reporting 
 
Hazards are things with the potential to cause harm, such as torn carpets, damaged electrical sockets 
etc. Unsafe acts and omissions are when people undertake tasks in an unsafe manner regardless of 
the reasons for their behaviour. All hazards and unsafe acts and omissions must be reported. The 
hazard reporting book/ form is located in the site office. 
 
Accident & near miss reporting 
 
A near-miss is incident which could have resulted in injury or loss, if the circumstances were different 
(for example if a member of the site team was working on a tower scaffold and dropped a tool, but 
luckily it did not actually cause any injury or damage). 
 
All accidents and near misses must be reported. Minor injuries to pupils are recorded in bump books. 
All other accidents are to be reported to the medical room where the incident using the Authority’s on-
line accident reporting system. 
 
Communication 
 
The School communicates information on health & safety to its employees using the following methods: 
 
As part of the induction process; 
Team meetings/Departmental/Staff meetings; 
Staff circulars/newsletter; 
Staff notice boards 
1:1s 
Access to the staff drive on the intranet. 
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Consultation on health & safety matters 
 
The London Borough of Havering operates the Schools’ Health and Safety Performance Group. This 
Group which includes representatives from the school management teams and appropriate trade 
unions discusses policy and other issues at a corporate level. 
 
The School consults its staff regarding issues affecting their health and safety through, staff 
meetings/team or department meetings/ School Safety Committee. Staff can also raise concerns via 
the Health & Safety Officer.  
 
First aid 
 
The School has assessed its needs in relation to first aid to ensure there is adequate provision at all 
times the School is occupied. Anyone requiring first aid should report to the school office. 
 
Contractor management 
 
The School will not use contractors unless they have been properly vetted (including health & safety). 
Contractors are required to sign in at Reception. All contractors will be shown the asbestos register 
entries for the area they will be working in and be required to sign a declaration that they are aware of 
the asbestos’ location and will not disturb it. The site team is responsible to monitoring contractors on 
the School site. 
 
Employee competence 
 
The School will ensure that employees are competent to perform their duties from a health & safety 
perspective. The School utilises competency matrices which list the knowledge, training, experience 
and attitudes necessary for any given role. Staff are developed so that they can meet these criteria. 
 
Key roles in the School have to attend health & safety management training organised by the Borough.  
 
Stress 
 
The School recognises the detrimental effects which stress can cause. It has therefore implemented a 
strategy to control the work-related element as far as is reasonably practicable. Any employee who 
believes that they are suffering from stress should  speak to their line manager.  
 
Monitoring of health & safety performance 
 
A termly report is provided to the Local Governing body which includes the following monitoring data: 
 

 Number of accidents; 

 Number of near-miss reports; 

 Number of incidences of work-related ill health; 

 Number of hazards reported/rectified; 

 Outcomes from fire drills. 
 
Each year the following are also reported: 
 

 Number of risk assessments identified as being required; 

 Number of risk assessments completed; 

 Number of risk assessments reviewed; 

 Percentage of risk assessments which are deemed current (completed or reviewed in previous 
12 months); 

 Percentage of required maintenance activities and inspections completed; 

 Training against needs analysis. 
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PRINCIPLES UNDERPINNING POLICY FOR SEND 
 

1.1. Principles that are fundamental to the SEND Policy are: 
 

1.1.1. All aspects of the curriculum should be accessible to all students, regardless of ability or 
disability. 
 

1.1.2. All students should be given equal opportunity to fulfil their potential in a socially 
and educationally integrated setting. 
 

1.1.3. The education of students with special educational needs and disability is the 
responsibility of ALL staff. 
 

1.1.4. The views of parents/carers and students are always sought and taken into account. 
 
1.2. To  enable  every  individual  to  fulfil  his  or  her  potential  to  the  highest  possible standard, 

it is essential that the development of the whole individual, social and emotional as well as 
academic, is taken into account.  Every student needs to feel that their views are considered, 
their efforts are recognised and their achievements are worthwhile. In particular, the  
safeguarding  needs  of  the  most  vulnerable students, including those with SEND, are 
considered as a priority by the Designated Safeguarding Lead. 
 

1.3. Special Educational Needs and Disabilities are regarded as part of the continuum of individual 
needs.  The differentiated curriculum makes allowances for the needs of most students.  
However, students whose needs are exceptional require enhanced provision to enable them 
to fulfil their potential.  The school allocates considerable resources to providing appropriately 
qualified and experienced staff to meet  the needs of exceptional students.  Where provision 
is needed beyond that which is normally available in the classroom, it is the role of the SEND 
department to ensure appropriately modified provision. 

 
1.4. Modified provision is made in consultation with the student, parents/carers and teaching 

staff.   Parents/carers are encouraged to be supportively involved with their child’s education. 
 
1.5. The school’s SEND Policy  is guided by the requirements of the National Curriculum, the SEND 

Code of Practice 2014. It takes account of the Government’s strategy for SEN ‘Removing Barriers 
to Achievement’ 2004. 
 

1.6. The admissions policy of the Trust makes no distinction regarding students with special 
educational needs.  Within the admissions policy, the aim of the school is to meet the needs of 
any student whose parent/carer wishes to register her at the school. 

 
SPECIAL EDUCATIONAL NEEDS DISABILITIES 

 
2.1. Special Educational Needs and Disabilities include all learning difficulties except those 

arising solely because of a different language between the student’s home and the school.  The 
continuum of special educational needs and disabilities includes students with relatively minor 
and transient problems as well as those with severe and complex learning difficulties. 

 
2.2. A differentiated approach in the classroom will meet the learning needs of most students.  

A student has a learning difficulty if there are serious barriers preventing her from benefiting 
from the provision made for the majority of her peers. 

 
2.3. Learning difficulty may arise from a number of causes: general high or low ability, specific 

cognitive difficulties, social, emotional and mental health difficulties, physical disability, sensory 
impairment or medical problems.  It should not be assumed that special needs can be equated 
with general low ability. 
 

2.4. The Special Educational Needs Code of Practice (2014) defines a student as having special 
educational needs and disability if he/she has a learning difficulty which calls for special 
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educational provision to be made. 
 
2.5. Children have a learning difficulty if they: 
 

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

 
2.5.2. Have  a  disability,  which  prevents  or  hinders  them  from  making  use  of educational 

facilities of a kind generally provided for children of the same age in schools within the 
area of the local educational authority. 

 
2.6. In accordance with the requirements of the SEN and Disability Act (2001) the school does not 

discriminate against disabled students.  All reasonable efforts are made to ensure that disabled 
students are not placed at a substantial disadvantage in comparison with their non-disabled 
peers. 

 
2.7. A student may be deemed to require special educational provision if modification to the 

curriculum is necessary in order to enable full access.  Curriculum development and delivery 
through high quality teaching must take account of the needs of all students. A whole-
school approach to special educational provision ensures a curriculum with which all students 
can interact positively. 

 
AIMS AND OBJECTIVES 

 
AIMS 

 
3.1. To ensure access for students with special educational needs to a broad, balanced and 

relevant curriculum (including access to the National Curriculum) so that they can reach their 
full potential and enhance their self-esteem. 
 

3.2. To educate students with SEND, wherever possible, alongside their peers within the normal 
curriculum of mainstream schools after giving due consideration to the appropriate wishes of their 
parents/carers and the necessity to meet individual needs. 
 

3.3. To stimulate and/or maintain student curiosity, interest and enjoyment in their own education. 
 

3.4. To identify and assess students with SEND as early and thoroughly as is possible and 
necessary. 

 
3.5. To fully involve parents/carers and students in the identification, assessment and delivery of 

support  provision  and  to  strive  for  close  co-operation  between  all  agencies concerned. 
 
3.6. To  meet  the  needs  of  all  students  who  have  SEND  by  offering  continual  and appropriate 

forms of educational provision by the most efficient use of all available resources. 
 
OBJECTIVES 
 
Objectives relate directly to the above aims of the SEND policy and are intended to show how the 
structures and systems that are in place actually put the aims into practice. Please refer to the relevant 
appendices for either Primary or Secondary Schools within the Trust.  
 
This policy should be read in conjunction with each school’s statutory SEND information report. 
 
STAFF WITH RESPONSIBILITIES FOR SPECIAL EDUCATIONAL NEEDS 
 
The CEO of LIFE Trust has overall responsibility for ensuring that the SEND and Inclusion policy is 
implemented in each of the Trust schools.  
 
The headteacher of each Trust school is the responsible person for ensuring that SEND and Inclusion 
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are implemented in their school.  
 
Every Trust school will have a named SENDCo, who has the statutory qualification of the NASENCO 
award or will qualify for the award within three years of being in post as required by the SEND Code of 
Practice. The SENDCo is responsible for the implementation of the SEND and Inclusion policy and the 
daily management and operation of the SEND policy.  
 
In each of the Trust’s school is a member of the local governing body with a special interest in SEND and 
Inclusion.  
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Appendix for SEND provision in Secondary Schools within the Trust including Frances Bardsley 
Academy and The Bridge: 
 
OBJECTIVES 

 
1. These objectives relate directly to the above aims of the SEND Policy and are intended to show 

how the structures and systems that are in place actually put the aims into practice. 
 

1.1.  (Aim 3.1) The school provides a caring environment within which students can learn and 
develop to their full potential.  The Trust expects that schemes of work allow for differentiation 
according to individual needs and offer equality of opportunity and access to the different 
curricular and skill areas. 
 

1.2. (Aim 3.2) All students have access to a broad, balanced and differentiated curriculum as 
specified in the National Curriculum.  SEND staff offer advice and training opportunities to subject 
teachers and other departments on employing teaching methods and resources that allow all 
students (irrespective of their gender, ethnic origin, academic ability, special needs, etc.) to have 
equal access to the curriculum and to experience success and enjoyment in their work.  The 
SEND staff support students in mainstream lessons as often as possible and/or appropriate 
through high quality teaching. 

 
 The SEND staff ensure that staff are fully informed as to the special educational 

needs and disabilities of any students in their charge. 
 

 The SENDCo ensures that other schools or colleges to which they may transfer 
know our students’ Special Educational Needs and Disabilities. 

 
1.3. (Aim  3 .3)  All  students  are  seen  as  individuals  and  differing  interests, knowledge and 

skills are valued.  The school values the contribution and achievements of all students and 
endeavours to ensure the growth of self- esteem and that all students experience success.  Staff 
provide a variety of experiences and activities during a course of study and within each lesson if 
possible.  There are opportunities for individual and/or group activities. 

 
 Lessons are conducted in a secure, supportive and disciplined manner.  The 

students and the staff interact in a manner that demonstrates mutual respect. 
 

 Staff are encouraged to have high expectations of all students.   
 

 Staff use a reward scheme and keep a record of achievement. This encourages 
students to work to their full potential and to experience a sense of achievement. 

 
1.4. (Aim 3 .4) Support is seen as an entitlement for students who need it rather than as a special 

addition to their education.  The process of identification and assessment normally starts through 
liaison with the Trust’s Primary feeder schools. The member of staff designated to be responsible 
for Primary Liaison, visits the Trust’s feeder schools to meet prospective students and teachers 
during the year prior to commencement. The SENDCo will attend Person Centred Review 
Meetings as requested by the Primary Schools to ensure any additional support needed is put in 
place prior to the students’ first day at Secondary school. During the Summer term, Year 6 
students are invited to attend two induction days. On one of those days students are assessed 
using Cognitive Abilities Tests (verbal, non-verbal and quantitative abilities – CAT4).  
Identification of students needing support will be partly based on the results of these tests.  
Requests for support are also received from various sources including parents/carers and 
teachers.   Some students may personally request support and the school w i l l  endeavour to 
assess, identify and intervene as far as is possible within the limits of the resources. 

 
1.5. (Aim 3.5) The effectiveness of any assessment and intervention will be influenced by the 

involvement and interest of the child and her parents/carers. Parents/carers are always contacted 
if assessment or referral indicate that a child has SEND.  The parents/carers are consulted, along 
with the student, with respect to the background history, current and future needs and 
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aspirations. Once identification and assessment have taken place and intervention has been 
initiated,  students  and  parents/carers  are  kept  regularly  informed  by  means  of personal 
contact, reports and reviews. 

 
1.6. (Aim 3.6) Safety is always a major concern, particularly when working in the science, 

technology and physical education areas. 
 

1.7. The school implements a graduated response to meeting special educational needs and 
disabilities based upon that described in the Code of Practice (2014). 

 
THE ARRANGEMENTS FOR COORDINATING PROVISION FOR SPECIAL EDUCATIONAL NEEDS 
 
2.1.  The Responsible Person for S pecial E ducational N eeds and D isabilities is the Headteacher. 

The Assistant Vice Principal i/c Inclusion is the named senior member of staff/SENDCo, with 
responsibility for the implementation of the SEND Policy. The SENDCo is responsible for the 
daily management and operation of the SEND Policy and management of the SEND department. 

 
2.2.  The SEND department works closely with the SENDCos of feeder primary schools, and with 

parents/carers of prospective students, in making decisions about the most appropriate 
provision for individual students with special educational needs and disabilities.     Wherever  
possible  provision  is  made  within  the  context  of  the mainstream curriculum. 

 
2.3.  The school enable good access to most parts of the school for students with mobility difficulties, 

although wheelchair users may require some assistance.   The Trust continually reviews 
aspects of physical access. 

 
2.4. The majority of special needs support is offered through the mainstream curriculum in 

consultation with other departments and teaching staff.   In-class hover support to develop 
independent learning skills is available by negotiation throughout Years 7 to 11 in all 
curriculum areas.  Where additional provision is needed, students may be withdrawn from 
lessons for individual or small group tuition. 

 
2.5. Learning Support is offered by the SEND department to students in Years 9, 10 and 11 to 

support access to GCSE courses.  Students with SEND may opt to take fewer GCSE courses 
in order to benefit from this support.   General or pastoral support may be given in these 
sessions as well as support with GCSE course-work. 

 
 
RESPONSE TO SPECIAL EDUCATIONAL NEEDS AND DISABILITIES: IDENTIFICATION, 
ASSESSMENT AND PROVISION 

 
3.1. For the majority of students, educational needs are met through curriculum planning, including 

the use of setting, and through differentiation in the classroom.  Curriculum content or speed of 
lesson presentation is varied to reflect the particular needs of a class group.  Subject teacher 
planning is flexible in recognising the needs of all students as individuals and ensuring 
progression and relevance.  Student views are encouraged as part of the review process.  
Reporting to parents/carers takes place through in house systems, annual reports and 
consultation evenings.  If parents/carers have particular concerns, they are encouraged to 
contact the school for an interim report on progress. 
 

3.2. Many students who have SEND are identified by the primary schools.  Liaison with primary 
schools enables the school to plan for meeting these needs.   Information from primary 
schools is used to provide starting points. 

 
3.2.1. Early action is taken to support students in class. 
 
3.2.2. Ongoing observation provides regular feedback on students’ achievements and aids 

planning. 
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3.2.3. Opportunities for students to demonstrate their knowledge and understanding are 
maximised. 

 
3.2.4. Students are involved in planning and agreeing appropriate outcomes 
 
3.2.5. Parents/carers are involved in developing and implementing a joint approach at home 

and in school. 
 
3.3. Other students are identified through: 
 

5.3.1. Cognitive Ability Tests 
 
5.3.2. The school’s systems for observing and assessing individual progress 
 
5.3.3. Expressions of concern by parents/carers or teaching staff 

 
3.4. The Trust uses a graduated intervention approach to meeting individual needs.   At all stages, 

parents/carers are kept informed of any findings and are consulted before any special provision 
is made. 
 

3.5. The initial response to a student’s difficulties is to review the strategies being used and ways 
in which they might be developed: 

 
3.5.1. Further curriculum differentiation 
 
3.5.2. Realistic and relevant outcomes 
 
3.5.3. Advice from the teaching staff or SEND team 
 
3.5.4. Adaptations to the environment 

 
3.6. If  a  student’s  difficulties  are  not  sufficiently  responsive  to  these  strategies, 

intervention moves to the next stage. 
 
CRITERIA FOR PLACEMENT IN ‘STUDENTS WITH ADDITIONAL NEEDS’ CATEGORY 

 
Please note: The Students with Additional Needs category is not a requirement of the new SEND Code 
of Practice but one that enables the SEND department and teachers to monitor those who may 
need differentiated work within the classroom. 
 
3.7.     One or more of the following may be evident.  The student: 
 

3.7.1. Makes little or no progress in his/her identified area of need 
 
3.7.2. Has significant difficulty developing numeracy or literacy skills 
 
3.7.3. Is working at National Curriculum levels significantly below expectation 
 
3.7.4. Presents persistent social emotional and/or mental difficulties despite 

intervention 
 
3.7.5. Has sensory or physical problems and continues to make little or no progress despite 

specialist equipment or resources 
 
3.7.6. Needs a higher level of intervention to improve communication or social skills 

 
3.8. Strategies can be very varied to meet a wide range of individual needs, but may include: 
 

3.8.1. Additional support from a learning support assistant in the classroom 
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3.8.2. Use of information technology 
 
3.8.3. Different learning materials 
 
3.8.4. Different means of recording 
 
3.8.5. Small group or individual support within the class 
 
3.8.6. Special equipment 
 
3.8.7. A range of teaching approaches 
 
3.8.8. A range of management strategies 
 
3.8.9. Specialist advice may be sought from support agencies. 
 
3.8.10 Support to access tests and examinations 

 
3.9. If  the  strategies  used  at  the Student with Additional Needs level  do  not  enable  the  

student  to  make satisfactory progress, intervention moves to the next stage, SEN Support. 
 
SEN SUPPORT: CRITERIA FOR PLACEMENT IN ‘SEN SUPPORT’ CATEGORY 

 
3.10.   One or more of the following may be evident. The student: 
 

3.10.1  Continues to make little or no progress in her identified area of need over a long 
period 
 

3.10.2 Continues to have significant difficulty developing numeracy or literacy skills 
 
3.10.3  Continues  to  work  at  National  Curriculum  levels  significantly  below  that expected 

of students of a similar age. 
 
3.10.4  Presents persistent social emotional and/or mental health difficulties that substantially 

and regularly interfere with their own learning or that of others in the class 
 
3.10.5  Has sensory or physical problems and requires regular advice or intervention from a 

specialist service 
 
3.10.6 Has ongoing communication or social difficulties, which cause substantial barriers to 

learning. 
 
3.11.   At SEN Support, the SENDCo will request permission from the parents/carers  to  seek  

support,  advice  and/or  further  assessment  from  the  relevant specialist service.   The review 
process and resulting Pupil Passport will set out new strategies for supporting the student.  
Implementation will be, as far as possible, in the normal classroom setting. 

 
STATUTORY ASSESSMENT 

 
3.12.  For very few students the support given at SEN Support is not sufficient to enable them to make 

adequate progress.  The school will then consider, in consultation with the parents/carers and 
specialist services, whether to ask the LA to make a statutory assessment.  The LA will conduct 
an assessment in collaboration with parents/carers, the school and support agencies.  
Following assessment the LA may decide to issue an Education Health Care Plan (EHCP) 
which specifies the student's needs and the provision which must be made to meet those needs.  
A statutory assessment does not always lead to an EHCP; the LA may decide that a note in lieu 
setting out the provision of additional equipment, expert advice or alternative strategies would 
help the student to make progress. 
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PARENTAL INVOLVEMENT 

 
4.1. The  education  of  young  people  is  a  collaborative  enterprise  involving  teachers, 

parents/carers and the students themselves.  Regular, meaningful, positive communication 
between teachers and parents/carers is of fundamental importance.  Parents/carers are 
sufficiently informed that they can be fully involved with the measures that the school is taking to 
meet their child’s special educational needs and disabilities.  Communication takes place by 
means of: 

 
SEND Review meetings 
 

4.1.1   SEND Review / Pupil Passport meetings are held regularly to discuss the progress of 
individual students supported at SEN Support and students who have an EHCP.  These 
meetings involve the students themselves, the parents/carers, the SENDCo and any other 
agencies working with the student. An assess, plan, do and review approach forms part 
of the SEND Review and the information and advice are collated to develop a Pupil 
Passport for the student.  The Pupil Passport specifies areas the student has recognised 
they need support with and the action that needs to be taken to support these areas.   
Students with Additional Needs are monitored through data via their teachers and in 
consultation with parents/carers, teachers and the SEND department. 

 
Parents/carers’ Consultation Evenings 
 

4.1.2 Annual consultation evenings are always attended by the SENDCo.   Parents/carers may 
use this opportunity to discuss students, refer  students  for  assessment  or  to  make  
an  appointment  for  further discussion.   Additional consultation meetings are held to 
discuss specific issues, e.g. option choices. 

 
Written Communications 
 

4.1.3 Parents/carers and teachers may contact each other informally by means of notes or 
messages in the student planner, formally by means of letters and reports and via 
documentation following review meetings. 

 
Telephone Communications 
 

4.1.4 Parents/carers may contact the SEND department by telephone.   If the person required 
is not available, a message can be left and the call will be returned. 

 
Complaints Procedure 
 

4.1.5   Parents/carers  are  encouraged  to  discuss  any  problems  or  grievances  with  the 
school.    Problems should  be  referred  to  the  SENDCo  in  the  first instance.  
Parents/carers are asked to refer to the T r us t  Complaints Policy for full details of the 
complaints procedure. A copy is available on the school’s website. 

 
PROFESSIONAL DEVELOPMENT AND TRAINING 

 
5.1. SEND issues are an important aspect of staff development and training. 
 
5.2. General educational issues, which are explored on training days within the school, 

encompass the needs of all students, including those with SEND. 
 
5.3. Training days frequently take a specifically SEND issue, such as the implementation of the 

new SEND Code of Practice, as the main focus. 
 
5.4. Where a range of opportunities are offered during a training day, options relating to SEND are 

included. 
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5.5. Subject specialists are encouraged to explore SEND issues within their field through courses 

held outside the school. 
 
5.6. SEND staff participate in a wide range of external courses pertaining to meeting special 

needs. 
 
5.7. SEND staff working in classrooms in a support role are able to share their experience with 

subject teacher 
 
LIAISON AND INVOLVEMENT WITH OUTSIDE AGENCIES AND SCHOOLS 
 
6.1. The school supports a multi-disciplinary approach to maximise the educational 

provision for students.  Many agencies and services work closely with the school to help to 
identify, assess and provide support for students with special educational needs and disabilities.  
These agencies include a wide variety of specialist teachers and other professionals. 

 
6.2. The SENDCo is the school’s named contact with the support services. 
 
6.3. The SEND department works closely with the following services provided by the LA: 
 

6.3.1. Educational Psychology Service 
6.3.2. Education Welfare Service 
6.3.3. Alternative Provision Service 
6.3.4. The Acorn Centre 
6.3.5. Social Services  
6.3.6. CAMHS 
6.3.7.  Central Essex Community Services (Central Clinic) 
6.3.8.  ADHD Services 

 
6.4. Specialist Teaching Team – staff specialising in supporting students with: 
 

6.4.1. Hearing impairment 
6.4.2. Visual impairment 
6.4.3. Physical impairment 
6.4.4. Autism/ASD 
6.4.5. Speech and language 
6.4.6. General and specific difficulties 

 
6.5. The school always consults appropriate agencies when a student is assessed as needing 

support at SEN Support. 
 
6.6. Links are maintained with local special schools to enable the school to benefit from their advice 

and experience. 
 
6.7. A representative of the school’s SEND department liaises directly with local primary schools to 

collect information about the needs of students with special educational needs before they 
transfer to The Frances Bardsley Academy.  In the case of students with an EHCP, the SENDCo 
will attend the student’s Year 6 annual review. 

 
MONITORING AND EVALUATING THE SEND POLICY 

 
7.1. A  nominated  governor  for  Special  Educational  Needs  and  Disabilities  links  the SEND 

department with the l oc a l  governing body.  This governor meets termly with the SENDCo to 
review progress.  A brief information report is then presented to the subsequent Local Governing 
Body meeting. 
 

7.2. Effective  monitoring  and  evaluation  of  SEND  provision  is  dependent  upon  the maintenance  
of  accurate  and  up-to-date  records.     The  criteria  by  which  the monitoring and evaluation 
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of SEND provision is undertaken are described below: 
 

STUDENTS 

 
7.3. The number of students receiving additional support 
7.4. Student achievement, e.g. monitoring reports or review notes 
7.5. Feedback from students 
 
PARENTS/CARERS 

 
7.6. The degree to which parents/carers participate in decisions about SEND provision, including 

the number who attend review meetings 
7.7. Feedback from parents/carers 
 
STAFF TRAINING 

 
7.8.   Senior leadership team, particularly the Associate Assistant Vice Principal i/c Inclusion, taking an                  

active role in promoting inclusion 
7.10.   Involvement of staff in courses relating to SEND issues 
7.11.   Effective involvement of departments in catering for students with SEND  
 
BUDGET 

 
7.12.   The amount of budget allocated to SEND provision 
7.13.   Changes in budget allocation to reflect changing needs 
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Appendix for SEND provision in Benhurst Primary School within the Trust:  
 
OBJECTIVES 

 
1. These objectives relate directly to the above aims of the SEND Policy and are intended to show 

how the structures and systems that are in place actually put the aims into practice. 
 
1.1.  (Aim 3.1) The school provides a caring environment within which children can learn and 

develop to their full potential.  Children are encouraged to follow Benhurst Primary School’s 
Core values: Responsibility, Respect, Courage, Justice, Wisdom, Belief and Compassion so that 
they become embedded in their daily routines.  The Trust expects that schemes of work allow 
for differentiation according to individual needs and offer equality of opportunity and access to 
the different curricular and skill areas. 

 
1.2. (Aim 3.2) All children have access to a broad, balanced and differentiated curriculum as specified 

in the National Curriculum.  The SENDCo offers advice and training opportunities to teachers 
on employing teaching methods and resources that allow all children (irrespective of their gender, 
ethnic origin, academic ability, special needs, etc.) to have equal access to the curriculum and 
to experience success and enjoyment in their work.  The Teachers and Support Staff support 
children in mainstream lessons as agreed with the SENDCo and according to resources available 
and where appropriate through high quality intervention/booster sessions. 

 
 The SENDCo ensures that staff are fully informed as to the Special  

Educational Needs and Disabilities of any children in their charge. 
 

 The SENDCo ensures that other schools to which they may transfer  
know our children’s Special Educational Needs and Disabilities. 

 
1.3. (Aim  3 .3)  All children are seen as individuals and differing interests, knowledge and skills are 

valued.  The school values the contribution and achievements of all children and endeavours to 
ensure the growth of self- esteem and that all children experience success.  Staff provide a 
variety of experiences and activities during a course of study and within each lesson if possible.  
A range of different learning opportunities are provided.  For example, individual, paired work, 
group work etc.   
 

 Lessons are conducted in a secure, supportive and disciplined manner.   
The children and the staff interact in a manner that demonstrates mutual respect in line 
with Benhurst’s Core values.   

 
 Staff are encouraged to have high expectations of all children.   

 
 Staff use the school agreed reward schemes and keep a record of achievement. This 

encourages children to work to their full potential and to experience a sense of 
achievement. 

 
 Successes are celebrated in books, within the class, during assemblies and through social 

media such as Twitter.  . 
 
1.4. (Aim 3 .4) Support is seen as an entitlement for children who need it rather than as a special 

addition to their education.  The process of identification and assessment normally starts through 
liaison with the Trust’s feeder nurseries, current and previous class teachers and, where 
applicable, previous schools. Early Years staff visit the Trust’s feeder nurseries to meet 
prospective children and nursery staff during the term prior to commencement. The SENDCo 
and/or the EYFS Lead will attend Person Centred Review Meetings as requested by the 
nurseries to ensure any additional support needed is put in place prior to the children’s first day 
at Primary school. During the Summer term, future Year R children are invited to attend at least 
one taster session with their parents/carers.   Nurseries are invited to visit. EYFS staff contact 
feeder nurseries to meet children, where possible, and share relevant transition information about 
each child.  Home visits are offered to all parents/carers.   This enables children to meet school 
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staff in a familiar environment.  Additional visits/taster sessions are arranged for children as 
appropriate.  Requests for support are received from various sources including parents/carers.    
 

1.5. (Aim 3.5) The effectiveness of any assessment and intervention will be influenced by the 
involvement and interest of the child and his/her parents/carers. Parents/carers are always 
contacted if assessment or referral indicate that a child has SEND.  The parents/carers are 
consulted, along with the child where appropriate, with respect to the background history, current 
and future needs and aspirations. Once identification and assessment have taken place and 
intervention has been initiated, children (where applicable) and parents/carers are kept regularly 
informed by means of personal contact, reports and reviews.  

 
1.6. (Aim 3.6) Safety is always a priority.  
 
1.7. The school implements a graduated response to meeting Special Educational Needs and 

Disabilities based upon that described in the Code of Practice (2014). 
 
THE ARRANGEMENTS FOR COORDINATING PROVISION FOR SPECIAL EDUCATIONAL NEEDS 
 
2.1.  The Responsible Person for Special Educational Needs and Disabilities is the Headteacher. 

The Assistant Headteacher is the named senior member of staff/SENDCo, with responsibility for 
the implementation of the SEND Policy. The SENDCo is responsible for the daily management 
and operation of the SEND Policy. 

 
2.2.  The SENDCo works closely with the SENDCos of feeder nurseries and onward Secondary 

schools.  S/he also works closely with parents/carers of prospective children, in making 
decisions about the most appropriate provision for individual children with special educational 
needs and disabilities.  Wherever possible provision is made within the context of the mainstream 
curriculum. 

 
2.3.  The school enables good access to most parts of the school for children with mobility difficulties, 

although wheelchair users may require some assistance.   The Trust continually reviews 
aspects of physical access. 

 
2.4. The majority of special needs support is offered through the mainstream curriculum in 

consultation with teaching staff.   In-class support is available ( i f needed) by negotiation 
throughout Years R to 6 in all curriculum areas.  Where additional provision is needed, children 
may be withdrawn from lessons for individual or small group tuition as appropriate. 

 
RESPONSE TO SPECIAL EDUCATIONAL NEEDS AND DISABILITIES: IDENTIFICATION, 
ASSESSMENT AND PROVISION 
 
3.1. For the majority of children, educational needs are met through curriculum planning, including 

the use of setting, and through differentiation in the classroom.  Curriculum content or speed of 
lesson presentation is varied to reflect the particular needs of a class group.  Teacher planning 
is flexible and meets the needs of all children as individuals, ensuring progression and relevance.  
Student views are encouraged as part of the review process.  Reporting to parents/carers takes 
place through in house systems, annual reports and consultation evenings.  If parents/carers 
have particular concerns, they are encouraged to contact the school for an interim report on 
progress. 

 
3.2. Some children who have SEND are identified by nurseries.  Liaison with feeder nurseries 

enables the school to plan for meeting these needs.   Information from nurseries is used to 
provide starting points.  If a child has SEND, this will often be identified whilst they are at Primary 
School.  Relevant information pertaining to a child’s SEND is shared with onward Secondary 
schools.  Pupils on the SEND register are offered a Person Centred review (if representatives 
from receiving Secondary schools are able to attend) as part of their transition arrangements.  

 
3.3  The SENDCo liaises with SENDCos of onward secondary schools for children in Year 6 and 

onward schools for children in Years R-5 who have SEND.  Where appropriate and possible, a 
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Person Centred Review will be arranged to support identified children’s transition.  Secondary 
Schools offer children in Year 6 the opportunity to experience a taster day at their new school 
prior to September.  Additional visits to the receiving Secondary School may be arranged in 
consultation with the school if needed.   

  
3.3.1. Early action is taken to support children in class. 
 
3.3.2. Ongoing monitoring provides regular feedback on children’s achievements and aids 

planning. 
 
3.3.3. Opportunities for children to demonstrate their knowledge and understanding are maximised. 
 
3.3.4. Children and parents/carers are involved in planning and agreeing appropriate outcomes 
 
3.3.5. Parents/carers are involved in developing and implementing a joint approach at home and in 

school. 
 
3.4. Other children are identified through: 
 
3.4.1. The school’s systems for observing and assessing individual progress 
 
3.4.2. Expressions of concern by parents/carers or teaching staff 
 
3.4.3. Consultation with external agencies with parental consent 
 
3.5. The Trust uses a graduated intervention approach to meeting individual needs.   At all stages, 

parents/carers are kept informed of any findings and are consulted before any special provision 
is made. 

 
3.6. The initial response to a student’s difficulties is to review the strategies being used and ways 

in which they might be developed: 
 
3.6.1.  Further curriculum differentiation 
 
3.6.2. Realistic and relevant outcomes 
 
3.6.3. Advice from teaching staff or SENDCo 
 
3.6.4. Adaptations to the environment if possible 
 
3.7.  If a student’s difficulties are not sufficiently responsive to these strategies, intervention 

moves to the next stage. 
 
CRITERIA FOR PLACEMENT IN ‘CHILDREN WITH ADDITIONAL NEEDS’ CATEGORY 

 
Please note: The Children with Additional Needs category is not a requirement of the new SEND Code 
of Practice but one that enables the school and teachers to monitor those who may need 
differentiated work within the classroom. 
 
3.8. One or more of the following may be evident.  The child: 
 
3.8.1.   Makes little or no progress in his/her identified area of need 
 
3.8.2.  Has difficulty developing numeracy or literacy skills 
 
3.8.3.  Is below age related expectations. 
 
3.8.4.  Presents persistent social emotional and/or mental difficulties despite intervention 
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3.8.5.  Has sensory or physical problems and continues to make little or no progress despite 
specialist equipment or resources 

 
3.8.6.  Needs a higher level of intervention to improve communication or social skills 
 
3.9. Strategies can be very varied to meet a wide range of individual needs, but may include: 
 
3.9.1. Additional support from a learning support assistant in the classroom 
 
3.9.2. Use of information technology 
 
3.9.3. Different learning materials 
 
3.9.4. Different means of recording 
 
3.9.5. Small group or individual support within the class 
 
3.9.6. Special equipment 
 
3.9.7. A range of teaching approaches 
 
3.9.8. A range of management strategies 
 
3.9.9. Specialist advice may be sought from external agencies. 
 
3.10. If the strategies used at the Child with Additional Needs level do not enable the child to make 

satisfactory progress, intervention moves to the next stage, SEN Support. 
 
SEN SUPPORT: CRITERIA FOR PLACEMENT IN ‘SEN SUPPORT’ CATEGORY 

 
3.11.   One or more of the following may be evident. The child: 
 
3.11.1   Continues to make little or no progress in his/her identified area of need over a long period 
 
3.11.2  Has significant difficulty developing numeracy or literacy skills 
 
3.11.3   Continues to work below age related expectations. 
 
3.11.4   Presents persistent social emotional and/or mental health difficulties that substantially and 

regularly interfere with their own learning or that of others in the class 
 
3.11.5  Has sensory or physical problems and requires regular advice or intervention from a specialist 

service 
 
3.11.6 Has ongoing communication or social difficulties, which cause substantial barriers to learning. 
 
3.12.   At SEN Support, the SENDCo will request permission from the parents/carers to  

seek support, advice and/or further assessment from the relevant specialist service.  The review 
process and resulting Individual Education Plan will set out new strategies for supporting the 
child.  Implementation will be, as far as possible, in the normal classroom setting. 

 
STATUTORY ASSESSMENT 

 
3.13.   For very few children the support given at SEN Support is not sufficient to enable  

them to make adequate progress.  The school will then consider, in consultation with the 
parents/carers and specialist services, whether to ask the LA to make a statutory assessment.  
The LA will conduct an assessment in collaboration with parents/carers, the school and support 
agencies.  Following assessment the LA may decide to issue an Education Health Care Plan 
(EHCP) which specifies the student's needs and the provision which must be made to meet those 
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needs.  A statutory assessment does not always lead to an EHCP. 
 
PARENTAL INVOLVEMENT 

 
4.1. The education of young people is a collaborative enterprise involving teachers,  

parents/carers and the children themselves.  Regular, meaningful, positive communication 
between teachers and parents/carers is of fundamental importance.  Parents/carers are 
sufficiently informed that they can be fully involved with the measures that the school is taking to 
meet their child’s special educational needs and disabilities.  Communication takes place by 
means of: 

 
Review meetings 
 
4.1.1  Children supported at SEN Support are monitored through data, and in consultation  

with parents/carers, teachers and external agencies. Individual Education Plan(IEP) meetings 
are held regularly to discuss the progress of individual children supported at SEN Support and 
for children who have an EHCP.  These meetings involve the children themselves, the 
parents/carers and the class teacher, and may include the SENDCo and any other agencies 
working with the child.  EHCP review meetings are held regularly to discuss the progress of 
individual children.  These meetings involve the children themselves, the parents/carers, the 
class teacher, the SENDCo and any other agencies working with the child. Information and 
advice are collated to develop an IEP for the child.  The IEP specifies areas with which the child 
needs support and the action that needs to be taken to support these areas.    

 
 
Teaching and Learning Conferences 
 
4.1.2 The SENDCo is available to meet with parents/carers, should they wish, at Termly  

Teaching and Learning Conferences.   Parents/carers may use this opportunity to discuss 
children, or to make an appointment for further discussion.   Student’s IEPs are often reviewed 
with the child and parent/carer during these meetings. 

 
Complaints Procedure 
 
4.1.3  Parents/carers are encouraged to discuss any problems or grievances with the school.     

 Problems should be referred to the Class Teacher or SENDCo in the first instance.  
Parents/carers are asked to refer to the T r us t  Complaints Policy for full details of the complaints 
procedure. A copy is available on the school’s website. 

 
PROFESSIONAL DEVELOPMENT AND TRAINING 

 
5.1. SEND issues are an important aspect of staff development and training. 
 
5.2. General educational issues, which are explored on training days a n d  d u r i ng  s t a f f   
  m e e t i ng s  within the school, encompass the needs of all children, including those with  
 SEND. 
 
5.3. Training days frequently take a specific SEND issue, such as the implementation of the new 

SEND Code of Practice, Positive Handling Training, Precision Teaching as the main focus. 
 
5.4. Where a range of opportunities are offered during a training day, options relating to SEND may 

be included. 
 
5.5. Class Teachers are encouraged to explore SEND issues through courses held outside the 

school in addition to INSET. 
 
5.6. School staff participate in a range of external courses pertaining to meeting special needs. 
 
5.7. Staff working in classrooms in a support role are able to share their experience with the Class 
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Teacher 
 
LIAISON AND INVOLVEMENT WITH OUTSIDE AGENCIES AND SCHOOLS 
 
6.1. The school supports a multi-disciplinary approach to maximise the educational provision 

for children.  Many agencies and services work closely with the school to help to identify, assess 
and provide support for children with special educational needs and disabilities.  These agencies 
include a wide variety of specialist teachers and other professionals. 

 
6.2. The SENDCo is the school’s named contact with external agencies/ support services. 
 
6.3. The SENDCo works closely with the following services provided by the LA: 
 
6.3.1. Educational Psychology Service 
6.3.2. Education Welfare Service 
6.3.3. Alternative Provision Service 
6.3.4. The Acorn Centre 
6.3.5. Social Services  
6.3.6. CAMHS 
6.3.7 School Nurse 
6.3.8 Speech and Language therapist and Havering team 
 
6.4. Specialist Teaching Team – staff specialising in supporting children with: 
 
6.4.1. Hearing impairment 
6.4.2. Visual impairment 
6.4.3. Physical impairment 
6.4.5. Speech and language 
6.4.6. General and specific difficulties 
6.4.7 Behaviour difficulties 
6.4.8 Learning Support 
 
6.5. The school consults relevant agencies if appropriate when a child is assessed as needing 

support at SEN Support. 
 
6.6. Links are maintained with local special schools and nurseries to enable the school to benefit 

from their advice and experience. 
 
6.7. The SENDCo liaises directly with local secondary schools to disseminate information about the 

needs of children with special educational needs before they transfer to their chosen Secondary 
School.  In the case of children with an EHCP, the SENDCo of the receiving school will be invited 
to attend the student’s Year 6 annual review. 

 
MONITORING AND EVALUATING THE SEND POLICY 
 
7.1. Effective monitoring and evaluation of SEND provision is dependent upon the maintenance of 

accurate and up to date records.  The criteria by which the monitoring and evaluation of SEND 
provision is undertaken is described below.  

 
CHILDREN 

 
7.2. The number of children receiving additional support 
7.3. Child achievement, e.g. monitoring reports or review notes, impact of interventions 
7.4. Feedback from children 
 
PARENTS/CARERS 

 
7.5. Class teachers consult the SENDCo for further advice and support regarding children causing 

concern.  The SENDCo discusses what support has been provided to the child so far and the 
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outcomes of this support.  Parents/carers’ views will also be sought.  If it is felt that a referral to 
external agencies would be beneficial, the SENDCo will meet with both the Class Teacher and 
the student’s parent/carer to discuss this possibility and if agreed the necessary referral forms 
will be completed with the parent/carer.  If a decision is made to consider adding a child to the 
SEN register; this will be discussed with the student’s parents/carers and, if applicable, with the 
child.  Parents/carers’ views are regularly sought regarding provision made and the involvement 
of external agencies.  If a child is added to the SEN register, they will be invited to attend IEP 
reviews and involved in discussing and agreeing support provided along with setting outcomes.  
Historical support is also discussed as appropriate.  Parents/carers are encouraged to attend 
IEP/EHCP review meetings, to share their views on the IEP and to sign the IEP.  Children also 
attend IEP review meetings where possible and are encouraged to share their views and sign 
the IEP.   

 
STAFF TRAINING 

 
7.6.   All staff actively promote inclusion.  Outcomes from training attended by staff is disseminated 

during staff meetings and INSET days.  The SENDCo also provides timely INSET at agreed staff 
meetings and during INSET days.   

 
7.7.   All staff are able to attend courses relating to SEND issues with the agreement of the  

Head Teacher.   
 
7.8.   All staff are responsible for ensuring that the needs of children with SEND are met  

and that barriers to learning are addressed.   
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Appendix for SEND provision in Margaretting CofE Primary School within the Trust:  
 
Objectives: 
 

 Develop all children to their full potential and to value them equally; irrespective of ability, disability, 
race, gender or background and to give everyone access to the whole curriculum. 

 Identify children, as early as possible, in order to support their physical, social, emotional or 
intellectual development. 

 Make sure that there is a consistent, whole-school approach to the identification and provision for 
pupils with special needs throughout the school. 

 Involve parents in a partnership of support. 

 Work with and in support of outside agencies when a pupil’s needs cannot be met by the school 
alone.  

 Monitor and evaluate children’s progress, providing the appropriate information and records as part 
of this process. 

 Embrace inclusion for all pupils and ensure a policy of integration into all activities of the school. 
 To work within the guidance provided in the SEND Code of Practice, 2014  
 
Identification of SEND (Special Educational Needs and/or Disability): 
 
The Code of Practice (2014) identifies a pupil as having SEND if they have a learning difficulty or 
disability which calls for special educational provision to be made for them. A child of compulsory school 
age or a young person has a learning difficulty or disability if they: 
(a) Have a significantly greater difficulty in learning than the majority of others of the same age; or 
(b) Have a disability which prevents or hinders them from making use of educational facilities of a kind 
generally provided for others of the same age in mainstream schools or mainstream post-16 institutions. 
The Equality Act 2010 identifies a person as having a disability if the person has a physical or mental 
impairment, and the impairment has a substantial and long-term adverse effect on the person’s ability to 
carry out normal day to day activities. 
The Code of Practice (2014) identifies four broad areas of SEND:  
 

 Communication and interaction: Children with speech, language and communication needs 
have difficulty in communicating with others. This may be because they have difficulty saying 
what they want to, understanding what is being said to them or they do not understand or use 
social rules of communication.  

 Cognition and learning: Learning difficulties covers a wide range of needs, including moderate 
learning difficulties, severe learning difficulties, where children are likely to need support in all 
areas of the curriculum and associated difficulties with mobility and communication, through to 
profound and multiple learning difficulties. Specific learning difficulties, affect one or more specific 
aspects of learning. This encompasses a range of conditions such as dyslexia, dyscalculia and 
dyspraxia. 

 Social, emotional and mental health difficulties: Children may experience a wide range of 
social and emotional difficulties which manifest themselves in many ways. These may include 
becoming withdrawn or isolated, as well as displaying challenging, disruptive or disturbing 
behaviour. These behaviours may reflect underlying mental health difficulties. 

 Sensory and/or physical needs: Some children require special educational provision because 
they have a disability which prevents or hinders them from making use of the educational 
facilities generally provided. These difficulties can be age related and may fluctuate over time. 
Many children and young people with vision impairment, hearing impairment or a multi-sensory 
impairment will require specialist support. 
 

These four broad areas give an overview of the range of needs that need to 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. At 
Margaretting Primary School we identify the needs of pupils by considering the needs of the whole child 
which will include not just their special educational needs.  
 
Behaviour issues will not be identified as SEND but will, rather, be described as an underlying response 
to a previously listed need. 
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Other factors may impact upon progress and attainment in school but are not in themselves a special 
educational need. However, pupils who fall into these categories will receive the same support and 
entitlement: 
 

 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  

 Being in receipt of Pupil Premium Grant  

 Being a Looked After Child  

 Being a child of Serviceman/woman  
 
A Graduated Approach to ‘SEN Support’: 
 
The arrangements for supporting pupils with SEND follows a graduated approach. 
  
High Quality Teaching: 
 
Teachers are responsible and accountable for the progress and development of the pupils in their class, 
including where pupils access support from teaching assistants or specialist staff. Most children will have 
their needs met within class through high quality teaching. Pupil’s progress and achievement will be 
monitored and any pupil not making expected progress will be given further targeted support as part of 
high quality teaching. The Essex ‘Provision Guidance’ document is used to support teachers in the 
identification of high quality classroom provision. 
 
The SENCo and Headteacher meet at least termly to analyse pupil assessment, looking at previous 
progress and attainment and comparisons with peers and national data. Examples of data that are 
analysed include: 
 

 Target Tracker data 
 ASP (Analyse School Performance) data 
 Individual assessments 
 In class assessments 
 Reading and spelling ages 
 QCA and SAT’s assessments (optional and end of year Key Stage assessments). 

 
Any pupils who are falling significantly outside of the range of expected academic achievement will be 
monitored by their class teacher, Headteacher and the SENCo. The child’s class teacher will take steps 
to provide differentiated learning opportunities that will aid the pupil’s academic progression and enable 
the teacher to better understand the provision and teaching style that needs to be applied. Advice and 
support, with further assessment of the pupil’s strengths and weaknesses, problem solving and advising 
of the implementation of effective provision will be provided by the SENCo. The SENCo may also wish to 
observe the pupil in class. 
 
The SENCo meets regularly with teachers and LSA’s to give them the opportunity to discuss any 
concerns about a pupil. Due to a concern by a parent or teacher, or where a pupil is still not making 
expected progress despite high quality teaching, an ‘Initial Concerns Form’ is completed by the teacher 
with the support of the SENCo to help assess whether or not the child needs to be placed on the SEN 
register. Any concerns will be discussed with parents informally or during parents’ evenings and they are 
encouraged to share information and knowledge about their child with the school.   
 
In deciding whether or not to make special educational provision, the teacher and SENCo consider all of 
the information gathered 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.  
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A pupil that has been identified by school or in partnership with another agency, as requiring provision 
that is additional to, or different from, that made generally for others of the same age, or is showing a 
significantly greater difficulty in learning than the majority of others of the same age, will be placed on the 
SEN register under ‘SEN Support.’ Parents will be formally advised of this, they are also informed of the 
provision being made for their child. The aim of formally identifying a pupil with SEN is to help the school 
ensure that effective provision is put in place and so remove barriers to learning.  
 
SEN Support: 
 
The support provided for pupils on the SEN register consists of a four–part process - Assess, Plan, Do, 
Review. This is an ongoing cycle to enable the provision to be refined and revised as the understanding 
of the needs of the pupil grows. This cycle enables the identification of those interventions which are the 
most effective in supporting the pupil to achieve good progress and outcomes. 
 

Assess:  
 
Once a child is placed on the SEN register, a ‘One-page profile’ will be created by the SENCo 
through gathering information from the pupil, school staff and parents to establish how best to 
support the child. 
 
The SENCo uses the Essex ‘Provision Guidance’ document which helps to provide an evidence-
based reference for schools to help assess and meet the needs of children under each area of 
need as outlined in the Code of Practice. It follows a graduated approach whereby each area of 
need is divided into three levels of need: 
 

 High Quality Teaching – This is the foundation of all teaching, assessment and 
intervention for all pupils. 

 Additional school Intervention and Support – building on high quality teaching where 
a pupil may need more input and advice may be sought from professionals to support 
individual assessments and interventions. 

 High Needs – for pupils with more complex or enduring needs, whose effective access 
to the curriculum and learning require coordinated and highly personalised advice and 
support. 

 
A number of assessment tools can also be used to further support the assessment of children’s 
needs, for example: 
  

 Tick lists for ADD, ADHD, Autism and dyslexia 
 Visual stress assessment 
 Salford Reading age assessment 
 Vernon Spelling age assessment 

 
The SENCo is also used for class and school based observations and an observation pro-forma is 
completed as a record of any formal observations made. 
 
The SENCo also meets regularly with teachers and LSA’s to discuss the progress and well-being 
of children on the SEN register as well as training and resourcing needs. 

 
For higher levels of need we draw on more specialised assessments from external agencies and 
professionals, including Specialist Teachers, health professionals from Provide (e.g. Occupational 
Therapists, Physiotherapists, Paediatricians, and Speech and Language therapists), EWMHS, 
Social care, Educational Psychologists and Counsellors in accordance with their referral criteria. 
Parents are consulted about any outside agency intervention. 
 
Plan:  
A termly person-centred One Planning meeting is held, where possible, with the child, their 
parents, their teacher, their Learning Support Assistant(s) (LSA), the SENCo and where 
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appropriate, any external agencies involved to agree the outcomes, interventions and support that 
is required and a clear date for review. 
 
An individual One Plan is then produced by the SENCo to identify SMART targets that will help to 
meet the desired outcomes and an individual provision map is created to state the provision a child 
will receive to achieve the outcomes stated in their One Plan.  
 
Parents and all those working with the pupil, including support staff will be given a copy of the 
child’s One Plan so that they are aware of the child’s individual needs, the support that is being 
provided, any particular teaching strategies/approaches that are being employed and the 
outcomes that are being sought. 
 
Do:  
The class teacher remains responsible for working with the child on a day-to-day basis and for the 
progress of all pupils in their class, including pupils with SEND. They will retain responsibility even 
where the interventions may involve group or one-to-one teaching away from the main class 
teacher. The class teacher holds the responsibility for evidencing progress according to the 
outcomes described in a child’s One Plan. They will work closely with LSAs to plan and assess the 
impact of support and interventions and links with classroom teaching. Support with further 
assessment of the pupil’s strengths and weaknesses, problem solving and advising of the 
implementation of effective support will be provided by the SENCo.  
 
Review:  
Reviews of a child’s progress will be made at least termly through the person-centred One 
Planning meeting. The review process evaluates the child’s progress, looking at the impact and 
quality of the support and interventions provided so that any modifications to their provision or 
desired outcomes can be made. 
 
The child’s One Plan and One Page Profile are updated by the SENCo following the meeting using 
any further information gathered. Any changes to a child’s special educational provision as a result 
of the meeting are updated onto their individual provision map. 

 
Referral for an Education, Health and Care Plan (EHCP): 
  
Some children may require a statutory assessment to support their needs, in line with the Local Authority 
criteria, this is usually requested by the school but can be requested by a parent. This may result in an 
Education, Health and Care Plan (EHCP). The decision to make a referral for an EHCP will be taken at a 
One Plan meeting. Information will be gathered relating to the current provision provided, action points 
that have been taken, and the outcomes of targets set. A decision will be made by a group of people 
from education, health and social care about whether or not the child is eligible for an EHCP. Parents 
have the right to appeal against a decision not to initiate a statutory assessment leading to an EHCP.  
 
Once an EHCP has been completed and agreed, it will be kept as part of the pupil’s formal record and 
reviewed at least annually by staff, parents and the pupil at an Annual Review. This enables provision for 
the pupil to be evaluated and, where appropriate, for changes to be put in place, for example, reducing 
or increasing levels of support.  
 
Criteria for exiting the SEN register:  
 
When children have completed an intervention, assessment will take place and the effectiveness of the 
intervention considered. If a pupil has made accelerated progress and they are considered 'on track' 
against end of year expectations or are working broadly in line with their peers, they will be removed 
from the SEN register, the exit date is formally recorded on the SEN register. Parents will be informed of 
this decision. These children will be closely monitored to ensure that progress remains in line with age 
related expectations. 
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Supporting pupils and families:  

The Essex Local Offer is for children and young people with SEN and/or disabilities (SEND) and their 
parents and carers, its aims are to: 

 Give information about education, health and care services. 

 Give information about leisure activities and support groups. 

 Make it easier for young people/parents to find out what they need to know. 

 Help families to be less dependent on word of mouth. 

 Help families find the nearest and most suitable services. 

 Help families to provide feedback about what is needed, raise concerns or make a complaint. 
The Essex Local Offer can be accessed at: www.essexlocaloffer.org.uk 
 
Schools have a statutory requirement to provide a SEN Information Report, giving more detailed 
information (than the Local Offer) about their arrangements for identifying, assessing and making 
provision for pupils with SEN. This can be found on our school website: www.margaretting.essex.sch.uk 
 
Links to other agencies that can support pupils and families can also be found on our school website: 
www.margaretting.essex.sch.uk 
 
Transition arrangements: 
 
Transition plan arrangements for transfer from pre-schools/nursery schools to Margaretting 
Primary School: 
 

 We have strong links with our feeder pre-schools. Staff from our reception class visit feeder 
schools to discuss and meet with children in their pre-school setting. Where a child already has 
identified special educational needs, the SENCo will also visit the child in their pre-school setting. 

 When transferring from a pre-school, all children who were on the SEN register at pre-school 
remain on the SEN register at Margaretting Primary School. All provision, programmes and 
outside agency support in place will continue. 

 All children with SEND visit the EYFS classroom on several occasions to familiarise themselves 
with the staff, school structure, and main sites including toilets, hall, playground etc. 

 The SENCo and Reception class staff will attend pre-school TAC meetings prior to a child with 
SEN attending school if appropriate. 

 The SENCo holds liaison meetings with the Reception class teacher and LSAs to transfer 
information from nursery to school prior to the start of term. 
 

Transition plan arrangements for transfer from class to class: 
 

 Prior to the start of a new academic year, the SENCo will inform teachers and their LSAs about 
the SEN children in the class and provide them with any information about the child, including 
their One Plan and One Page Profile. 

 Relevant courses will be arranged for the teacher and/or LSA. 
 

Transition plan arrangements for transfer from Margaretting Primary School to another primary 
school or secondary school:  
 

 Where children are transferring to Secondary School, the SENCo will contact the SENCo’s of 
each secondary school to transfer SEN information.  

 All SEN school records will be passed on to the secondary school or any other school the child 
may transfer to, regardless if the child has been removed from the register or is borderline to go 
on to the register in case the transition causes the onset of any problems. 

 Parents of children who have a statement or EHCP are invited to discuss transitional provision 
with the potential secondary school at a Transitional Review Meeting. 

 All pupils in Y6 are offered transition visits to their secondary school to ensure a smooth 
transition. 

 

http://www.essexlocaloffer.org.uk/
http://www.margaretting.essex.sch.uk/
http://www.margaretting.essex.sch.uk/
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Supporting pupils at school with Medical Conditions:  
 
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 and may have a statement, 
or Education, Health and Care Plan (EHCP) which brings together health and social care needs, as well 
as their special educational provision, and the SEND Code of Practice (2014) is followed.  
 
Monitoring and Evaluation of SEND: 
 
The quality of SEND provision is regularly monitored and evaluated to promote an active process of 
continual review and improvement of provision for all pupils as part of our ongoing school improvement 
cycle. This is done in a number of ways: 
 

 A whole school Survey of Parent Views is carried out annually.  
 The SENCo meets with the SEN Governor on a termly basis to monitor SEND provision. 
 The views of all stakeholders, parents, young people and staff are sought regularly. 

 
Training and Resources:  
 
SEN is funded by the school budget, additional funding from those awarded with an EHCP, or, in the 
case of a child with SEND being eligible for free school meals, through Pupil Premium funding. 
 
The SENCo is a qualified teacher who holds the National Award for SEN Co-ordination. S/he attends 
regular up-date meetings and relevant courses run relating to the needs of pupils within the school. S/he 
also attends termly SENCo cluster meetings which are held for local SENCos covering a range of SEN 
topics with speakers. 
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. Staff training is 
identified through appraisals, action plans and the School Development Plan.  
 
Regular opportunity is given to LSA’s and the SENCo to attend courses on relevant SEN topics and give 
feedback at meetings run by the SENCo. An up to date list of all the courses teaching and support staff 
have attended can be obtained from the school office. Training needs are also supported through peer 
mentoring, modelling, observation, working with outside agencies and staff meetings. 
 
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.  
 
Roles and Responsibilities: 
 
The key responsibilities of the SENCo include: 
 

 Overseeing the day-to-day operation of the school’s SEND policy 

 Monitoring pupil assessment data with the Head teacher at least termly. 

 Reporting regularly to the head teacher about SEND provision and issues. 

 Co-ordinating provision for children with special educational needs. 

 Liaising with and advising fellow teachers and LSAs.  

 Overseeing the records of all children with special educational needs. 

 Liaising with parents of children with special educational needs. 

 Contributing to the in-service training of staff. 

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

 Chairing Annual Review meetings and One Planning Meetings. 

 Attending courses to keep skills and knowledge up to date. 

 Planning interventions to be used in school. 
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 Writing and updating the SEND policy. 

 Writing and updating the SEND action plan. 

 Writing and updating the SEND Information Report. 

The role of the governing body: 
 
The SEN Governor ensures that all Governors are aware of the school's SEND provision, including the 
deployment of funding, equipment and personnel.  
In particular, the governing body has a legal duty to: 
 

 Do its best to ensure that all pupils with special educational needs and/or disabilities are 
appropriately catered for and that they have the opportunity to participate as fully as possible in 
all aspects of school life. 

 Ensure that parents are notified of a decision by the school that their child has special 
educational needs. 

 Establish a SEND policy which is publicly available and can be easily understood by parents; and 
review that policy on a regular basis. 

 Report on how the school’s SEND policy is being implemented and how resources are allocated 
in the governing body’s Annual Report to Parents. 

 Ensure that the SEND Code of Practice is followed. 
 Meet the SENCo on a termly basis to gain information about the provision made for pupils with 

SEND and to monitor the implementation of the SEND policy and report back to the governing 
body on a regular basis. 

 Observe at first-hand what happens in school both inside and outside the classroom to ensure 
that pupils with SEND are actively involved in all aspects of school life. 

 Take opportunities to meet and talk with parents of children with SEND. 
 Keep informed about developments in the area of special educational needs, nationally, locally 

and within the school. 
 
The Key responsibilities of the Headteacher include: 
 

 Involvement with parents as partners in the learning process. 
 Liaising regularly with the SENCo. 
 Liaising with the LEA with respect to policy and enactment. 
 Ensuring that the SEND Policy is implemented as described. 
 Involvement in how children with SEND are integrated within school as a whole. 
 Ensuring that the legal requirements of current legislation are met within the school. 
 Keep the Governing Body well informed about SEND within the school. 
 Ensure that the school has clear and flexible strategies for working with parents, and that these 

strategies encourage involvement in their child’s education. 
 Ensure the SENCo receives training and induction in their role, including training in managing 

other colleagues and working with support staff and keeping their skills and knowledge up to 
date. 

 Give the SENCo sufficient resources of money, time, space and administrative back-up to fulfil 
the role to reflect the responsibilities included. 

 Give sufficient non-contact time appropriate to the numbers of children and young people with 
special educational needs within the school. 

 Dealing with queries or complaints from parents. 
 
Other roles and responsibilities: 
 
The Learning Support Assistants (LSAs) work under the guidance of the Class Teacher, SENCo and 
external agencies to support the education of pupils who need particular help to overcome barriers to 
learning. 
 
The designated teacher with responsibility for safeguarding is Mrs. M.O’Regan. 
 
The member of staff responsible for managing the schools responsibility for supporting pupils with 
medical conditions is the Headteacher, Mrs. M.O’Regan. 
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The member of staff responsible for managing the Pupil Premium Grant (PPG)/Funding for Looked 
After Children (LAC) is the Headteacher, Mrs. M.O’Regan. 
 
Storing and Managing Information:  
 
All confidential files relating to the Special Educational Needs of individuals are kept in a locked filing 
cabinet in the SENCo’s office or electronically, on a secure part of the school server. Day to day 
formative and summative assessment information is kept by the class teacher. Documents are stored 
until a child changes school, all information is passed on to next providers when children move to 
another school. 
 
Accessibility:  
 
The school’s Accessibility Plan is available in school and is updated yearly. Pupil’s needs are constantly 
reviewed and actions are carried through, the school constantly reviews accessibility issues which affect 
learning, modifying learning areas, purchasing specialised equipment and involving experts in their field.  
 
School increases and promotes access for disabled pupils to the school curriculum and the wider 
curriculum including after-school clubs and school visits. This is achieved by: 
 

 Purchase of ICT software 
 More LSA hours for classes when necessary 
 After school clubs open for all 
 Opportunities for all children to take part in school activities, visits and extra-curricular 

activities with appropriate support when needed 
 Resources to support teaching and learning 
 Use of visual timetables 
 Use of pictures to help children make choices when needed 
 Coloured overlays for reading white paged books when needed 
 Having a disabled toilet 
 Having ramps at exits 

 
Dealing with Complaints: 
 
At Margaretting Primary School we encourage parents to get in touch if they have concerns about their 
child’s learning. However, if they are unhappy with the special educational provision that their child is 
receiving: 
 

 Their first approach is to the class teacher either through a Home/School book, by letter or 
telephoning the school office to make an appointment. 

 If parents are still unhappy, the next step is to talk to the SENCo by arranging an appointment 
through the school office or e-mailing her directly (krosam@margaretting.essex.sch.uk). 

 If necessary, the next step is to approach the Head Teacher, in person, by letter or telephone. It 
is the Head’s job to hold his staff to account if things are not right, or to explain why the school is 
unable to meet a request. No problem that the school is ignorant of will be able to be resolved, 
we encourage parents to share concerns early so that they do not become a problem. 

 The school’s Governors are the next stage in trying to resolve a complaint. The named 
Governor for SEND is Mrs J. Stringer and all concerns should be put in writing and delivered to 
the school office for her consideration. The Trust Complaints Procedure can be found on the 
Trust website 

 
Bullying: 
 
At all times our aim is to safeguard the needs of pupils with SEND, promote their independence and 
build resilience in their learning. The school’s behaviour policy outlines the steps that are taken to ensure 
and mitigate the risk of bullying to children with SEND.  
 
Our school behaviour policy can be found on our school website: www.margaretting.essex.sch.uk 
 

http://www.margaretting.essex.sch.uk/
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Appendix for SEND provision in Dame Tipping CofE Primary School within the Trust:  
 
Introduction 
 
At Dame Tipping Church of England Primary School we believe that all should feel welcomed, valued 
and nurtured as part of our small community. This inclusion is essential for our children as they prepare 
to make a positive contribution to the multi- cultural, multi-faceted world in which we live. Our core 
Christian values of Respect, Truthfulness, Friendship, Compassion, Forgiveness and Perseverance 
underpin all our work and practice and, as such, encourage us to provide an environment where all feel 
valued and free from discrimination. 
 
We are committed to promoting the understanding of the principles and practices of equality- treating all 
those associated with our school as individuals, according to their needs, with an awareness of our 
diverse society and appreciating the value of difference. We actively promote an anti-bullying stance 
which includes making explicit the unacceptability of racist, disablist and homophobic remarks: we 
actively seek to combat all forms of negative discrimination. 
 
Special Educational Needs 
 
Within the umbrella of inclusion we understand that, as individuals, adults and children alike all require 
some form of support. We recognise that for some this may be specific and sometimes require the help 
of professionals and outside agencies. 
 
Our SEN ‘school offer’ report includes a more detailed breakdown of how we support individuals with 
Special Educational Needs. 
 
Accessibility 
 
The school is working hard to make the building and grounds as accessible as possible. However, 
should any individual encounter any difficulties with our provision, we would atively seek to support 
them. 
 
The Curriculum 
 
At Dame Tipping Church of England Primary School we provide a broad and balanced curriculum that is 
accessible to all children, recognising individual needs and working in close partnership with parents and 
other professionals. We plan our curriculum to extend our children’s knowledge and experience of 
Christianity as a global faith and of other religions, cultures, languages and celebrations. We ensure that 
our curriculum echoes the diversity of our society. Our curriculum planning, the resources we select and 
the behaviour we expect reflect the commitment from staff, parents/carers and volunteers to actively 
include all our children. 
 
Educational inclusion is about equal opportunities, for all children, whatever their age, gender, ethnicity, 
attainment and background. It ensures particular attention to the provision made for the achievement of 
different groups of pupils within a school. We are aware that specific groups of children are more likely to 
under-achieve and/or suffer discriminatory practice than others within our society. 
 
These groups include: 
 

 girls and boys; transgender children; 
 children who are, or who are perceived to be homosexual; 

 minority ethnic and faith groups, travellers, asylum seekers and refugees; 

 pupils where family members are in prison; 

 pupils who need support to learn English as an additional language (EAL); 

 pupils with disabilities; 

 pupils with special educational needs; 

 gifted and talented/able pupils; 

 children ‘looked after’ by the local authority; 
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 other groups of children (such as sick children, young carers and children under stress, children 
  from single parent families, children with parents/carers with drug or alcohol dependency issues,    
 children with same sex parents/carers); 

 any pupils who are at risk of disaffection and exclusion. 

 
At Dame Tipping Church of England Primary School we are committed to constantly monitoring, 
evaluating and reviewing our practice to ensure that the entire school community and in particular, our 
pupils: 
 

 make good progress and achieve 
 are able to learn effectively without interference and disruption 

 are treated respectfully 

 receive additional help according to their needs 

 have access to a broad and balanced curriculum 

 feel safe, secure and happy within the school setting. 

 
What types of SEN do we provide for?  
 
Dame Tipping is a small, inclusive mainstream school. We fully comply with the requirements in the 
Special Educational Needs and Disability Code of Practice (2015). Staff have training and experience to 
be able to meet the needs of learners who may have difficulties with: 
 

  Cognition and Learning 
  Communication and Interaction 
  Social, Emotional and Mental Health 

  Sensory and/or Physical needs 
 
We will always make reasonable adjustments to our practices in order to comply with the Equality Act 
(2010). 
 
In addition to using our own staff’s knowledge and experience, we work closely with a range of outside 
agencies from education, health and social services to support a wide range of special educational 
needs. 
 
How do we identify and assess pupils with SEN?  
 
As a small, caring school community we know and value all of our children. We have ongoing teacher 
assessments and termly pupil progress meetings with all members of teaching staff to identify those 
pupils making less than expected progress. This is recorded in a Venn Diagram and is monitored by the 
class teacher, SENCO and Senior Learning Mentor. The first response to less than expected progress is 
high quality targeted teaching by the class teacher. When progress continues to be less than expected 
the class teacher will discuss their concerns with the SENCO. When deciding whether to make special 
educational provision, the teacher, SENCO and Senior Learning Mentor will consider all of the 
information gathered from within the school about the pupils’ progress, alongside national data and 
expectations of progress. The information gathering will include an early discussion with parents/carers, 
and where appropriate the child. There begins a four part cycle (assess, plan, do review) through which 
earlier decisions and actions are revisited and revised. This leads to a growing understanding of the 
pupil’s needs and what supports the pupil in making good progress and securing good outcomes. This is 
known as the graduated response which draws on more detailed approaches and more specialist 
expertise in successive cycles. If the support needed can be provided by adapting the school’s core offer 
than a child might not be considered SEN or placed on the SEN register. If, however, the support 
required is ‘different from or additional to’ what is ordinarily offered by the school, the child will 
normally be placed on the SEN register. The school will then seek to remove barriers to learning and put 
effective special educational provision in place. 
 
Parents are encouraged to speak to the class teacher or the school’s SENCO about any concerns they 
have regarding their child’s needs.  . The Trust Complaints Procedure can be found on the Trust website 
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Who is our Special Educational Needs Co-ordinator (SENCO) and how can he/she be 
contacted?  
 
The School SENCO is Annabel North and the school’s Senior Learning Mentor and Student and Family 
Support Lead is Gemma Luxford. 
 
Both can be contacted at  office@dametipping.havering.sch.uk or on 01708 745409. 
 
What is our approach to teaching pupils with SEN?  
 
Every teacher is teacher of every child, including those with SEND. At Dame Tipping we believe that 
every child has a right to broad and balanced curriculum. High quality teaching, differentiated for 
individual pupils, is always the first step in responding to pupils with SEN. All staff members are 
committed to creating an inclusive learning environment in their classrooms and around the school with 
the belief that this is the key to ensuring children with SEND are making good progress 
  

mailto:office@dametipping.havering.sch.uk
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Appendix for SEND provision in Roxwell CofE Primary School within the Trust:  
 
Objectives: 
 

 Develop all children to their full potential and to value them equally; irrespective of ability, disability, 
race, gender or background and to give everyone access to the whole curriculum. 

 Identify children, as early as possible, in order to support their physical, social, emotional or 
intellectual development. 

 Make sure that there is a consistent, whole-school approach to the identification and provision for 
pupils with special needs throughout the school. 

 Involve parents in a partnership of support. 

 Work with and in support of outside agencies when a pupil’s needs cannot be met by the school 
alone.  

 Monitor and evaluate children’s progress, providing the appropriate information and records as part 
of this process. 

 Embrace inclusion for all pupils and ensure a policy of integration into all activities of the school. 
 To work within the guidance provided in the SEND Code of Practice, 2014  
 
Identification of SEND (Special Educational Needs and/or Disability): 
 
The Code of Practice (2014) identifies a pupil as having SEND if they have a learning difficulty or 
disability which calls for special educational provision to be made for them. A child of compulsory school 
age or a young person has a learning difficulty or disability if they: 
(a) Have a significantly greater difficulty in learning than the majority of others of the same age; or 
(b) Have a disability which prevents or hinders them from making use of educational facilities of a kind 
generally provided for others of the same age in mainstream schools or mainstream post-16 institutions. 
The Equality Act 2010 identifies a person as having a disability if the person has a physical or mental 
impairment, and the impairment has a substantial and long-term adverse effect on the person’s ability to 
carry out normal day to day activities. 
The Code of Practice (2014) identifies four broad areas of SEND:  
 

 Communication and interaction: Children with speech, language and communication needs 
have difficulty in communicating with others. This may be because they have difficulty saying 
what they want to, understanding what is being said to them or they do not understand or use 
social rules of communication.  

 Cognition and learning: Learning difficulties covers a wide range of needs, including moderate 
learning difficulties, severe learning difficulties, where children are likely to need support in all 
areas of the curriculum and associated difficulties with mobility and communication, through to 
profound and multiple learning difficulties. Specific learning difficulties, affect one or more specific 
aspects of learning. This encompasses a range of conditions such as dyslexia, dyscalculia and 
dyspraxia. 

 Social, emotional and mental health difficulties: Children may experience a wide range of 
social and emotional difficulties which manifest themselves in many ways. These may include 
becoming withdrawn or isolated, as well as displaying challenging, disruptive or disturbing 
behaviour. These behaviours may reflect underlying mental health difficulties. 

 Sensory and/or physical needs: Some children require special educational provision because 
they have a disability which prevents or hinders them from making use of the educational 
facilities generally provided. These difficulties can be age related and may fluctuate over time. 
Many children and young people with vision impairment, hearing impairment or a multi-sensory 
impairment will require specialist support. 
 

These four broad areas give an overview of the range of needs that need to 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. At 
Roxwell Primary School we identify the needs of pupils by considering the needs of the whole child 
which will include not just their special educational needs.  
 
Behaviour issues will not be identified as SEND but will, rather, be described as an underlying response 
to a previously listed need. 
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Other factors may impact upon progress and attainment in school but are not in themselves a special 
educational need. However, pupils who fall into these categories will receive the same support and 
entitlement: 
 

 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  

 Being in receipt of Pupil Premium Grant  

 Being a Looked After Child  

 Being a child of Serviceman/woman  
 
A Graduated Approach to ‘SEN Support’: 
 
The arrangements for supporting pupils with SEND follows a graduated approach. 
  
High Quality Teaching: 
 
Teachers are responsible and accountable for the progress and development of the pupils in their class, 
including where pupils access support from teaching assistants or specialist staff. Most children will have 
their needs met within class through high quality teaching. Pupil’s progress and achievement will be 
monitored and any pupil not making expected progress will be given further targeted support as part of 
high quality teaching. The Essex ‘Provision Guidance’ document is used to support teachers in the 
identification of high quality classroom provision. 
 
The SENCo and Headteacher meet at least termly to analyse pupil assessment, looking at previous 
progress and attainment and comparisons with peers and national data. Examples of data that are 
analysed include: 
 

 Target Tracker data 
 ASP (Analyse School Performance) data 
 Individual assessments 
 In class assessments 
 Reading and spelling ages 
 QCA and SAT’s assessments (optional and end of year Key Stage assessments). 

 
Any pupils who are falling significantly outside of the range of expected academic achievement will be 
monitored by their class teacher, Headteacher and the SENCo. The child’s class teacher will take steps 
to provide differentiated learning opportunities that will aid the pupil’s academic progression and enable 
the teacher to better understand the provision and teaching style that needs to be applied. Advice and 
support, with further assessment of the pupil’s strengths and weaknesses, problem solving and advising 
of the implementation of effective provision will be provided by the SENCo. The SENCo may also wish to 
observe the pupil in class. 
 
The SENCo meets regularly with teachers and LSA’s to give them the opportunity to discuss any 
concerns about a pupil. Due to a concern by a parent or teacher, or where a pupil is still not making 
expected progress despite high quality teaching, an ‘Initial Concerns Form’ is completed by the teacher 
with the support of the SENCo to help assess whether or not the child needs to be placed on the SEN 
register. Any concerns will be discussed with parents informally or during parents’ evenings and they are 
encouraged to share information and knowledge about their child with the school.   
 
In deciding whether or not to make special educational provision, the teacher and SENCo consider all of 
the information gathered 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.  
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A pupil that has been identified by school or in partnership with another agency, as requiring provision 
that is additional to, or different from, that made generally for others of the same age, or is showing a 
significantly greater difficulty in learning than the majority of others of the same age, will be placed on the 
SEN register under ‘SEN Support.’ Parents will be formally advised of this, they are also informed of the 
provision being made for their child. The aim of formally identifying a pupil with SEN is to help the school 
ensure that effective provision is put in place and so remove barriers to learning.  
 
SEN Support: 
 
The support provided for pupils on the SEN register consists of a four–part process - Assess, Plan, Do, 
Review. This is an ongoing cycle to enable the provision to be refined and revised as the understanding 
of the needs of the pupil grows. This cycle enables the identification of those interventions which are the 
most effective in supporting the pupil to achieve good progress and outcomes. 
 

Assess:  
 
Once a child is placed on the SEN register, a ‘One-page profile’ will be created by the SENCo 
through gathering information from the pupil, school staff and parents to establish how best to 
support the child. 
 
The SENCo uses the Essex ‘Provision Guidance’ document which helps to provide an evidence-
based reference for schools to help assess and meet the needs of children under each area of 
need as outlined in the Code of Practice. It follows a graduated approach whereby each area of 
need is divided into three levels of need: 
 

 High Quality Teaching – This is the foundation of all teaching, assessment and 
intervention for all pupils. 

 Additional school Intervention and Support – building on high quality teaching where 
a pupil may need more input and advice may be sought from professionals to support 
individual assessments and interventions. 

 High Needs – for pupils with more complex or enduring needs, whose effective access 
to the curriculum and learning require coordinated and highly personalised advice and 
support. 

 
A number of assessment tools can also be used to further support the assessment of children’s 
needs, for example: 
  

 Tick lists for ADD, ADHD, Autism and dyslexia 
 Visual stress assessment 
 Salford Reading age assessment 
 Vernon Spelling age assessment 

 
The SENCo is also used for class and school based observations and an observation pro-forma is 
completed as a record of any formal observations made. 
 
The SENCo also meets regularly with teachers and LSA’s to discuss the progress and well-being 
of children on the SEN register as well as training and resourcing needs. 

 
For higher levels of need we draw on more specialised assessments from external agencies and 
professionals, including Specialist Teachers, health professionals from Provide (e.g. Occupational 
Therapists, Physiotherapists, Paediatricians, and Speech and Language therapists), EWMHS, 
Social care, Educational Psychologists and Counsellors in accordance with their referral criteria. 
Parents are consulted about any outside agency intervention. 
 
Plan:  
A termly person-centred One Planning meeting is held, where possible, with the child, their 
parents, their teacher, their Learning Support Assistant(s) (LSA), the SENCo and where 
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appropriate, any external agencies involved to agree the outcomes, interventions and support that 
is required and a clear date for review. 
 
An individual One Plan is then produced by the SENCo to identify SMART targets that will help to 
meet the desired outcomes and an individual provision map is created to state the provision a child 
will receive to achieve the outcomes stated in their One Plan.  
 
Parents and all those working with the pupil, including support staff will be given a copy of the 
child’s One Plan so that they are aware of the child’s individual needs, the support that is being 
provided, any particular teaching strategies/approaches that are being employed and the 
outcomes that are being sought. 
 
Do:  
The class teacher remains responsible for working with the child on a day-to-day basis and for the 
progress of all pupils in their class, including pupils with SEND. They will retain responsibility even 
where the interventions may involve group or one-to-one teaching away from the main class 
teacher. The class teacher holds the responsibility for evidencing progress according to the 
outcomes described in a child’s One Plan. They will work closely with LSAs to plan and assess the 
impact of support and interventions and links with classroom teaching. Support with further 
assessment of the pupil’s strengths and weaknesses, problem solving and advising of the 
implementation of effective support will be provided by the SENCo.  
 
Review:  
Reviews of a child’s progress will be made at least termly through the person-centred One 
Planning meeting. The review process evaluates the child’s progress, looking at the impact and 
quality of the support and interventions provided so that any modifications to their provision or 
desired outcomes can be made. 
 
The child’s One Plan and One Page Profile are updated by the SENCo following the meeting using 
any further information gathered. Any changes to a child’s special educational provision as a result 
of the meeting are updated onto their individual provision map. 

 
Referral for an Education, Health and Care Plan (EHCP): 
  
Some children may require a statutory assessment to support their needs, in line with the Local Authority 
criteria, this is usually requested by the school but can be requested by a parent. This may result in an 
Education, Health and Care Plan (EHCP). The decision to make a referral for an EHCP will be taken at a 
One Plan meeting. Information will be gathered relating to the current provision provided, action points 
that have been taken, and the outcomes of targets set. A decision will be made by a group of people 
from education, health and social care about whether or not the child is eligible for an EHCP. Parents 
have the right to appeal against a decision not to initiate a statutory assessment leading to an EHCP.  
 
Once an EHCP has been completed and agreed, it will be kept as part of the pupil’s formal record and 
reviewed at least annually by staff, parents and the pupil at an Annual Review. This enables provision for 
the pupil to be evaluated and, where appropriate, for changes to be put in place, for example, reducing 
or increasing levels of support.  
 
Criteria for exiting the SEN register:  
 
When children have completed an intervention, assessment will take place and the effectiveness of the 
intervention considered. If a pupil has made accelerated progress and they are considered 'on track' 
against end of year expectations or are working broadly in line with their peers, they will be removed 
from the SEN register, the exit date is formally recorded on the SEN register. Parents will be informed of 
this decision. These children will be closely monitored to ensure that progress remains in line with age 
related expectations. 
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Supporting pupils and families:  

The Essex Local Offer is for children and young people with SEN and/or disabilities (SEND) and their 
parents and carers, its aims are to: 

 Give information about education, health and care services. 

 Give information about leisure activities and support groups. 

 Make it easier for young people/parents to find out what they need to know. 

 Help families to be less dependent on word of mouth. 

 Help families find the nearest and most suitable services. 

 Help families to provide feedback about what is needed, raise concerns or make a complaint. 
The Essex Local Offer can be accessed at: www.essexlocaloffer.org.uk 
 
Schools have a statutory requirement to provide a SEN Information Report, giving more detailed 
information (than the Local Offer) about their arrangements for identifying, assessing and making 
provision for pupils with SEN. This can be found on our school website: www.roxwellschool.co.uk 
 
Links to other agencies that can support pupils and families can also be found on our school website: 
www.roxwellschool.co.uk 
 
Transition arrangements: 
 
Transition plan arrangements for transfer from pre-schools/nursery schools to Roxwell Primary 
School: 
 

 We have strong links with our feeder pre-schools. Staff from our reception class visit feeder 
schools to discuss and meet with children in their pre-school setting. Where a child already has 
identified special educational needs, the SENCo will also visit the child in their pre-school setting. 

 When transferring from a pre-school, all children who were on the SEN register at pre-school 
remain on the SEN register at Roxwell Primary School. All provision, programmes and outside 
agency support in place will continue. 

 All children with SEND visit the EYFS classroom on several occasions to familiarise themselves 
with the staff, school structure, and main sites including toilets, hall, playground etc. 

 The SENCo and Reception class staff will attend pre-school TAC meetings prior to a child with 
SEN attending school if appropriate. 

 The SENCo holds liaison meetings with the Reception class teacher and LSAs to transfer 
information from nursery to school prior to the start of term. 
 

Transition plan arrangements for transfer from class to class: 
 

 Prior to the start of a new academic year, the SENCo will inform teachers and their LSAs about 
the SEN children in the class and provide them with any information about the child, including 
their One Plan and One Page Profile. 

 Relevant courses will be arranged for the teacher and/or LSA. 
 

Transition plan arrangements for transfer from Roxwell Primary School to another primary 
school or secondary school:  
 

 Where children are transferring to Secondary School, the SENCo will contact the SENCo’s of 
each secondary school to transfer SEN information.  

 All SEN school records will be passed on to the secondary school or any other school the child 
may transfer to, regardless if the child has been removed from the register or is borderline to go 
on to the register in case the transition causes the onset of any problems. 

 Parents of children who have a statement or EHCP are invited to discuss transitional provision 
with the potential secondary school at a Transitional Review Meeting. 

 All pupils in Y6 are offered transition visits to their secondary school to ensure a smooth 
transition. 

 

http://www.essexlocaloffer.org.uk/
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Supporting pupils at school with Medical Conditions:  
 
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 and may have a statement, 
or Education, Health and Care Plan (EHCP) which brings together health and social care needs, as well 
as their special educational provision, and the SEND Code of Practice (2014) is followed.  
 
Monitoring and Evaluation of SEND: 
 
The quality of SEND provision is regularly monitored and evaluated to promote an active process of 
continual review and improvement of provision for all pupils as part of our ongoing school improvement 
cycle. This is done in a number of ways: 
 

 A whole school Survey of Parent Views is carried out annually.  
 The SENCo meets with the SEN Governor on a termly basis to monitor SEND provision. 
 The views of all stakeholders, parents, young people and staff are sought regularly. 

 
Training and Resources:  
 
SEN is funded by the school budget, additional funding from those awarded with an EHCP, or, in the 
case of a child with SEND being eligible for free school meals, through Pupil Premium funding. 
 
The SENCo is a qualified teacher who holds the National Award for SEN Co-ordination. S/he attends 
regular up-date meetings and relevant courses run relating to the needs of pupils within the school. S/he 
also attends termly SENCo cluster meetings which are held for local SENCos covering a range of SEN 
topics with speakers. 
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. Staff training is 
identified through appraisals, action plans and the School Development Plan.  
 
Regular opportunity is given to LSA’s and the SENCo to attend courses on relevant SEN topics and give 
feedback at meetings run by the SENCo. An up to date list of all the courses teaching and support staff 
have attended can be obtained from the school office. Training needs are also supported through peer 
mentoring, modelling, observation, working with outside agencies and staff meetings. 
 
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.  
 
Roles and Responsibilities: 
 
The key responsibilities of the SENCo include: 
 

 Overseeing the day-to-day operation of the school’s SEND policy 

 Monitoring pupil assessment data with the Head teacher at least termly. 

 Reporting regularly to the head teacher about SEND provision and issues. 

 Co-ordinating provision for children with special educational needs. 

 Liaising with and advising fellow teachers and LSAs.  

 Overseeing the records of all children with special educational needs. 

 Liaising with parents of children with special educational needs. 

 Contributing to the in-service training of staff. 

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

 Chairing Annual Review meetings and One Planning Meetings. 

 Attending courses to keep skills and knowledge up to date. 

 Planning interventions to be used in school. 
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 Writing and updating the SEND policy. 

 Writing and updating the SEND action plan. 

 Writing and updating the SEND Information Report. 

The role of the governing body: 
 
The SEN Governor ensures that all Governors are aware of the school's SEND provision, including the 
deployment of funding, equipment and personnel.  
In particular, the governing body has a legal duty to: 
 

 Do its best to ensure that all pupils with special educational needs and/or disabilities are 
appropriately catered for and that they have the opportunity to participate as fully as possible in 
all aspects of school life. 

 Ensure that parents are notified of a decision by the school that their child has special 
educational needs. 

 Establish a SEND policy which is publicly available and can be easily understood by parents; and 
review that policy on a regular basis. 

 Report on how the school’s SEND policy is being implemented and how resources are allocated 
in the governing body’s Annual Report to Parents. 

 Ensure that the SEND Code of Practice is followed. 
 Meet the SENCo on a termly basis to gain information about the provision made for pupils with 

SEND and to monitor the implementation of the SEND policy and report back to the governing 
body on a regular basis. 

 Observe at first-hand what happens in school both inside and outside the classroom to ensure 
that pupils with SEND are actively involved in all aspects of school life. 

 Take opportunities to meet and talk with parents of children with SEND. 
 Keep informed about developments in the area of special educational needs, nationally, locally 

and within the school. 
 
The Key responsibilities of the Headteacher include: 
 

 Involvement with parents as partners in the learning process. 
 Liaising regularly with the SENCo. 
 Liaising with the LEA with respect to policy and enactment. 
 Ensuring that the SEND Policy is implemented as described. 
 Involvement in how children with SEND are integrated within school as a whole. 
 Ensuring that the legal requirements of current legislation are met within the school. 
 Keep the Governing Body well informed about SEND within the school. 
 Ensure that the school has clear and flexible strategies for working with parents, and that these 

strategies encourage involvement in their child’s education. 
 Ensure the SENCo receives training and induction in their role, including training in managing 

other colleagues and working with support staff and keeping their skills and knowledge up to 
date. 

 Give the SENCo sufficient resources of money, time, space and administrative back-up to fulfil 
the role to reflect the responsibilities included. 

 Give sufficient non-contact time appropriate to the numbers of children and young people with 
special educational needs within the school. 

 Dealing with queries or complaints from parents. 
 
Other roles and responsibilities: 
 
The Learning Support Assistants (LSAs) work under the guidance of the Class Teacher, SENCo and 
external agencies to support the education of pupils who need particular help to overcome barriers to 
learning. 
 
The designated teacher with responsibility for safeguarding is Mrs. M.O’Regan. 
 
The member of staff responsible for managing the schools responsibility for supporting pupils with 
medical conditions is the Headteacher, Mrs. M.O’Regan. 
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The member of staff responsible for managing the Pupil Premium Grant (PPG)/Funding for Looked 
After Children (LAC) is the Headteacher, Mrs. M.O’Regan. 
 
Storing and Managing Information:  
 
All confidential files relating to the Special Educational Needs of individuals are kept in a locked filing 
cabinet in the SENCo’s office or electronically, on a secure part of the school server. Day to day 
formative and summative assessment information is kept by the class teacher. Documents are stored 
until a child changes school, all information is passed on to next providers when children move to 
another school. 
 
Accessibility:  
 
The school’s Accessibility Plan is available in school and is updated yearly. Pupil’s needs are constantly 
reviewed and actions are carried through, the school constantly reviews accessibility issues which affect 
learning, modifying learning areas, purchasing specialised equipment and involving experts in their field.  
 
School increases and promotes access for disabled pupils to the school curriculum and the wider 
curriculum including after-school clubs and school visits. This is achieved by: 
 

 Purchase of ICT software 
 More LSA hours for classes when necessary 
 After school clubs open for all 
 Opportunities for all children to take part in school activities, visits and extra-curricular 

activities with appropriate support when needed 
 Resources to support teaching and learning 
 Use of visual timetables 
 Use of pictures to help children make choices when needed 
 Coloured overlays for reading white paged books when needed 
 Having a disabled toilet 
 Having ramps at exits 

 
Dealing with Complaints: 
 
At Roxwell Primary School we encourage parents to get in touch if they have concerns about their child’s 
learning. However, if they are unhappy with the special educational provision that their child is receiving: 
 

 Their first approach is to the class teacher either through a Home/School book, by letter or 
telephoning the school office to make an appointment. 

 If parents are still unhappy, the next step is to talk to the SENCo by arranging an appointment 
through the school office or e-mailing her directly (krosam@margaretting.essex.sch.uk). 

 If necessary, the next step is to approach the Head Teacher, in person, by letter or telephone. It 
is the Head’s job to hold his staff to account if things are not right, or to explain why the school is 
unable to meet a request. No problem that the school is ignorant of will be able to be resolved, 
we encourage parents to share concerns early so that they do not become a problem. 

 The school’s Governors are the next stage in trying to resolve a complaint. The named 
Governor for SEND is Mrs C Milligan and all concerns should be put in writing and delivered to 
the school office for her consideration. The Trust Complaints Procedure can be found on the 
Trust website 

 
Bullying: 
 
At all times our aim is to safeguard the needs of pupils with SEND, promote their independence and 
build resilience in their learning. The school’s behaviour policy outlines the steps that are taken to ensure 
and mitigate the risk of bullying to children with SEND.  
 
Our school behaviour policy can be found on our school website: www.roxwellschool.co.uk 
 
 

http://www.roxwellschool.co.uk/
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Appendix for SEND provision in Ford End C of E Primary School within the Trust:  
 
Objectives: 
 

 Develop all children to their full potential and to value them equally; irrespective of ability, disability, 
race, gender or background and to give everyone access to the whole curriculum. 

 Identify children, as early as possible, in order to support their physical, social, emotional or 
intellectual development. 

 Make sure that there is a consistent, whole-school approach to the identification and provision for 
pupils with special needs throughout the school. 

 Involve parents in a partnership of support. 

 Work with and in support of outside agencies when a pupil’s needs cannot be met by the school 
alone.  

 Monitor and evaluate children’s progress, providing the appropriate information and records as part 
of this process. 

 Embrace inclusion for all pupils and ensure a policy of integration into all activities of the school. 
 To work within the guidance provided in the SEND Code of Practice, 2014  
 
Identification of SEND (Special Educational Needs and/or Disability): 
 
The Code of Practice (2014) identifies a pupil as having SEND if they have a learning difficulty or 
disability which calls for special educational provision to be made for them. A child of compulsory school 
age or a young person has a learning difficulty or disability if they: 
(a) Have a significantly greater difficulty in learning than the majority of others of the same age; or 
(b) Have a disability which prevents or hinders them from making use of educational facilities of a kind 
generally provided for others of the same age in mainstream schools or mainstream post-16 institutions. 
The Equality Act 2010 identifies a person as having a disability if the person has a physical or mental 
impairment, and the impairment has a substantial and long-term adverse effect on the person’s ability to 
carry out normal day to day activities. 
The Code of Practice (2014) identifies four broad areas of SEND:  
 

 Communication and interaction: Children with speech, language and communication needs 
have difficulty in communicating with others. This may be because they have difficulty saying 
what they want to, understanding what is being said to them or they do not understand or use 
social rules of communication.  

 Cognition and learning: Learning difficulties covers a wide range of needs, including moderate 
learning difficulties, severe learning difficulties, where children are likely to need support in all 
areas of the curriculum and associated difficulties with mobility and communication, through to 
profound and multiple learning difficulties. Specific learning difficulties, affect one or more specific 
aspects of learning. This encompasses a range of conditions such as dyslexia, dyscalculia and 
dyspraxia. 

 Social, emotional and mental health difficulties: Children may experience a wide range of 
social and emotional difficulties which manifest themselves in many ways. These may include 
becoming withdrawn or isolated, as well as displaying challenging, disruptive or disturbing 
behaviour. These behaviours may reflect underlying mental health difficulties. 

 Sensory and/or physical needs: Some children require special educational provision because 
they have a disability which prevents or hinders them from making use of the educational 
facilities generally provided. These difficulties can be age related and may fluctuate over time. 
Many children and young people with vision impairment, hearing impairment or a multi-sensory 
impairment will require specialist support. 
 

These four broad areas give an overview of the range of needs that need to 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. At 
Ford End C of E Primary School we identify the needs of pupils by considering the needs of the whole 
child which will include not just their special educational needs.  
 
Behaviour issues will not be identified as SEND but will, rather, be described as an underlying response 
to a previously listed need. 
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Other factors may impact upon progress and attainment in school but are not in themselves a special 
educational need. However, pupils who fall into these categories will receive the same support and 
entitlement: 
 

 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  

 Being in receipt of Pupil Premium Grant  

 Being a Looked After Child  

 Being a child of Serviceman/woman  
 
A Graduated Approach to ‘SEN Support’: 
 
The arrangements for supporting pupils with SEND follows a graduated approach. 
  
High Quality Teaching: 
 
Teachers are responsible and accountable for the progress and development of the pupils in their class, 
including where pupils access support from teaching assistants or specialist staff. Most children will have 
their needs met within class through high quality teaching. Pupil’s progress and achievement will be 
monitored and any pupil not making expected progress will be given further targeted support as part of 
high quality teaching. The Essex ‘Provision Guidance’ document is used to support teachers in the 
identification of high quality classroom provision. 
 
The SENCO and Headteacher meet at least termly to analyse pupil assessment, looking at previous 
progress and attainment and comparisons with peers and national data. Examples of data that are 
analysed include: 
 

 Termly data 
 ASP (Analyse School Performance) data 
 Individual assessments 
 In class assessments 
 Reading and spelling ages 
 QCA and SAT’s assessments (optional and end of year Key Stage assessments). 

 
Any pupils who are falling significantly outside of the range of expected academic achievement will be 
monitored by their class teacher, Headteacher and the SENCO. The child’s class teacher will take steps 
to provide differentiated learning opportunities that will aid the pupil’s academic progression and enable 
the teacher to better understand the provision and teaching style that needs to be applied. Advice and 
support, with further assessment of the pupil’s strengths and weaknesses, problem solving and advising 
of the implementation of effective provision will be provided by the SENCO. The SENCO may also wish 
to observe the pupil in class. 
 
The SENCO meets regularly with teachers and LSAs to give them the opportunity to discuss any 
concerns about a pupil. Due to a concern by a parent or teacher, or where a pupil is still not making 
expected progress despite high quality teaching, an Essex ‘4 + 1 Questionnaire’ is completed by the 
teacher to help assess whether or not the child needs to be placed on the SEN register. Any concerns 
will be discussed with parents informally or during parents’ evenings and they are encouraged to share 
information and knowledge about their child with the school.   
 
In deciding whether or not to make special educational provision, the teacher and SENCO consider all of 
the information gathered 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.  
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A pupil that has been identified by school or in partnership with another agency, as requiring provision 
that is additional to, or different from, that made generally for others of the same age, or is showing a 
significantly greater difficulty in learning than the majority of others of the same age, will be placed on the 
SEN register under ‘SEN Support.’ Parents will be formally advised of this; they are also informed of the 
provision being made for their child. The aim of formally identifying a pupil with SEN is to help the school 
ensure that effective provision is put in place and so remove barriers to learning.  
 
SEN Support: 
 
The support provided for pupils on the SEN register consists of a four–part process - Assess, Plan, Do, 
Review. This is an ongoing cycle to enable the provision to be refined and revised as the understanding 
of the needs of the pupil grows. This cycle enables the identification of those interventions which are the 
most effective in supporting the pupil to achieve good progress and outcomes. 
 

Assess:  
 
Once a child is placed on the SEN register, a plan will be created by the SENCO through gathering 
information from the pupil, school staff and parents to establish how best to support the child. 
 
The SENCO uses the Essex ‘Provision Guidance’ document which helps to provide an evidence-
based reference for schools to help assess and meet the needs of children under each area of 
need as outlined in the Code of Practice. It follows a graduated approach whereby each area of 
need is divided into three levels of need: 
 

 High Quality Teaching – This is the foundation of all teaching, assessment and 
intervention for all pupils. 

 Additional school Intervention and Support – building on high quality teaching where 
a pupil may need more input and advice may be sought from professionals to support 
individual assessments and interventions. 

 High Needs – for pupils with more complex or enduring needs, whose effective access 
to the curriculum and learning require coordinated and highly personalised advice and 
support. 

 
A number of assessment tools can also be used to further support the assessment of children’s 
needs, for example: 
  

 Tick lists for attention, social skills, sensory perception and literacy difficulties 
 Speech and language assessments 
 Salford Reading age assessment 
 Schonell Spelling age assessment 

 
The SENCO is also used for class and school based observations and an observation is 
completed as a record of any formal observations made. 
 
The SENCO also meets regularly with teachers and LSAs to discuss the progress and well-being 
of children on the SEN register as well as training and resourcing needs. 

 
For higher levels of need we draw on more specialised assessments from external agencies and 
professionals, including Specialist Teachers, health professionals from Provide (e.g. Occupational 
Therapists, Physiotherapists, Paediatricians, and Speech and Language therapists), EWMHS, 
Social care, Educational Psychologists and Counsellors in accordance with their referral criteria. 
Parents are consulted about any outside agency intervention. 
 
Plan:  
A termly person-centred One Planning meeting is held, where possible, with the child, their 
parents, their teacher, Learning Support Assistant(s) (LSA), the SENCO and where appropriate, 
any external agencies involved to agree the outcomes, interventions and support that is required 
and a clear date for review. 
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An individual One Plan is then produced by the SENCO to identify SMART targets that will help to 
meet the desired outcomes and an individual provision map is created to state the provision a child 
will receive to achieve the outcomes stated in their One Plan.  
 
Parents and all those working with the pupil, including support staff will be given a copy of the 
child’s One Plan so that they are aware of the child’s individual needs, the support that is being 
provided, any particular teaching strategies/approaches that are being employed and the 
outcomes that are being sought. 
 
Do:  
The class teacher remains responsible for working with the child on a day-to-day basis and for the 
progress of all pupils in their class, including pupils with SEND. They will retain responsibility even 
where the interventions may involve group or one-to-one teaching away from the main class 
teacher. The class teacher holds the responsibility for evidencing progress according to the 
outcomes described in a child’s One Plan. They will work closely with LSAs to plan and assess the 
impact of support and interventions and links with classroom teaching. Support with further 
assessment of the pupil’s strengths and weaknesses, problem solving and advising of the 
implementation of effective support will be provided by the SENCO.  
 
Review:  
Reviews of a child’s progress will be made at least termly through the person-centred One 
Planning meeting. The review process evaluates the child’s progress, looking at the impact and 
quality of the support and interventions provided so that any modifications to their provision or 
desired outcomes can be made. 
 
The child’s One Plan is updated by the SENCO following the meeting using any further information 
gathered. Any changes to a child’s special educational provision as a result of the meeting are 
updated onto their individual provision map. 

 
Referral for an Education, Health and Care Plan (EHCP): 
  
Some children may require a statutory assessment to support their needs, in line with the Local Authority 
criteria, this is usually requested by the school but can be requested by a parent. This may result in an 
Education, Health and Care Plan (EHCP). The decision to make a referral for an EHCP will be taken at a 
One Plan meeting. Information will be gathered relating to the current provision provided, action points 
that have been taken, and the outcomes of targets set. A decision will be made by a group of people 
from education, health and social care about whether or not the child is eligible for an EHCP. Parents 
have the right to appeal against a decision not to initiate a statutory assessment leading to an EHCP.  
 
Once an EHCP has been completed and agreed, it will be kept as part of the pupil’s formal record and 
reviewed at least annually by staff, parents and the pupil at an Annual Review. This enables provision for 
the pupil to be evaluated and, where appropriate, for changes to be put in place, for example, reducing 
or increasing levels of support.  
 
Criteria for exiting the SEN register:  
 
When children have completed an intervention, assessment will take place and the effectiveness of the 
intervention considered. If a pupil has made accelerated progress and they are considered 'on track' 
against end of year expectations or are working broadly in line with their peers, they will be removed 
from the SEN register, the exit date is formally recorded on the SEN register. Parents will be informed of 
this decision. These children will be closely monitored to ensure that progress remains in line with age 
related expectations. 
 
 
 
 
Supporting pupils and families:  
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The Essex Local Offer is for children and young people with SEN and/or disabilities (SEND) and their 
parents and carers, its aims are to: 

 Give information about education, health and care services. 

 Give information about leisure activities and support groups. 

 Make it easier for young people/parents to find out what they need to know. 

 Help families to be less dependent on word of mouth. 

 Help families find the nearest and most suitable services. 

 Help families to provide feedback about what is needed, raise concerns or make a complaint. 
The Essex Local Offer can be accessed at: www.essexlocaloffer.org.uk 
 
Schools have a statutory requirement to provide a SEN Information Report, giving more detailed 
information (than the Local Offer) about their arrangements for identifying, assessing and making 
provision for pupils with SEN. This can be found on our school website: https://fordendschool.com/  
 
 
Transition arrangements: 
 
Transition plan arrangements for transfer from pre-schools/nursery schools to Ford End C of E 
Primary School: 
 

 We have strong links with our feeder pre-schools. Staff from our reception class visit feeder 
schools to discuss and meet with children in their pre-school setting. Where a child already has 
identified special educational needs, the SENCO will also visit the child in their pre-school setting. 

 When transferring from a pre-school, all children who were on the SEN register at pre-school 
remain on the SEN register at Ford End C of E Primary School. All provision, programmes and 
outside agency support in place will continue. 

 All children with SEND visit the EYFS classroom on several occasions to familiarise themselves 
with the staff, school structure, and main sites including toilets, hall, playground etc. 

 The SENCO and Reception class staff will attend pre-school TAC meetings prior to a child with 
SEN attending school if appropriate. 

 The SENCO holds liaison meetings with the Reception class teacher and LSAs to transfer 
information from nursery to school prior to the start of term. 
 

Transition plan arrangements for transfer from class to class: 
 

 Prior to the start of a new academic year, the SENCO will inform teachers and their LSAs about 
the children with SEN in the class and provide them with any information about the child, 
including their One Plan and One Page Profile. 

 Relevant courses will be arranged for the teacher and/or LSA. 
 

Transition plan arrangements for transfer from Ford End C of E Primary School to another 
primary school or secondary school:  
 

 Where children are transferring to Secondary School, the SENCO will contact the SENCOs of 
each secondary school to transfer SEN information.  

 All SEN school records will be passed on to the secondary school or any other school the child 
may transfer to, regardless if the child has been removed from the register or is borderline to go 
on to the register in case the transition causes the onset of any problems. 

 Parents of children who have a statement or EHCP are invited to discuss transitional provision 
with the potential secondary school at a Transitional Review Meeting. 

 All pupils in Y6 are offered transition visits to their secondary school to ensure a smooth 
transition. 

 
Supporting pupils at school with Medical Conditions:  
 
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 

http://www.essexlocaloffer.org.uk/
https://fordendschool.com/
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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 and may have a statement, 
or Education, Health and Care Plan (EHCP) which brings together health and social care needs, as well 
as their special educational provision, and the SEND Code of Practice (2014) is followed.  
 
Monitoring and Evaluation of SEND: 
 
The quality of SEND provision is regularly monitored and evaluated to promote an active process of 
continual review and improvement of provision for all pupils as part of our ongoing school improvement 
cycle. This is done in a number of ways: 
 

 A whole school Survey of Parent Views is carried out annually.  
 The SENCO meets with a Governor on a termly basis to monitor SEND provision. 
 The views of all stakeholders, parents, young people and staff are sought regularly. 

 
Training and Resources:  
 
SEN is funded by the school budget, additional funding from those awarded with an EHCP, or, in the 
case of a child with SEND being eligible for free school meals, through Pupil Premium funding. 
 
The SENCO is a qualified teacher who holds the National Award for SEN Co-ordination. She attends 
regular up-date meetings and relevant courses run relating to the needs of pupils within the school. She 
also attends termly SENCO cluster meetings which are held for local SENCOs covering a range of SEN 
topics with speakers. 
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. Staff training is 
identified through appraisals, action plans and the School Development Plan.  
 
Regular opportunity is given to LSAs and the SENCO to attend courses on relevant SEN topics and give 
feedback at meetings run by the SENCO. An up to date list of all the courses teaching and support staff 
have attended can be obtained from the school office. Training needs are also supported through peer 
mentoring, modelling, observation, working with outside agencies and staff meetings. 
 
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.  
 
Roles and Responsibilities: 
 
The key responsibilities of the SENCO include: 
 

 Overseeing the day-to-day operation of the school’s SEND policy 

 Monitoring pupil assessment data with the Headteacher at least termly. 

 Reporting regularly to the Headteacher about SEND provision and issues. 

 Co-ordinating provision for children with special educational needs. 

 Liaising with and advising fellow teachers and LSAs.  

 Overseeing the records of all children with special educational needs. 

 Liaising with parents of children with special educational needs. 

 Contributing to the in-service training of staff. 

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

 Chairing Annual Review meetings and One Planning Meetings. 

 Attending courses to keep skills and knowledge up to date. 

 Planning interventions to be used in school. 

 Writing and updating the SEND policy. 

 Writing and updating the SEND action plan. 

 Writing and updating the SEND Information Report. 
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The role of the governing body: 
 
The specified Governor ensures that all Governors are aware of the school's SEND provision, including 
the deployment of funding, equipment and personnel.  
In particular, the governing body has a legal duty to: 
 

 Do its best to ensure that all pupils with special educational needs and/or disabilities are 
appropriately catered for and that they have the opportunity to participate as fully as possible in 
all aspects of school life. 

 Ensure that parents are notified of a decision by the school that their child has special 
educational needs. 

 Establish a SEND policy which is publicly available and can be easily understood by parents; and 
review that policy on a regular basis. 

 Report on how the school’s SEND policy is being implemented and how resources are allocated 
in the governing body’s Annual Report to Parents. 

 Ensure that the SEND Code of Practice is followed. 
 Meet the SENCO on a termly basis to gain information about the provision made for pupils with 

SEND and to monitor the implementation of the SEND policy and report back to the governing 
body on a regular basis. 

 Observe at first-hand what happens in school both inside and outside the classroom to ensure 
that pupils with SEND are actively involved in all aspects of school life. 

 Take opportunities to meet and talk with parents of children with SEND. 
 Keep informed about developments in the area of special educational needs, nationally, locally 

and within the school. 
 
The Key responsibilities of the Headteacher include: 
 

 Involvement with parents as partners in the learning process. 
 Liaising regularly with the SENCO. 
 Liaising with the LEA with respect to policy and enactment. 
 Ensuring that the SEND Policy is implemented as described. 
 Involvement in how children with SEND are integrated within school as a whole. 
 Ensuring that the legal requirements of current legislation are met within the school. 
 Keep the Governing Body well informed about SEND within the school. 
 Ensure that the school has clear and flexible strategies for working with parents, and that these 

strategies encourage involvement in their child’s education. 
 Ensure the SENCO receives training and induction in their role, including training in managing 

other colleagues and working with support staff and keeping their skills and knowledge up to 
date. 

 Give the SENCO sufficient resources of money, time, space and administrative back-up to fulfil 
the role to reflect the responsibilities included. 

 Give sufficient non-contact time appropriate to the numbers of children and young people with 
special educational needs within the school. 

 Dealing with queries or complaints from parents. 
 
Other roles and responsibilities: 
 
The Learning Support Assistants (LSAs) work under the guidance of the Class Teacher, SENCO and 
external agencies to support the education of pupils who need particular help to overcome barriers to 
learning. 
 
The designated teacher with responsibility for safeguarding is Mrs M Rumsey and Mrs. S Cottee. 
 
The member of staff responsible for managing the school’s responsibility for supporting pupils with 
medical conditions is the Headteacher: Mrs M Rumsey and Mrs. S Cottee. 
The member of staff responsible for managing the Pupil Premium Grant (PPG)/Funding for Looked 
After Children (LAC) is the Headteacher: Mrs M Rumsey and Mrs S Cottee.  
 
Storing and Managing Information:  
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All confidential files relating to the Special Educational Needs of individuals are kept in a locked filing 
cabinet in the SENCO’s office or electronically, on a secure part of the school server. Day to day 
formative and summative assessment information is kept by the class teacher. Documents are stored 
until a child changes school. All information is passed on to next providers when children move to 
another school. 
 
Accessibility:  
 
The school’s Accessibility Plan is available in school and is updated yearly. Pupil’s needs are constantly 
reviewed and actions are carried through, the school constantly reviews accessibility issues which affect 
learning, modifying learning areas, purchasing specialised equipment and involving experts in their field.  
 
School increases and promotes access for disabled pupils to the school curriculum and the wider 
curriculum including after-school clubs and school visits. This is achieved by: 
 

 Purchase of ICT software 
 More LSA hours for classes when necessary 
 After school clubs open for all 
 Opportunities for all children to take part in school activities, visits and extra-curricular 

activities with appropriate support when needed 
 Resources to support teaching and learning 
 Use of visual timetables 
 Use of pictures to help children make choices when needed 
 Having an accessible toilet 
 Having ramps at exits (when required) 

 
Dealing with Complaints: 
 
At Ford End C of E Primary School we encourage parents to get in touch if they have concerns about 
their child’s learning. However, if they are unhappy with the special educational provision that their child 
is receiving: 
 

 Their first approach is to the class teacher either by letter or telephoning the school office to 
make an appointment. 

 If parents are still unhappy, the next step is to talk to the SENCO by arranging an appointment 
through the school office or e-mailing her directly (senco@fordend.essex.sch.uk). 

 If necessary, the next step is to approach the Headteacher, in person, by letter or telephone. It is 
the Head’s job to hold her staff to account if things are not right, or to explain why the school is 
unable to meet a request. No problem that the school is ignorant of will be able to be resolved, 
we encourage parents to share concerns early so that they do not become a problem. 

 The school’s Governors are the next stage in trying to resolve a complaint. The Governor for 
SEND can be contacted via the school office and all concerns should be put in writing and 
delivered to the school office for her consideration. The Trust Complaints Procedure can be 
found on the Trust website 

 
Bullying: 
 
At all times our aim is to safeguard the needs of pupils with SEND, promote their independence and 
build resilience in their learning. The school’s behaviour policy outlines the steps that are taken to ensure 
and mitigate the risk of bullying to children with SEND.  
 
Our school behaviour policy can be found on our school website: https://fordendschool.com/ 
 
 

 

https://fordendschool.com/
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KEY DEFINITIONS USED IN THIS POLICY: 
  
The Trust  LIFE Education Trust  
The Board/Directors/Trust Board  The Board of Directors of LIFE Education Trust  

School/Trust school  An Academy or school within LIFE Education Trust 
Staff All staff employed by LIFE Education Trust and 

working with academies, schools or units within LIFE 
Education Trust 
 

 
All schools within the LIFE Education Trust are legally defined as academies, regardless of 
whether the term “school” is used to describe them in the following policy. 
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1. Aims 
 

The Schools within our Trust aim to ensure that all personal data collected about staff, 
pupils, parents, governors, visitors and other individuals is collected, stored and processed 
in accordance with the General Data Protection Regulation (GDPR) and the expected 
provisions of the Data Protection Act 2018 (DPA 2018) as set out in the Data Protection 
Bill.  

 
This policy applies to all personal data, regardless of whether it is in paper or electronic 
format.  
 

2.  Legislation and guidance 
 

This policy meets the requirements of the GDPR and the expected provisions of the DPA 
2018. It is based on guidance published by the Information Commissioner’s Office (ICO) on 
the GDPR and the ICO’s code of practice for subject access requests. 

 
It meets the requirements of the Protection of Freedoms Act 2012 when referring to our use 
of biometric data. 

 
It also reflects the ICO’s code of practice for the use of surveillance cameras and personal 
information. 

 
In addition, this policy complies with our Funding Agreement and Articles of Association. 
 

3.  Definitions 

Term Definition 

Personal data Any information relating to an identified, or 
identifiable, individual. 
This may include the individual’s:  

 Name (including initials) 

 Identification number 

 Location data 

 Online identifier, such as a username 
It may also include factors specific to the 
individual’s physical, physiological, genetic, mental, 
economic, cultural or social identity. 

Special categories of personal data Personal data which is more sensitive and so 
needs more protection, including information about 
an individual’s: 

 Racial or ethnic origin 

 Political opinions 

 Religious or philosophical beliefs 

 Trade union membership 

 Genetics 

 Biometrics (such as fingerprints, retina and 
iris patterns), where used for identification 
purposes 

 Health – physical or mental 

 Sex life or sexual orientation 

Processing Anything done to personal data, such as collecting, 
recording, organising, structuring, storing, adapting, 

http://data.consilium.europa.eu/doc/document/ST-5419-2016-INIT/en/pdf
https://publications.parliament.uk/pa/bills/cbill/2017-2019/0153/18153.pdf
https://publications.parliament.uk/pa/bills/cbill/2017-2019/0153/18153.pdf
https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/
https://ico.org.uk/media/for-organisations/documents/2014223/subject-access-code-of-practice.pdf
https://www.legislation.gov.uk/ukpga/2012/9/part/1/chapter/2
https://ico.org.uk/media/for-organisations/documents/1542/cctv-code-of-practice.pdf
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altering, retrieving, using, disseminating, erasing or 
destroying.    
Processing can be automated or manual.  

Data subject The identified or identifiable individual whose 
personal data is held or processed. 

Data controller A person or organisation that determines the 
purposes and the means of processing of personal 
data. 

Data processor A person or other body, other than an employee of 
the data controller, who processes personal data 
on behalf of the data controller. 

Personal data breach A breach of security leading to the accidental or 
unlawful destruction, loss, alteration, unauthorised 
disclosure of, or access to personal data. 

 
4. The Data Controller 

 
Each of the schools in our Trust processes personal data relating to parents, pupils, staff, 
governors, visitors and others, and therefore is a data controller. 

 
Each school is registered as a data controller with the ICO and will renew this registration 
annually or as otherwise legally required. 
 

5.  Roles and Responsibilities 
 

This policy applies to all staff employed by our school, and to external organisations or 
individuals working on our behalf. Staff who do not comply with this policy may face 
disciplinary action.  

 
5.1 Board of Directors and Local Governing Body 

Directors/ Trustees have ultimate responsibility for ensuring compliance across the 
Trust. 
 
School Governors will also have an oversight role in making sure their school has 
good network security to keep the personal data they hold protected. This should 
also include having a business continuity plan in place that has cyber resilience as a 
consideration 

 
5.2  Data Protection Officer 

 
The data protection officer (DPO) is responsible for overseeing the implementation 
of this policy, monitoring our compliance with data protection law, and developing 
related policies and guidelines where applicable. 

 
They will provide an annual report of their activities directly to the governing board 
and, where relevant, report to the board their advice and recommendations on 
school data protection issues.  

 
The DPO is also the point of contact for individuals whose data the school 
processes, and for the ICO. 
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Full details of the DPO’s responsibilities are set out in their Service Level 
Agreement (SLA). 
 
Our DPO is SPS DPO Services and is contactable: email:  
sps-dpo-services@isystemsintegration.com;  
SPS DPO Services, iSystems Integration, Devonshire House, 29-31 Elmfield Road, 
Bromley, Kent BR1 1LT  

 
5.3  Headteacher 

The Headteacher acts as the representative of the data controller on a day-to-day 
basis. 

 
5.4  All staff 

 
Staff are responsible for: 

 Collecting, storing and processing any personal data in accordance with this 
policy 

 Informing the school of any changes to their personal data, such as a change of 
address 

 Contacting the DPO in the following circumstances:  
o With any questions about the operation of this policy, data protection 

law, retaining personal data or keeping personal data secure 
o If they have any concerns that this policy is not being followed 
o If they are unsure whether or not they have a lawful basis to use 

personal data in a particular way 
o If they need to rely on or capture consent, draft a privacy notice, deal 

with data protection rights invoked by an individual, or transfer personal 
data outside the European Economic Area 

o If there has been a data breach 
o Whenever they are engaging in a new activity that may affect the privacy 

rights of individuals 
o If they need help with any contracts or sharing personal data with third 

parties 
o  

6. Data protection principles 
 

The GDPR is based on data protection principles that our school must comply with.  
 
The principles say that personal data must be: 
 

 Processed lawfully, fairly and in a transparent manner 

 Collected for specified, explicit and legitimate purposes 

 Adequate, relevant and limited to what is necessary to fulfil the purposes for which it is 
processed 

 Accurate and, where necessary, kept up to date 

 Kept for no longer than is necessary for the purposes for which it is processed 

 Processed in a way that ensures it is appropriately secure 
 

This policy sets out how the school aims to comply with these principles. 

 
7. Collecting personal data 

 

7.1  Lawfulness, fairness and transparency  
 

We will only process personal data where we have one of 6 ‘lawful bases’ (legal 
reasons) to do so under data protection law: 

mailto:sps-dpo-services@isystemsintegration.com
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 The data needs to be processed so that the school can fulfil a contract with the 
individual, or the individual has asked the school to take specific steps before 
entering into a contract 

 The data needs to be processed so that the school can comply with a legal 
obligation  

 The data needs to be processed to ensure the vital interests of the individual 
e.g. to protect someone’s life 

 The data needs to be processed so that the school, as a public authority, can 
perform a task in the public interest, and carry out its official functions  

 The data needs to be processed for the legitimate interests of the school or a 
third party (provided the individual’s rights and freedoms are not overridden) 

 The individual (or their parent/carer when appropriate in the case of a pupil) has 
freely given clear consent  

 
For special categories of personal data, we will also meet one of the special 
category conditions for processing which are set out in the GDPR and Data 
Protection Act 2018. 

 
In our Primary schools: 
If we offer online services to pupils, such as classroom apps, and we intend to rely 
on consent as a basis for processing, we will get parental consent (except for online 
counselling and preventive services). 

 
In our Secondary schools: 
If we offer online services to pupils, such as classroom apps, and we intend to rely 
on consent as a basis for processing, we will get parental consent where the pupil is 
under 13 (except for online counselling and preventive services). 

 
Whenever we first collect personal data directly from individuals, we will provide 
them with the relevant information required by data protection law. 
 

7.2  Limitation, minimisation and accuracy 
 

We will only collect personal data for specified, explicit and legitimate reasons. We 
will explain these reasons to the individuals when we first collect their data. 

 
If we want to use personal data for reasons other than those given when we first 
obtained it, we will inform the individuals concerned before we do so, and seek 
consent where necessary. 

 
Staff must only process personal data where it is necessary in order to do their jobs.  

 
When staff no longer need the personal data they hold, they must ensure it is 
deleted or anonymised. This will be done in accordance with the school’s record 
retention schedule. 

 

8. Sharing personal data 
 

We will not normally share personal data with anyone else, but may do so where: 
 

 There is an issue with a pupil or parent/carer that puts the safety of our staff at risk 

 We need to liaise with other agencies – we will seek consent as necessary before doing 
this 

 Our suppliers or contractors need data to enable us to provide services to our staff and 
pupils. When doing this, we will: 
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o Only appoint suppliers or contractors which can provide sufficient guarantees 
that they comply with data protection law 

o Establish a data sharing agreement with the supplier or contractor, either in the 
contract or as a standalone agreement, to ensure the fair and lawful processing 
of any personal data we share 

o Only share data that the supplier or contractor needs to carry out their service, 
and information necessary to keep them safe while working with us 

 
We will also share personal data with law enforcement and government bodies where we 
are legally required to do so, including for: 

 The prevention or detection of crime and/or fraud 

 The apprehension or prosecution of offenders 

 The assessment or collection of tax owed to HMRC 

 In connection with legal proceedings 

 Where the disclosure is required to satisfy our safeguarding obligations 

 Research and statistical purposes, as long as personal data is sufficiently anonymised 
or consent has been provided 

 
We may also share personal data with emergency services and local authorities to help 
them to respond to an emergency situation that affects any of our pupils or staff. 

 
Where we transfer personal data to a country or territory outside the European Economic 
Area, we will do so in accordance with data protection law. 
 

9. Subject Access Requests and other rights of individuals 
 

9.1       Subject access requests 
 

Individuals have a right to make a ‘subject access request’ to gain access to 
personal information that the school holds about them. This includes: 

 

 Confirmation that their personal data is being processed 

 Access to a copy of the data 

 The purposes of the data processing 

 The categories of personal data concerned 

 Who the data has been, or will be, shared with 

 How long the data will be stored for, or if this isn’t possible, the criteria used to 
determine this period 

 The source of the data, if not the individual 

 Whether any automated decision-making is being applied to their data, and what 
the significance and consequences of this might be for the individual 

 
Subject access requests must be submitted in writing, either by letter, email or fax 
to the DPO. They should include: 

 

 Name of individual 

 Correspondence address 

 Contact number and email address 

 Details of the information requested 
 

If staff receive a subject access request they must immediately forward it to the 
DPO. 

   
9.2      Children and subject access requests 

 
Personal data about a child belongs to that child, and not the child's parents or 
carers. For a parent or carer to make a subject access request with respect to their 
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child, the child must either be unable to understand their rights and the implications 
of a subject access request, or have given their consent. 

 
Children below the age of 12 are generally not regarded to be mature enough to 
understand their rights and the implications of a subject access request. Therefore, 
most subject access requests from parents or carers of pupils at our school may be 
granted without the express permission of the pupil. This is not a rule and a pupil’s 
ability to understand their rights will always be judged on a case-by-case basis. 

 
Children aged 12 and above are generally regarded to be mature enough to 
understand their rights and the implications of a subject access request. Therefore, 
most subject access requests from parents or carers of pupils at our school may not 
be granted without the express permission of the pupil. This is not a rule and a 
pupil’s ability to understand their rights will always be judged on a case-by-case 
basis. 

 
9.3  Responding to subject access requests 

 
When responding to requests, we:  
 

 May ask the individual to provide 2 forms of identification 

 May contact the individual via phone to confirm the request was made  

 Will respond without delay and within 1 month of receipt of the request 

 Will provide the information free of charge 

 May tell the individual we will comply within 3 months of receipt of the request, 
where a request is complex or numerous. We will inform the individual of this 
within 1 month, and explain why the extension is necessary 

 
We will not disclose information if it: 

 

 Might cause serious harm to the physical or mental health of the pupil or another 
individual 

 Would reveal that the child is at risk of abuse, where the disclosure of that 
information would not be in the child’s best interests 

 Is contained in adoption or parental order records  

 Is given to a court in proceedings concerning the child 
 

If the request is unfounded or excessive, we may refuse to act on it, or charge a 
reasonable fee which takes into account administrative costs. 

 
A request will be deemed to be unfounded or excessive if it is repetitive, or asks for 
further copies of the same information.  

 
When we refuse a request, we will tell the individual why, and tell them they have 
the right to complain to the ICO. 
 

9.4  Other data protection rights of the individual 
 

In addition to the right to make a subject access request (see above), and to receive 
information when we are collecting their data about how we use and process it (see 
section 7), individuals also have the right to: 
 

 Withdraw their consent to processing at any time 

 Ask us to rectify, erase or restrict processing of their personal data, or object to 
the processing of it (in certain circumstances) 

 Prevent use of their personal data for direct marketing 

 Challenge processing which has been justified on the basis of public interest 
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 Request a copy of agreements under which their personal data is transferred 
outside of the European Economic Area 

 Object to decisions based solely on automated decision making or profiling 
(decisions taken with no human involvement, that might negatively affect them) 

 Prevent processing that is likely to cause damage or distress 

 Be notified of a data breach in certain circumstances 

 Make a complaint to the ICO 

 Ask for their personal data to be transferred to a third party in a structured, 
commonly used and machine-readable format (in certain circumstances) 

Individuals should submit any request to exercise these rights to the DPO. If staff 
receive such a request, they must immediately forward it to the DPO. 
 

10. Parental requests to see the educational record 
 

Parents, or those with parental responsibility, have a legal right to free access to their 
child’s educational record (which includes most information about a pupil) within 15 school 
days of receipt of a written request.  

 
11. Biometric recognition systems 

 
Where we use pupils’ biometric data as part of an automated biometric recognition system 
(for example, pupils use finger prints to receive school dinners instead of paying with cash), 
we will comply with the requirements of the Protection of Freedoms Act 2012. 

 
Parents/carers will be notified before any biometric recognition system is put in place or 
before their child first takes part in it. The school will get written consent from at least one 
parent or carer before we take any biometric data from their child and first process it. 

 
Parents/carers and pupils have the right to choose not to use the school’s biometric 
system(s). We will provide alternative means of accessing the relevant services for those 
pupils. For example, pupils can pay for school dinners in cash at each transaction if they 
wish. 

 
Parents/carers and pupils can object to participation in the school’s biometric recognition 
system(s), or withdraw consent, at any time, and we will make sure that any relevant data 
already captured is deleted. 

 
As required by law, if a pupil refuses to participate in, or continue to participate in, the 
processing of their biometric data, we will not process that data irrespective of any consent 
given by the pupil’s parent(s)/carer(s). 

 
Where staff members or other adults use the school’s biometric system(s), we will also 
obtain their consent before they first take part in it, and provide alternative means of 
accessing the relevant service if they object. Staff and other adults can also withdraw 
consent at any time, and the school will delete any relevant data already captured. 

 
12. CCTV 

 
We use CCTV in various locations around the school site to ensure it remains safe. We will 
adhere to the ICO’s code of practice for the use of CCTV.  
 
We do not need to ask individuals’ permission to use CCTV, but we make it clear where 
individuals are being recorded. Security cameras are clearly visible and accompanied by 
prominent signs explaining that CCTV is in use. 

 
Any enquiries about the CCTV system should be directed to  
Benhurst Primary School Mr Denchfield, Headteacher 

https://www.legislation.gov.uk/ukpga/2012/9/section/26
https://ico.org.uk/media/for-organisations/documents/1542/cctv-code-of-practice.pdf
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The Bridge, Mrs Cox, Head of Centre 
Frances Bardsley Academy Mrs Broom, Business & Development Manager;  

 
 

13. Photographs and videos 
 

As part of our school activities, we may take photographs and record images of individuals 
within our school. 

 
In our Primary schools: 
We will obtain written consent from parents/carers for photographs and videos to be taken 
of their child for communication, marketing and promotional materials. We will clearly 
explain how the photograph and/or video will be used to both the parent/carer and pupil. 

 
In our Secondary schools: 
We will obtain written consent from parents/carers, or pupils aged 18 and over, for 
photographs and videos to be taken of pupils for communication, marketing and 
promotional materials.  

 
Where we need parental consent, we will clearly explain how the photograph and/or video 
will be used to both the parent/carer and pupil. Where we don’t need parental consent, we 
will clearly explain to the pupil how the photograph and/or video will be used. 

 
Uses may include but are not limited to: 

 Within school on notice boards and in school magazines, brochures, newsletters, etc. 

 Outside of school by external agencies such as the school photographer, newspapers, 
campaigns 

 Online on our school website or social media pages 
 

Consent can be refused or withdrawn at any time. If consent is withdrawn, we will delete 
the photograph or video and not distribute it further. 

 
When using photographs and videos in this way we will not accompany them with any other 
personal information about the child, to ensure they cannot be identified. 

 
See the Trust Child Protection Policy for more information on our use of photographs and 
videos. 

 
14. Data protection by design and default 

 
We will put measures in place to show that we have integrated data protection into all of 
our data processing activities, including: 
 

 Appointing a suitably qualified DPO, and ensuring they have the necessary resources 
to fulfil their duties and maintain their expert knowledge 

 Only processing personal data that is necessary for each specific purpose of 
processing, and always in line with the data protection principles set out in relevant data 
protection law (see section 6) 

 Completing privacy impact assessments where the school’s processing of personal 
data presents a high risk to rights and freedoms of individuals, and when introducing 
new technologies (the DPO will advise on this process) 

 Integrating data protection into internal documents including this policy, any related 
policies and privacy notices 

 Regularly training members of staff on data protection law, this policy, any related 
policies and any other data protection matters; we will also keep a record of attendance 

 Regularly conducting reviews and audits to test our privacy measures and make sure 
we are compliant 
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 Maintaining records of our processing activities, including:  
o For the benefit of data subjects, making available the name and contact details 

of our school and DPO and all information we are required to share about how 
we use and process their personal data (via our privacy notices) 

o For all personal data that we hold, maintaining an internal record of the type of 
data, data subject, how and why we are using the data, any third-party 
recipients, how and why we are storing the data, retention periods and how we 
are keeping the data secure 
 

15. Data security and storage of records 
 

We will protect personal data and keep it safe from unauthorised or unlawful access, 
alteration, processing or disclosure, and against accidental or unlawful loss, destruction or 
damage. 

 
In particular: 
 

 Paper-based records and portable electronic devices, such as laptops and hard drives 
that contain personal data are kept under lock and key when not in use 

 Papers containing confidential personal data must not be left on office and classroom 
desks, on staffroom tables, pinned to notice/display boards, or left anywhere else where 
there is general access 

 Where personal information needs to be taken off site, staff must sign it in and out from 
the school office 

 Passwords that are at least 6 characters long containing letters and numbers are used 
to access school computers, laptops and other electronic devices. Staff and pupils are 
reminded to change their passwords at regular intervals 

 Encryption software is used to protect all portable devices and removable media, such 
as laptops and USB devices 

 Staff, pupils or governors who store personal information on their personal devices are 
expected to follow the same security procedures as for school-owned equipment (see 
the Trust ICT policy) 

 Where we need to share personal data with a third party, we carry out due diligence 
and take reasonable steps to ensure it is stored securely and adequately protected (see 
section 8) 
 

16. Disposal of records 
 

Personal data that is no longer needed will be disposed of securely. Personal data that has 
become inaccurate or out of date will also be disposed of securely, where we cannot or do 
not need to rectify or update it. 

 
For example, we will cross shred or incinerate paper-based records, and overwrite or 
delete electronic files. We may also use a third party to safely dispose of records on the 
school’s behalf. If we do so, we will require the third party to provide sufficient guarantees 
that it complies with data protection law.  
 

17. Personal data breaches 
 

The school will make all reasonable endeavours to ensure that there are no personal data 
breaches.   
 
In the unlikely event of a suspected data breach, we will follow the procedure set out in 
appendix 1. 

 
When appropriate, we will report the data breach to the ICO within 72 hours. Such 
breaches in a school context may include, but are not limited to: 
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 A non-anonymised dataset being published on the school website which shows the 
exam results of pupils eligible for the pupil premium 

 Safeguarding information being made available to an unauthorised person 

 The theft of a school laptop containing non-encrypted personal data about pupils 

 
 
18. Training 

 
All staff and governors are provided with data protection training as part of their induction 
process. 

 
Data protection will also form part of continuing professional development, where changes 
to legislation, guidance or the school’s processes make it necessary.  
 

19. Monitoring arrangements 
 

The DPO is responsible for monitoring and reviewing this policy. 
 

This policy will be reviewed and updated if necessary when the Data Protection Bill 
receives royal assent and becomes law (as the Data Protection Act 2018) – if any changes 
are made to the bill that affect our school’s practice. Otherwise, or from then on, this policy 
will be reviewed every 2 years and shared with the full governing board. 

 

20. Links with other policies 
 

This data protection policy is linked to our: 
o Freedom of information publication scheme 
o ICT Policy 
o Child Protection Policy 
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Appendix 1: Personal data breach procedure 
 

This procedure is based on guidance on personal data breaches produced by the ICO. 
 

 On finding or causing a breach, or potential breach, the staff member or data processor 
must immediately notify the DPO 

 The DPO will investigate the report, and determine whether a breach has occurred. To 
decide, the DPO will consider whether personal data has been accidentally or unlawfully:  

o Lost  
o Stolen 
o Destroyed 
o Altered 
o Disclosed or made available where it should not have been 
o Made available to unauthorised people 

 The DPO will alert the headteacher and the chair of governors 

 The DPO will make all reasonable efforts to contain and minimise the impact of the breach, 
assisted by relevant staff members or data processors where necessary. (Actions relevant 
to specific data types are set out at the end of this procedure) 

 The DPO will assess the potential consequences, based on how serious they are, and how 
likely they are to happen 

 The DPO will work out whether the breach must be reported to the ICO. This must be 
judged on a case-by-case basis. To decide, the DPO will consider whether the breach is 
likely to negatively affect people’s rights and freedoms, and cause them any physical, 
material or non-material damage (e.g. emotional distress), including through:  

o Loss of control over their data 
o Discrimination  
o Identify theft or fraud 
o Financial loss 
o Unauthorised reversal of pseudonymisation (for example, key-coding)  
o Damage to reputation 
o Loss of confidentiality 
o Any other significant economic or social disadvantage to the individual(s) concerned 

If it’s likely that there will be a risk to people’s rights and freedoms, the DPO must notify the 
ICO. 

 The DPO will document the decision (either way), in case it is challenged at a later date by 
the ICO or an individual affected by the breach. Documented decisions are stored on the 
schools secure computer system with passwords.  

 Where the ICO must be notified, the DPO will do this via the ‘report a breach’ page of the 
ICO website within 72 hours. As required, the DPO will set out:  

o A description of the nature of the personal data breach including, where possible: 
 The categories and approximate number of individuals concerned 
 The categories and approximate number of personal data records 

concerned 
o The name and contact details of the DPO 
o A description of the likely consequences of the personal data breach 
o A description of the measures that have been, or will be taken, to deal with the 

breach and  mitigate any possible adverse effects on the individual(s) concerned 

 If all the above details are not yet known, the DPO will report as much as they can within 72 
hours. The report will explain that there is a delay, the reasons why, and when the DPO 
expects to have further information. The DPO will submit the remaining information as soon 
as possible 

 The DPO will also assess the risk to individuals, again based on the severity and likelihood 
of potential or actual impact. If the risk is high, the DPO will promptly inform, in writing, all 
individuals whose personal data has been breached. This notification will set out:  

o The name and contact details of the DPO 
o A description of the likely consequences of the personal data breach 

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/personal-data-breaches/
https://ico.org.uk/for-organisations/report-a-breach/
https://ico.org.uk/for-organisations/report-a-breach/
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o A description of the measures that have been, or will be, taken to deal with the data 
breach and mitigate any possible adverse effects on the individual(s) concerned 

 The DPO will notify any relevant third parties who can help mitigate the loss to individuals – 
for example, the police, insurers, banks or credit card companies 

 The DPO will document each breach, irrespective of whether it is reported to the ICO. For 
each breach, this record will include the:  

o Facts and cause 
o Effects 
o Action taken to contain it and ensure it does not happen again (such as establishing 

more robust processes or providing further training for individuals) 

 Records of all breaches will be stored stored on the schools secure computer system with 
passwords.  
The DPO and headteacher will meet to review what happened and how it can be stopped 
from happening again. This meeting will happen as soon as reasonably possible  

 
Actions to minimise the impact of data breaches 
 
We will take the actions set out below to mitigate the impact of different types of data breach, 
focusing especially on breaches involving particularly risky or sensitive information. We will review 
the effectiveness of these actions and amend them as necessary after any data breach.  This list 
of actions will be updated upon recommendations from the DPO.  
 
Sensitive information being disclosed via email (including safeguarding records) 

 If special category data (sensitive information) is accidentally made available via email to 
unauthorised individuals, the sender must attempt to recall the email as soon as they 
become aware of the error 

 Members of staff who receive personal data sent in error must alert the sender and the 
DPO as soon as they become aware of the error 

 If the sender is unavailable or cannot recall the email for any reason, the DPO will ask the 
ICT department to recall it 

 In any cases where the recall is unsuccessful, the DPO will contact the relevant 
unauthorised individuals who received the email, explain that the information was sent in 
error, and request that those individuals delete the information and do not share, publish, 
save or replicate it in any way 

 The DPO will ensure we receive a written response from all the individuals who received 
the data, confirming that they have complied with this request 

 The DPO will carry out an internet search to check that the information has not been made 
public; if it has, we will contact the publisher/website owner or administrator to request that 
the information is removed from their website and deleted 

 
Other types of breach that you might want to consider could include: 

 Details of pupil premium interventions for named children being published on the school 
website 

 Non-anonymised pupil exam results or staff pay information being shared with governors 

 A school laptop containing non-encrypted sensitive personal data being stolen or hacked 

 The school’s cashless payment provider being hacked and parents’ financial details stolen 
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Appendix 2: Exam Related Information 

 

There is a requirement for the exams officer to hold exams-related information on candidates 
taking external examinations.   
 
Candidates’ exam-related data may be shared with the following organisations:  

 Awarding bodies 

 Joint Council for Qualifications 

  Any other organisations relevant to the schools’ centre i.e. Department for Education and 
Local Authority 

 
This data may be shared via one or more of the following methods:  

 Hard copy 

 Email 

 Secure extranet sites (i.e. OCR Interchange; Pearson Edexcel Online; WJEC Secure 
services; e-AQA; A2C interchange 

 SIMS (provided by Capita SIMS)  
  

This data may relate to exam entries, access arrangements, the conduct of exams and non-
examination assessments, special consideration requests and exam results/post results/ certificate 
information. 
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