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Pen Y Dre High School  

Faculty of Learning Support Handbook 

 

Section 1. 

Section 1 contains the aims and objections of the governing body in making provision for 

students with ALN, and a description of how the governing body’s ALN policy will 

contribute towards meeting these objectives. The information in section 1 contains 

information about the ethos and general principles of the school and the main objectives that 

the policy wants to secure, such as students having access to a broad and balanced 

curriculum. 

 

Philosophy of the Learning Support Faculty 

Special educational provision should not be seen as a separate 

sector of education, but as part of the general secondary and 

tertiary system. Increasing the participation of disabled students 

and young people and those who experience difficulties in learning 

represent a move to a more fully comprehensive system. 

Increasing participation reduces the devaluation that children and 

young people experience. It involves a shift away from a 

specialized approach towards a sharing of tasks and 

responsibilities. 
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Additional Educational Aims 

 

The aims of the co-ordination of special educational provision should lead towards: 

Pupils with identified needs who are: 

 making progress towards their targets set in their individual education plans; 

 showing improvement in their literacy, numeracy and personal and social 

developments; 

 helped to access the wider curriculum 

 motivated to learn, and to develop self-esteem and confidence as learners. 

 

Other teachers in the school who: 

 are familiar with and implement the school’s ALN  policy and approaches to meeting 

the needs of pupils with ALN ; 

 can identify pupils who may require special educational provision, such as those with 

emotional and behavioural difficulties, and to help prepare individual educational 

plans as appropriate; 

 communicate effectively with parents/cares, the ALNCO and all staff with 

responsibilities for ALN , including those from outside agencies; 

 have high expectations of all pupils progress; 

 set realistic but challenging targets which they monitor and review; 

 provide appropriate support.  

Learning Support Assistants who: 

 understand their role in the school in relation to pupils with ALN ; 

 work collaboratively with the ALNCO, teaching staff and staff from external 

agencies; 

 through opportunities to develop their skills, become increasingly knowledgeable in 

ways of supporting pupils and help them to maximize their levels of achievement and 

independence. 

Parents/carers who: 

 understand the targets set for their children and their contribution to helping their 

children achieve them; 

 feel fully involved in the educational process. 

Head teachers and ALNCo managers who: 
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 recognize that the curriculum must be relevant to all pupils by taking account the 

formulation and implementation of all policies throughout the school; 

 understand how best to support those with the responsibility for ALN  co-ordination. 

Governors who: 

 understand their role in relation to pupils with ALN  (and their parents and carers) 

through the discharge of their statutory responsibilities 

 develop mechanism for liaison with the head teacher and the ALNCO to ensure that 

they receive regular updates on the implementation of the school’s ALN  policy and 

the outcomes from the regular reviews, monitoring and evaluation of the provision 

made for pupils with Additional Educational .  

 

Part 1.   

Since the Warnock Report of 1978, it is accepted that one fifth of the general population of 

pupils in mainstream schools might have Additional Educational Needs of some kind during 

their school lives.  It may also be necessary for about two per cent of these children to have 

statutory statements made of their needs, under the regulations of the 1981 Education Act. 

 

The range and degree of learning difficulties, behavioural problems, physical or sensory 

disabilities that might be found in a typical class, can be considerable and we recognise that 

this situation exists in this school. 

 

It should be noted that: 

1. as appropriate, the aims and objectives of the ALN  Department relate directly to 

those of the School, the Statement of Principles adopted by the LEA and are also based on the 

values derived from and are guided by the requirements of the 1981 Education Act and the 

ALN  code of practice 2001; 

2. to be consistent with the ALN  code of practice the following terminology has been 

used. 

 

If a child has significant problems (physical, emotional, psychological, medical, etc.) that 

hinder/prevent him/her from learning or benefiting from the normal education or educational 

facilities provided for the majority of his/her peers (who attend main stream secondary 

schools within the LEA area) then that child has a learning difficulty. 

A child has learning difficulties if he/she; 
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 has a significantly greater difficulty in learning than the majority of children of the 

same age. 

 has a disability which prevents or hinders the child from making use of educational 

facilities of a kind provided for children of the same age in other schools within the 

LEA. 

N.B. This definition of learning difficulty does not apply to pupils who have learning 

problems solely because his/her first language is different from the language in which he/she 

will receive his/her education. 

 

If the child needs different or additional educational provision to that generally provided for 

his/her peers (who attend a main stream secondary school) then that educational provision is 

deemed 'special educational provision'. 

 

A child who has a learning difficulty which requires special educational provision is said to 

have Additional Educational Need (ALN). 

Special education provision means; 

 For a child over two, educational provision which is addition to, or different from the 

education provision made generally for children of the same age in maintained school, 

(other than special schools) in the area.  

Code of Practice- Principles and Policies page 1 

 

N.B. The term 'parents' is employed throughout this policy and others to refer to any parent, 

guardian, or other adult in 'loco parentis'. 

 

Part 2.  AIMS 

 

1. To ensure full entitlement and access for ALN  pupils to high quality education within 

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. 

2. To educate pupils with ALN, wherever possible, alongside their peers within the 

normal curriculum of mainstream schools after giving due consideration to the appropriate 

wishes of their parents and the necessity to meet individual needs. 
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3. To stimulate and/or maintain pupil curiosity, interest and enjoyment in their own 

education. 

4. To enable ALN pupils to be familiar with a body of knowledge, skills, principles and 

vocabulary in order for them to lead full and productive lives.  The Curriculum must be broad 

to promote intellectual, emotional, social and physical development, in order that pupils can 

develop as valuable members of society both now and in the future, e.g. pupils should 

develop a range of desirable personal qualities such as safety awareness, politeness, 

perseverance, initiative and independence. 

5. To identify and assess pupils with ALN as early and thoroughly as is possible and 

necessary. 

6. To fully involve parents and pupils in the identification, assessment and delivery of 

ALN and to strive for close co-operation between all agencies concerned and for a multi-

disciplinary approach to the resolution of pertinent issues.  When considering the 

ascertainable wishes of the child his/her age and powers of understanding must be 

considered. The support of parents and pupils is crucial if an individual education programme 

(IEP) is to be effectively implemented. 

7. To meet the needs of all pupils who have ALN  by offering continual and appropriate 

forms of educational provision by the most efficient use of all available resources. 

 

Part 3.  OBJECTIVES 

 

These objectives relate directly to the seven aims of the ALN Department at Pen Y Dre High 

School and are intended to show how the structures and systems that are in place actually put 

the aims into practice. 

 

1.a) The Head teacher and ALNCo monitor our annual intake to ensure that pupils with 

Additional Educational  (with or without statements) have not been refused admission or 

discriminated against because of their special needs.  This applies equally to pupils who live 

within or outside of the catchment area. 

 N.B. For pupils with statements of Additional Educational the LEA determines 

admission, having regard to parental preference and in consultation with governing bodies. 

 

1.b) The ALN  Department works closely with the senior managers of the School 

Curriculum and timetable to ensure that: 

 it is balanced, i.e. it allows for and facilitates adequate development in each curricular 

and skill area; 

 it allows for differentiation according to individual needs; 



 8 

 it offers equality of opportunity and access to the different curricular and skill areas. 

 This entitlement curriculum is regularly reviewed to ensure that it is relevant to the 

children's needs, both present and future and that it is perceived as such by the children 

themselves and their parents. 

 

2.a) The ALN  Department offers advice and INSET (training) opportunities to subject 

teachers and other departments on employing differentiated teaching methods and resources. 

We work with subject teachers, parents and pupils in developing Individual Education Plans 

(IEP) and approaches to enhancing pupil self esteem. 

2.b) The ALN  Department staff: 

 provide expertise in the education of pupils with learning difficulties; 

 provide expertise in the education of pupils with emotional and behavioural 

difficulties; 

 provide expertise in the education of pupils with dyslexia/ specific learning 

difficulties; 

2.c) The ALN  staff support pupils in mainstream lessons as often as is possible and/or 

appropriate. 

2.d) Direct support is not often possible and so we tailor make class work and homework 

resources for the ALN  pupils.  Close liaison between subject teachers and the ALN staff is 

necessary if personal resources are to be made effectively.  A sound knowledge of the subject 

scheme of work is also necessary.  (See policy on Working with other departments).  

2.e) The ALN  staff ensure that subject staff are fully informed as to the Additional 

Educational  of any pupils in their charge. 

2.f) The ALNCo ensures that our pupils' Additional Educational  are known to other 

schools or colleges to which they may transfer. 

2.g) Educational provision is achieved through full integration into the mainstream school. 

Sensitive and creative adaptation of the curriculum may be required in order to match what is 

taught and how it is taught to the children's aptitudes and abilities.  This can be done by 

adopting appropriate teaching methods and resources which are sensitive to the expected pace 

of learning.  We consider that one of our key roles is to raise awareness of staff in these 

issues and to support them to 'deliver' the Curriculum to maximum effect.  We truly support 

staff in the widest sense which is of crucial importance if the ALN policy statement is to be 

realised. 

 

3. ALN staff provides a variety of experiences/activities during a course of study/session 

and during a lesson if possible. There are opportunities for individual and/or group activities. 
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4.a) ALN  staff offer advice and INSET (training) opportunities to subject teachers and 

other departments on employing teaching methods and resources that allow all pupils 

(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.  These 

INSET courses cover issues such as working with Asperger children and how to best 

construct worksheets and differentiated materials. 

4.b) Lessons are conducted in a secure, supportive and disciplined manner. The pupils and 

the staff interact in a manner that demonstrates mutual respect.  The ALN staff believe that 

learning takes place most effectively in the context of a caring relationship and that good 

teacher/pupil relationships foster trust and promote self reliance and initiative. 

4.c) Staff support and encourage pupils to pursue a piece of work over a period of time, 

e.g. project work, where research is carried out (see for example-RE scheme of work). 

4.d) Staff use a reward system, e.g. direct verbal praise, a Merit or point system and/or a 

record of achievement. This encourages pupils to work to their full potential and to 

experience an ALN sense of achievement. 

4.e) Pupils have regular homework that has a direct relationship with the course work and 

a clear purpose. 

4.f) Safety is always a major concern, particularly when working in the science, 

workshop, ceramics and textiles areas. 

 

5. The process of identification and assessment normally starts through liaison with our 

Primary feeder schools.  A teacher of ALN, who is designated responsible for Primary 

Liaison, visits our feeder schools to meet prospective pupils and teachers during the year 

prior to commencement.   

 During the first two weeks of September all Year 7 pupils are given a Hodder 

Reading Test (indicates reading and Standardised Score), a Spelling Test, two mathematical 

tests (one to ascertain a percentile ranking and the other to set IEP targets) and a non-verbal 

reasoning test. Some students are given additional literacy tests such as the YARK literacy 

test and the Neale’s Reading Analysis (comprehension test). Identification of pupils needing 

support will be largely based on the results of these tests.  ALN staff spends a short time 

observing Year 7 classes before decisions are made on the kind of support to be provided.  

Specific requests for support are also considered from various sources including parents, 

teachers, etc.  Some pupils may personally request support and the School endeavours to 

assess, identify and intervene as far as is possible within the limits of the resources. 

 

6. The effectiveness of any assessment and intervention will be influenced by the 

involvement and interest of the child and his/her parents.  Both the parents and the child have 

important and relevant information to offer.  Successful education is dependent on the active 

and positive participation of parents/pupil/teachers, supported when and where appropriate by 

other specific professionals and agencies.  Parents are always contacted if assessment or 

referral indicate that a child has ALN. The parents are spoken to and consulted along with the 

pupil with respect to background history, current and future needs and aspirations. 
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 Once that identification, assessment and intervention have taken place pupils and 

parents are kept regularly informed by a variety of means, e.g. personal contact, reports, 

annual reviews and the formation and implementation of IEP.  Case conferences are 

organised as appropriate and all concerned individuals and agencies will be invited to attend.  

Parents and pupils are always informed of the 'points for action' and any decisions made 

during the case conference. 

 (See the policy on Parental Liaison). 

 

7. To implement a model of Additional Educational Needs based upon that described in 

the Code of Practice. (See the policy on Identification/Assessment). 

 The Department offers specific help to pupils in the areas of handwriting, reading, and 

spelling. (See separate policies). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 11 

Section 2. 

Section 2 contains the name of the person who is responsible for co-ordinating the day-to-day 

provision of education for students with ALN. It includes the name of the ALNCO, the ALN 

governor, ALN staff and ALN advisory staff. 

 

Name Position Held 
Ms Alison Jones Head of Inclusion/ Head of Faculty of Learning 

Support/ALNCO/ AEN /Teacher of resource hub year 7/  

 ALN  Governor 

 Ms L Jones  Teacher in charge of year 8/9 Learning Hub 

Mrs Sarah 

Hunniset 

Accelerated Literacy Co-ordinator (LSA level 4)  

Dr B Nelson Educational Psychologist 

Ms Julie Voyle Behaviour Support Teacher 

 

Ms Anne Marie 

Lloyd 

Counsellor 

Ms Saffron 

Cooksie 

Teacher for Specific Learning Difficulties/ Examination 

concessions. 

Ms A Devereux Hearing Impaired Advisory Teacher 

Mr Luke Jones Higher level LSA- Level 3 for KS4 

Ms Julie Scott 

Jones  ? 

Higher level LSA- Level 3,- Inclusion Room 

Ms Lisa-M 

Thomas 

Higher level LSA- Level 3, 8/9 Learning Hub, Behaviour 

Support 

Mrs Tracy 

Phillips 

 LSA Level 2 Support for year 7/ Literacy 

Mrs Nadine 

Broom 

LSA Level 2 Support for year 7/ Numeracy 

Mr Steven 

Mitchel 

LSA Level 2 : Keion Howells (Steer). 

Temporary  

contract 

LSA for Shane Tucker  15 hours (P.T. EOTAS). 

Mr Andrew Price LSA individual support  Charlie Sears/ David Jones 27 

hrs 

 LSA individual support Jack Stent 1:1 5 hrs 

 LSA individual support Val Williams (15 hrs). 

 LSA individual support Cameron Murray 

ALN Governor Mr F Price 

  

 

 

Biographical detail. 
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Alison Jones- Head of Faculty of Learning Support/ ALNCO 

‘I have over 29 years of teaching experience which has included; teaching art in a secondary 

school; teaching in a unit for the hearing impaired in a secondary school; ALNCo in a large 

junior school; ALNCO in a Special Needs school and an Outreach Co-ordinator. The 

outcome of an inspection undertaken at Trinity Fields Special School, resulted in me being 

seconded to Caerphilly LEA as acting Statementing Officer and advisory teacher. 

I am proactive in developing my knowledge of special education and to this end I completed 

my Advanced Diploma in Additional Educational , researching, “Inclusive curricula: 

diversity and equality in education.” The course enabled me to develop my understanding of 

the education provided for young people who experience difficulties in learning. As a result 

for undertaking the course, I have developed and changed my own active role and critically 

analyzed both my own work and that of others. I have also drawn on my reading of relevant 

resource materials and integrated literacy sources into my practice. 

I obtained an MA Education, researching, “Developing the core curriculum assessing and 

planning learning.” The course enabled me to research the nature of knowledge and how it 

relates to English, Science and Mathematics, how children are thought to acquire different 

ways of knowing and the implications of this for teaching. I researched what strategies can be 

used to enable students to develop robust knowledge, to select tasks and activities that foster 

successful learning in the core subjects. It has also enabled me to develop classroom 

strategies to use and build on students understanding. 

Part of my teaching experience and outreach work involves the teaching and advising of 

autistic children. Within Caerphilly a large percentage of autistic students are included within 

mainstream schools. To develop my knowledge of working with autistic children I undertook 

a DASE course with Swansea University in Autism. At this time I was asked to join 

ACCAC working party, developing a book for mainstream schools enabling autistic children 

to access the National Curriculum. As part of the course I obtained Makaton level one to 

enable m to use a total communication approach. 

To further my role as ALNCo, I embarked on a Postgraduate Certificate for ALNCo’s with 

the Open University, which I passed in December 2001. The course was ratified by the 

Teacher Training Agency as advocated in the National Standards for Additional Educational 

Needs . 

To date I have developed the ALN department at Pen Y Dre High School. I have been 

consulted as part of a small group of ALNCo’s by the Welsh Assembly Government on the 

development of Stautory Assessment in Wales.  

In 2010-11 I undertook a course looking at research methodology in education. This course 

has enabled me to critically analyse and assess my own practice. It aided my research 

undertaken for the authority in using the SEAL programme across the school. 
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See file for biographical details for staff within the ALN department in printed format. 

Section 3. 

Section 3 contains the arrangements which have been made for co-ordinating the provision of 

education to students with ALN at the school. This includes the role of the ALNCo as stated 

in the Code of Practice, the role of the ALN staff, the governing body and the head teacher.  

 

The successful support for pupils with Additional Educational Needs is a shared 

responsibility. 

 

THE GOVERNING BODY 

 The Governing Body will implement the Code of Practice and discharge its statutory 

duties by using its best efforts to secure that the needs of vast majority of ALN 

children are met by their school with outside help.  Help from outside agencies will be 

procured if it is deemed necessary.  All governors are aware of their responsibilities 

for Additional Educational Needs and discuss the issues regularly. 

 The Governing Body are responsible for keeping a general oversight of the School's 

ALN provision.  The Governing Body may appoint an ALN sub-committee to do this 

oversight and some of its duties will be taken on by others such as the 'responsible 

person'. 

 The Governing Body and Head teacher should co-operate in producing the School's 

ALN policy statement.  Sufficient staffing, training and funding must be made 

available to meet the aims of the Policy Statement and resources must be used 

effectively. 

 The Governing Body must ensure that the ALN pupils integrate and experience the 

same educational experiences as the other children, in so far as the integration meets 

the needs of the ALN pupil, the needs of other pupils and allows for the efficient use 

of resources. 

 The Governing Body must produce a 'parent friendly' annual report for parents on the 

implementation of the School's ALN policy which should contain sections which 

record: 

i. the success of the ALN  policy demonstrated paying particular attention to 

identification, assessment and provision of resources for ALN  pupils; 

ii. how monitoring and reviewing have been undertaken and how records are 

kept; 
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iii. any significant changes made to the School's ALN  policy in the light of the 

review; 

iv. the use of outside services/agencies and any consultation with the LEA or 

other school's governing bodies. 

 The Governing Body must inform parents if their child has ALN . 

 The Governing Body must ensure that teachers in the school are aware of the 

importance of effective identification, assessment and ALN provision. 

 The Governing Body must with other bodies and agencies (e.g. LEA, and other 

governing bodies) when it seems necessary or desirable to facilitate the co-ordination 

or more efficient ALN provision in the area. 

 The Governing Body must ensure that, where the 'responsible person' has been 

informed by the LEA that a pupil has ALN, those needs are made known to all who 

are likely to teach them. 

 The Governing Body should periodically review the ALNCO's workload in the light 

of requirements of the code of Practice and make appropriate adjustments to his/her 

timetable. 

 

THE RESPONSIBLE PERSONS (HEAD TEACHER/APPROPRIATE GOVERNOR) 

The 'responsible persons' (RP) for ALN within Pen Y Dre High School is the designated 

governor,  

 when the RPs has been informed by the LEA that a pupil has Additional Educational , 

it is the RPs duty to ensure that all those who teach the child have been informed of 

his/her needs.  The RP should be informed as soon as possible in circumstances such 

as the period immediately following the making of a statutory statement or when a 

ALN pupil enrols from another school. 

 the RP must endorse a school's request to the LEA for a statutory assessment. 

 

THE HEAD TEACHER- Mr Keith Maher 

Generally the Head teacher has a responsibility for: 

 the day-to-day management of ALN  provision and the confidentiality of ALN  

provision and systems, e.g. the recording and storing of medical information. 

 to keep the Governing body fully informed of all relevant ALN issues. 
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 contacting the social services to register concern about a child's welfare and 

implementing procedures relating to child protection. 

 working closely with the School's ALNCO to assimilate information from and liaise 

with outside agencies and support services, e.g. 

 Educational Psychology Service; 

 Child Counselling Services; 

 Specialist Careers Officers; 

 Speech Therapy; 

 Physiotherapy; 

 Occupational therapy; 

 Educational Inclusion Service; 

 Advisers with an expertise in using I.C.T. to enhance the provision for ALN ; 

 Special Needs Teaching Team - staff specialising in supporting pupils with: 

 hearing impairment; 

 visual impairment; 

 autism; 

 general learning difficulties; 

 specific learning difficulties. 

  

 

In liaising with these agencies/support services it is hoped that remedial medical causes of 

learning and behaviour difficulties can be removed. 

 

 

 

 

THE ALN CO-ORDINATOR –Ms Alison Jones 
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The ALN Co-ordinator (ALNCo) can only work effectively when collaborating with the head 

teacher, Governing body and other staff.  Generally the ALNCo has responsibility for: 

 helping to determine the strategic development of the ALN  policy and provision. 

 the day-to-day operation of the School's ALN  policy and for co-ordinating the ALN  

provision and managing the ALN  team of teachers and learning support assistants. 

 developing effective ways of overcoming barriers to learning through the analysis and 

assessment of pupil’s needs by: 

i. monitoring the quality of teaching; 

ii. monitoring the standards of pupils’ achievements; 

iii. setting targets for improvement. 

 advising class and subject teachers and organising liaison with subject departments. 

 maintaining the School's ALN register and records on all ALN pupils. 

 liaising with parents of ALN children. 

 liaising with and advising other teaching and support staff.  This should include 

Pastoral Managers and curriculum coordinators so that the learning for all children is 

given equal priority, and available resources are used to maximum effect. 

 contributing to staff INSET. 

 working closely with the School's Head teacher to assimilate information from and 

liaise with outside agencies and support services including the Careers Personal 

Adviser, the LEA’s support and educational psychology services, health and social 

services and voluntary bodies.  See the previous section on the 'Head teacher' for 

examples of more agencies and support services. 

 maintaining liaison between the social services and the School.  The ALNCo liaises 

with a named individual at the social services.  N.B.  the ALNCo/ Learning Champion 

usually attends a child's care plan review which is co-ordinated by the social services. 

 

ALL TEACHING AND NON-TEACHING STAFF 

All staff should be involved in the development of the School's ALN policy and by so doing 

(supported by INSET) they should be fully aware of the School's procedures for 

identification, assessment and provision for ALN .  Subject teachers are fully involved in the 

development, implementation and review of IEPs.  All staff and Governors have an important 

role in developing positive and constructive relationships with parents, local parent support 

groups and voluntary organisations.  Parents should be encouraged to play an active role in 

the education of their children - some parents will require both practical help and emotional 

support if they are to effectively play a key role in the education of their children. 
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THE DESIGNATED MEDICAL OFFICER 

The DHA will need to designate a medical officer responsible for Additional Educational 

Needs . The designated medical officer must be suitably qualified for such a role, e.g. he/she 

should be a consultant paediatrician or a school doctor.  The responsibilities of the designated 

medical officer are primarily to: 

 ensure that all G.P.s and NHS Trusts have effective working systems by which they 

inform the LEA of children who may have ALN. 

 offer medical advice to LEAs (within stated time limits) with respect to the 

assessment of children. 

 ensure that there is a specific named person (usually the school nurse/doctor) from 

whom a school can obtain medical advice on ALN pupils. 

 determine, in association with the LEA, the contribution made by the health agencies 

to the provisions made in the statement of ALN (giving due consideration to available 

resources). 

 co-ordinate statutory assessment on behalf of the DHA and to actively participate in 

meetings where assessments/ALN  statements are written. 

 co-ordinate the DHA provision for a ALN  child, e.g. various forms of care/treatment 

provided by the DHA, any NHS Trusts and GP fund holders. 

 assist in or provide resources for the writing of reports for schools and LEAs on the 

medical history and current/future needs of a pupil with ALN. 

 ensure that there is no remediable medical condition contributing to any difficulties 

the ALN child has. 

 

The Voluntary Sector: 

Where the LEA has contracted with a voluntary organisation to run a parent partnership 

service, the organisation should be willing and able to: 

 facilitate information explaining procedures to parents and provide them with good 

advice on the full range of options available. 

 take a proactive role in parent partnerships. 

 work in partnership with other local voluntary and statutory services and encourage 

other schools and LEAs to develop partnerships with them.  Thus best practice can be 

shared and perhaps LEAs may adopt successful procedures as policy. 

 seek representation on advisory groups, etc. 
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The Independent Parental Supporter: SNAP Cymru 

Independent Parental Supporters (IPS) support parents at meetings or reviews and provide a 

wide range of information on Additional Educational Needs.  The IPS are so called because 

they should have no connection with the LEA or the child’s school.  IPSs should be well 

informed about local and national ALN policies and procedures and feel confident to work 

with parents in what can be stressful situations.  Access to an independent parental supporter 

should be made available to all families who need one. 

 

The Careers Service: 
The Careers Service provides guidance and support to many young people (aged 13 – 19) 

including those with ALN into adult life.  Many agencies work together within the Careers 

Partnership thus streamlining the lines of communication and co-ordinating the agencies.  

The Careers Personal Advisers must be invited and attend the Year 9 annual review 

meetings.  The Personal Adviser is invited to all subsequent annual reviews, and is expected 

to attend where appropriate. 
 

 

Job description for ALN Teaching Assistant 

 

Job title:  Special Needs Learning Support Assistant 

 

Responsible to: Head teacher, ALNCo 

 

OVERALL RESPONSIBILITY 

To assist in the support and inclusion of ALN pupils within the School by supporting the work of the 

ALN team, subject teachers and support staff. 

 

DUTIES 

1. To be familiar with a range of teaching resources and strategies suitable for the needs 

of individuals or small groups and to use them effectively. 

2. To personalise teaching resources and strategies to meet the needs of an individual or 

a small group. 
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3. To oversee the taking of prescribed medicines under the Head teacher's direction and 

assist in the arrangements of any medical examinations. 

4. To assist with ALN pupils on arrival and departure from school. 

5. To liaise with the ALN team, subject teachers and Learning Champions regarding 

progress made, problems arising, and any difficulties with accessing work and/or 

resources. 

6. To assist in the compilation of ALN records, IEPs and reports as required. 

7. To actively support the teacher in behaviour management and to reinforce agreed 

rules in working with pupils. 

8. To work effectively as part of the ALN team and other teaching staff in addressing the 

special needs of pupils in mainstream as directed by the ALNCo. 

9. To act upon guidance provided by members of the ALN team and other professionals. 

10. To attend ALN review meetings when requested. 

11. To work within the performance management process of the School, to evaluate 

performance and take full advantage of the training and development available. 

12. To train in specialist treatment which ALN children may require during their time in 

school. 

13. To assist on school outings and activities and attend staff meetings as required. 

14. To arrive in class, on or before the start of the lesson, and to begin and end 

withdrawal lessons on time. 

 

This job description will be reviewed annually and may be subject to amendment or 

modification at any time after consultation with the post holder. It is not a comprehensive 

statement of procedures and tasks but sets out the main expectations of the School in relation 

to the post holder’s professional responsibilities and duties. 
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Section 4. 

Section 4 contains admission arrangements for students with ALN who do not have a 

statement in so far as they differ from the arrangements for other students. 

Admissions 

The Governing Body believes that the admissions criteria should not discriminate against 

pupils with ALN  and has due regard for the practice advocated in the Additional Educational  

Code of Practice for Wales 2002, in that ‘All schools should admit pupils already identified 

as having Additional Educational , as well as identifying and providing for pupils not 

previously identified as having ALN . Pupils with Additional Educational but without a 

statement must be treated as fairly as all other applicants for admission.’ (COP 1:33) 

Admission arrangements for children with Additional Educational Needs but without 

statements are the same as for other pupils.  

Arrangements for admission and exit for the following classes: 

Learning Hub.  

 These classes cater for pupils in year 7 and 8/9 who have significant learning difficulties, 

including those with severe learning difficulties. In conjunction with the Educational Child 

Psychologist, primary schools will identify pupils deemed suitable for resource base 

placement.  

(See separate policy) 
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Section 5. 

Section 5 contains information about the kinds of provision for ALN in which the school 

provides.  

 

ALN refers to a difficulty with learning or a disability which for a variety of reasons, brings 

about barriers to learning. Some of these barriers can be overcome in the short term with 

sufficient support; others can represent a long term challenge.   

All children and young people will have the right to have their needs met through a broad, 

balanced curriculum. This includes access to the National Curriculum, basic skills, work 

experience/college link courses and extracurricular activities such as lunchtime clubs and 

homework clubs.  

The Curriculum. 

Pen Y Dre High School plans a curriculum that includes provision for those NC subjects that 

are statutory at Key stages 3 and 4. Programmes of study will be delivered in ways which 

meet the particular learning requirements of the pupil. Some variations in the requirements 

at KS4 are permitted through the use of the regulations under Section 363 of the Education 

Act (19960 which allow disapplication’s of NC subjects for specific purposes. All pupils will 

be offered courses leading to nationally recognised accreditation.   

Effective and appropriate curricular provision entails having clear and explicit policies and 

procedures related to: 

 Planning suitable provision to meet individual needs. This will include the use of 

appropriate identification and assessment techniques to determine the nature of 

needs. 

 Resourcing the provision in a fair, open and consistent manner so that special 

provision requirements are matched systematically to individual needs. 

 Implementing the provision with clear individual or group action plans which have 

been drawn up in partnership with parents and pupils. 

 Monitoring the progress of individual pupils and groups by keeping appropriate 

records and setting targets for improvement. 

 Evaluating the progress of individuals and groups by carrying out regular reviews on 

predetermined dates and scrutinising the effectiveness with which resources are used 

to ensure best value. 
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 Reporting on the effectiveness of the outcomes of provision in relation to the progress 

and achievements of individuals and groups. 

Criteria for effective curriculum delivery include having: 

 Clear teaching and learning objectives linked with specific outcomes for each pupil 

for all units of work. This objective should be shared and frequently referred to in the 

course of teaching. 

 Realistic and quantified targets which reflect the nature and extent of individual need. 

 Negotiated individual target setting involving pupils and parents. 

 Variety of teaching and learning approaches which take full account of the learning 

styles of particular individuals and groups. 

 Ongoing assessment of individual and group progress. 

 Ongoing record keeping system to enable staff, pupils and parents to discuss 

outcomes and progress freely and constructively. 

 Frequent and regular feedback about progress and achievement with opportunities 

for individual tutoring and counselling. 

 Effective reward systems set in a climate which reflects the fact that pupils learn best 

when they are happy and feel secure in their educational risk taking.. 

 Access to and a choice of options in KS4. 

 Nationally recognised accreditation for all pupils. 

 Planned progression to work, further education or continuing education.. 

 Comprehensive records of achievement. 

  

ALN /EPS.ALN ADMIN/ALNCO HANDBOOK. 

 

 

 

Support for pupils with Additional Educational. 

 

Resource base for learning. 

 

Literacy Support. 

 

Behaviour Support 

 

Counselling Service 

 

Mentoring system. 
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Internal exclusion. 

 

Specific Learning Difficulties Support. 

 

 

 

Section 6. 

Section 6 contains information regarding access arrangements within the school. This 

includes ALN /inclusion areas, specific support and access arrangements. 

 

Audit of need. 

In line with the COP every school is required to identify all students with ALN and to keep a 

register of need which shows: 

 The level of need (e.g. School Action) 

 The type of need (e.g. Specific Learning Difficulty) 

The school is notified by the primary schools for students’ special needs when they join the 

school in year 7. Information is also received from a previous secondary school. However, 

not every student is picked up in these ways; subject staff also have the responsibility for the 

identification of needs. The implication here is that all teachers need awareness and 

knowledge of Additional Educational, particularly in literacy and numeracy (see separate 

literacy and numeracy policy). 

Pen y Dre takes note of students’ Key Stage 2 SAT results and in addition carries out further 

tests such as reading, spelling, basic maths etc. Group testing is also used. 

Once each student’s needs have been recorded on the ALN register (audit of need) and a 

programme of action put in place, these are communicated towards staff and reviewed. 

The audit of need allows the ALNCo to look at the picture of needs across the school (e.g. 

Does one year group have more students with behavioural needs?) and also to look at the 

needs which have a low incidence such as: 

 Severe visual impairment 
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 Severe learning difficulties 

 Severe autistic spectrum disorders 

 Sever behavioural, emotional and social difficulties (including those with mental 

health needs) 

See audit of need in CRIS2 

 

Individual  Learning Needs 

Students with ALN have a diverse range of identified needs but there are some basic ways in 

which staff can help to enhance their learning: 

 Students with ALN  should have an IEP in place 

 Multi-sensory learning – this approach identifies which sensory root the learner 

prefers and aims to include that root as often as possible in their teaching. It assumes 

that learning through several senses is likely to be more effective than learning 

through one. Activities may involve seeing, listening, touching, doing, saying, etc; 

reading skills may be taught by hearing the word, saying it and then tracing over the 

shape of its letters. 

 Art and Craft activities – Pupils need to be taught basic skills such as drawing a 

straight line with a ruler, using a compass, cutting neatly around a shape and 

colouring within the line. Many ALN students will not be able to successfully carry 

out these tasks and this can affect their self-esteem.  

 Make extensive use of ‘concrete’ materials / activities – The vast majority of us learn 

better if we ‘do’ and this is particularly true for ALN students. These students need to 

watch the film of Macbeth (or the play being studied) early on in their study of 

Shakespeare, see photographs and handle artefacts, use apparatus and go out on visits 

that help bring the teacher into their knowledge base. 

 Age appropriate material – Staff need to ensure that resources used with ALN 

students target both their skill and interest level. Students may be working at a lower 

level but staff should find materials that are appropriate to the age of the student and 

adapted to their ability level so that it is not obvious that they are not working at the 

same level as their peer group. 

 Over-learning – ALN students need to be given the time and input to over-learn and 

staff will need to be inventive in finding numerous ways of teaching the same thing. 

 Using the experience of students – whenever possible, begin teaching at a point of 

reference within the students own knowledge, as this will provide the basis which 

they can build their learning. 
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 Acting and role-play – Most students enjoy these types of activities and they are 

especially useful at encouraging debate and language development, as students will 

often come up with far more ideas than if asked to write them down on paper. 

 Self-esteem – Students need to feel good about themselves if they are to be confident, 

successful learners. Staff should ensure that students feel valued and experience 

success within the curriculum. Staff should tell students each time they are doing well 

and why; they may also need to find ways to allow students to feel that they are in 

charge of their own learning. 

If students are to reach their full potential then their success will, for the most part, depend on 

the quality of cooperative work and the communication between ALN staff and class 

teachers. It is not enough for just ALN staff to understand their needs, as this information and 

expertise should be disseminated to all staff, which involves the commitment to ALN of the 

schools leadership team and governors. 

Accessible Schools 

Access plan 

Short term plans 

Target 
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Section 7  

Section 7 contains information regarding how resources are allocated among students with 

ALN. 

 

1. INCOME. 

a) Capitation is allocated near the start of the financial year. In the current year this is 

£2,000. 

 

b) Each year the HOD and the whole Department staff formulate the Development Plan. 

Within this plan will be details of equipment, resources and training needs. Whatever 

funds are forthcoming from the Development fund they are used solely for the 

purposes identified in the Development Plan. 

 

c) Staffing will be used to support pupils with Special Education Needs supplemented by 

the additional hours provided by the LEA for pupils with ALN statements.  Money is 

allocated for books and equipment for these pupils.   

 

 

2. EXPENDITURE. 

The purchase of books, equipment and materials for use in the ALN Department, is 

(normally) financed from the income described above. From these sources are purchased 

(virtually) all of the consumable and non-consumable items (other than books and 

magazines), that the Department needs in order to properly conduct its planned educational 

programmes.  Included will be materials, substances, items of equipment, tools, and 

stationery, but not items of 'very considerable expense' such as computers, which require 

'special purchase' orders.  Prior to completing the bulk of their orders, the Head of 

Department (HOD) and the staff will meet to discuss the kinds of items, other than the day-

to-day items, that they will need or would like for the coming year.  This, together with the 

HOF’s ongoing scrutiny of all requisitions, should help to avoid any undue duplication and 

serious omissions. 
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On being advised by the HOD of their share of the money available, teachers responsible for 

particular development projects should complete the appropriate requisition forms, enter the 

code by which their account is identified, and pass them to the HOD.  On receipt of their 

goods, items should be very carefully checked against the original requisitions, and the HOD 

advised of any discrepancies. 

Teachers responsible should complete their requisitions on the appropriate forms.  They 

should detail the author, the title, the publisher and the date of publication, the ISBN if 

known, the cost, and the quantity required.  They should also enter the code by which their 

account is identified, and pass the completed forms to the HOD.  On receipt of the books, 

they should be checked in relation to the initial requisition, stamped with the Department's 

official stamp, and then securely housed in the appropriate place. 

For further information regarding ALN spending, please see ALNCO capitation forms. 

For whole school budget related to ALN refer to CRIS2 forms. 

PRINCIPLE 

The guiding principle for the deployment of resources by the ALN Department is one of 

ensuring full access to the curriculum for pupils considering their individual needs. 

 

THE ALLOCATION AND ORGANISATION OF SUPPORT 

We make every effort to achieve maximum integration of pupils with Additional Educational 

Needs and their peers, while meeting pupils' individual needs.  In Year 7/8/9 pupils with a 

significant learning difficulty (e.g. severe) are taught mainly in a discrete group. This is to 

ensure that pupils with a significant learning difficulty will be educated in a small class. 

Children with social emotional and behavioural problems will be educated in year 7 and 8/9 

Raise classes with the addition of two LSAs.  Teachers provide learning opportunities for all 

children within these different learning environments and provide materials appropriate to 

pupils' interest and abilities.  This ensures that all pupils (including those with Additional 

Educational Needs) have a full access to the National Curriculum. 

 

The following structures and systems are in place to deploy the resources effectively: 

 

 the ALN  Department offers individual tuition to raise attainment in literacy, this 

includes the development this year of the Catch up literacy programme; 

 the ALN  Department offers small group tuition to raise attainment in literacy skills 

including reading and phonics/basic skills;  
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 the ALN  Department offers limited classroom support to increase curriculum access 

and pupil achievement; 

 the ALN  Department strives to develop the quantity and quality of differentiation 

experienced by pupils in the classroom; 

 the ALN  Department in conjunction with the ECP service offers trained counselling 

as part of our pastoral responsibilities from Ms Anne Marie Scrivens; 

 the ALN Department meets twice per term as part of  PREVENT (KS3 / 4) group to 

discuss ALN matters. A representative from each Faculty attends as does the head 

teacher/ Deputy, Head of Learning and Learning Champions 

 the BST service, Mrs Julie Voyle, offers peer tutoring; 

 the ALN  Department operates within its own 'equal opportunities' policy which 

supports that of the whole school; 

 the ALN  Department operates within its own 'behaviour' policy which supports that 

of the whole school; 

 the ALN  Department has a policy of 'full and open access'. 

 

 

ANCILLARY TEACHERS 

Staffing will be used to support pupils with Special Education Needs supplemented by the 

additional hours provided by the LEA for pupils with ALN statements.  

 

SPECIFIC RESOURCES 

The ALN Department has access to a wide range of resources.  The following list indicates 

the variety of resources that we have at our disposal: 

 

 a wide range of books, materials and tasks to suit pupils of differing abilities; 

 an appropriately stocked Additional Educational  resource base; 

 staff information/books which reflects the needs of pupils with Additional 

Educational ; 

 

The School and the Department encourages any pupils who have some sensory impairment, 

communication problem to use their normal aids to speaking, listening, reading or writing.  In 

striving to meet individual needs, teachers make substantial and increasing efforts to provide 

any recommended computational, technological or other facilities, in order to adapt work 

spaces, equipment, instruments or furniture. The two students with hearing impairment within 

the school are supported by the H.I. advisory teacher. A teacher for the two VI children 

checks on them annually. 
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Section 8 

Section consists of information depicting how students with ALN are identified and their 

needs determined and reviewed. It contains information about the ALN Code of Practice’s 

graduated approach and the school’s system for identifying, assessing, monitoring and 

reviewing students with ALN. 

I 

Identification, Assessment recording and reporting 

PRINCIPLES 

Pupils who are thought to have Additional Educational Needs are identified and assessed as 

early and thoroughly as is possible and necessary.  Referral can come from a multitude of 

sources, e.g. 

 subject teachers request; 

 pupil self request; 

 parental request; 

 management request; 

 DHA or GP request; 

 following information from previous school (e.g. primary school); 

 following blanket testing of Year 7 pupils; 

 following diagnostic tests; 

 following individual interviews; 

 following a ALN teacher tracking and observing individual pupils in lessons. 

Early identification, assessment and provision for any ALN child are very important for the 

following reasons: 

 it can minimise the difficulties that can be encountered when intervention and 

provision occur; 

 it can maximise the likely positive response of the child; 
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 it can allow for a temporary learning difficulty to be overcome and for future 

learning to be unaffected; 

 if the child's learning difficulty prove less transient when addressed by the 

School alone the external agencies can be brought in earlier and very likely 

with more success. 

The process starts through liaison with our Primary feeder schools. The ALN teacher with the 

responsibility for Primary Liaison visits our feeder schools to meet prospective pupils and 

teachers during the year prior to their transfer to the secondary school.  A meeting is arranged 

in June when ALN staff and the Year 7 Learning Champion, Ms J Bull, meet to discuss the 

Additional Educational Needs of individual pupils. 

 

During the first three weeks of September all Year 7 pupils are given a Reading Test 

(indicating reading and comprehension ages), a Spelling Test, a Non-verbal Reasoning Test 

and a maths test.  Identification of pupils needing support will be largely based on the results 

of these tests which are culturally neutral and useful for a range of ethnic groups.  ALN staff 

spends a short time observing Year 7 classes before decisions are made on the kind of support 

to be provided.  Specific requests for support are also considered from various sources 

including parents, teachers, etc.  Some pupils may personally request support and the School 

endeavours to assess, identify and intervene as far as is possible within the limits of the 

resources. 

 

Some pupils will receive support in the classroom and a small number will be withdrawn for 

more individual help in the ALN area.  ALN staff spends a short time observing Year 7 

classes before decisions are made on the kind of support to be provided. 

We ensure that our pupils' Additional Educational Needs are known to other schools and 

colleges to which they may transfer. 

 

THE PROCESS OF IDENTIFICATION, ASSESSMENT AND PROVISION 

The School's core curriculum is inclusive and differentiated and thereby allows most pupils to 

achieve their potential without additional support, i.e. the curriculum is based on the 

principles of: 

 setting suitable learning challenges; 

 responding to pupils’ diverse learning needs; 

 overcoming potential barriers to learning. 

 

However, there are sometimes circumstances in which some additional/different action 

is needed, if pupils with Additional Educational Needs are to make adequate progress.  
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In all cases, there are decisions to make about what resources, targets and actions are 

most appropriate to the needs of the child.  The school and LEA must ensure that the 

resources that they have at their disposal are being used effectively and efficiently to 

meet the needs of all pupils. 

A process for identification, assessment and provision in accordance with the Code of 

Practice has been established.  This process recognises that there is a continuum of 

Additional Educational Needs and that the needs of the majority of ALN pupils lie at the 

School Action stage. 

 

Stage 1 School Action 

When the required action in support of ALN pupils is possible from within the resources 

and expertise that are already available in the mainstream school then these actions are 

described in the ALN Code of Practice as School Action.  The subject specialist or ALN 

teacher identifies a pupil with Additional Educational.  After consultation with the 

Additional Educational Co-ordinator (ALNCo), information is collected and initial 

action is taken to address the identified Additional Educational.  There is discussion with 

parents during this stage.  The ALNCo takes responsibility for monitoring and managing 

the pupil's ALN provision.  The ALNCo liaises closely with the pupil's teachers and 

parents/guardians. 

1. At School Action if any additional support is deemed necessary then individual 

education plans (IEP) are drawn up for each pupil and progress is reviewed regularly 

(at least twice a year and usually at least termly).  Parents', pupils' and subject 

teacher's views are invited and highly valued as a contribution to the review process.  

Parents are informed about their child's learning and encouraged to participate fully in 

their child's education at all stages. 

2. For children of an ethnic minority groups, (including those whose first language is not 

English or Welsh as appropriate), lack of competence in English (or Welsh as 

appropriate) does not conform to the definition of ALN.  The child's home, language, 

culture and community, should all be considered to ascertain if interpreters or 

bilingual support staff, etc. are required.  The ALN Department always endeavours to 

make good use of any source of relevant and accurate ethnic advice. 

3. During School Action, the School will, as necessary, call upon the help of external 

specialists perhaps for one off help in identification or assessment. 

 

Stage 2  School Action Plus 

When the School requires ongoing or regular support in monitoring and delivering the ALN 

provision for an individual child from outside agencies and other specialists the process has 

then moved to School Action Plus.  Subject specialist teachers and parents/guardians should 
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be made well aware (by the ALNCo) of the agencies and outside specialists who are 

involved. 

 

Stage 3  Statement of Additional Educational  

In a few cases, the correct provision depends upon resources that can only be accessed via a 

statement of Additional Educational Needs.  In such a case the school will make a referral to 

the LEA.  After referral the Local Education Authority (LEA) considers the need for a 

statutory assessment and may make an interdisciplinary assessment if this is deemed 

appropriate.  If the LEA makes a statement it will then arrange, monitor and review the 

provision. 

N.B. This stage is only applicable for around two per cent of children. 

In most cases any movement through the support procedure is defined in terms of thresholds. 

However in exceptional circumstances, pupils may demonstrate such significant or 

unforeseen difficulties that with multi-professional and parental agreement a rapid move 

through the process is necessary immediately. 

 

INVOLVING THE CHILD AND PARENTS 

The effectiveness of any assessment and intervention will be influenced by the involvement 

and interest of the child and his/her parents.  Both the parents and the child have important 

and relevant information to offer and if the pupil is consulted then his/her self esteem and 

confidence often benefit.  Successful education is dependent on the active and positive 

participation of parents/pupil/teachers, supported when and where appropriate by other 

specific professionals and agencies.  Parents are always contacted if assessment or referral 

indicates that a child has ALN.  The parents are spoken to and consulted along with the pupil 

with respect to background history, current and future needs and aspirations.  The dialogue 

with the parents and pupil should: 

 

 contain an explanation of the purpose of any assessment arrangements; 

 contain a reference to the possibility of regular pupil reports; 

 occur within a system that: 

i. has a structure that encourages and records the child's comments; 

ii. has a structure that facilitates systematic feedback to the child. 
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Once that identification, assessment and intervention have taken place, pupils and parents are 

kept regularly informed by a variety of means, e.g. personal contact, reports, annual reviews 

and the formation and implementation of IEP.  Case conferences are organised as appropriate 

and all concerned individuals and agencies will be invited to attend.  Parents and pupils are 

always informed of the 'points for action' and any decisions made during the case conference. 

 

TESTING 

All pupils will have completed group tests on reading, comprehension and spelling and also a 

non-verbal reasoning test.  (Please see Appendices).  Very low scores in each of these areas 

will indicate where extra help is needed or at least that further investigation is required.  

Discrepancies between non-verbal, verbal and spelling ages also highlight specific areas for 

focus.  Pupils with more severe difficulties will complete diagnostic tests to indicate more 

specific areas of difficulty and guide the learning support tutor in planning and implementing 

an appropriate programme.  The Pupil will be assessed in full by the Educational Child 

Psychologist. 

 

ASSESSMENT 

The ALN Department strongly supports the philosophy and principles in the whole School 

Assessment Policy, i.e. 

 

THE PRINCIPLES OF ASSESSMENT, RECORDING AND REPORTING 

1. Careful thought is given to the purpose of assessment, adopting a wide range of 

methods to reflect the whole Curriculum and learning opportunities. The main aim of 

the assessment process must be to facilitate progress in a pupil's learning. 

2. Assessment is an integral part of the teaching and learning process, a valuable 

formative and summative tool. Effective assessment provides: 

 

 a statement of current attainment; 

 a record of progress; 

 an acknowledgement of achievement and under-achievement; 

 information on the pupils' readiness for future learning; 

 information on the effectiveness of the teaching methods employed and the 

current scheme of work. 

3. To be at its most effective, assessment should primarily be a continual process and not 

an infrequent, purely summative exercise. 

4. The outcomes of assessment modify our teaching methods, provide feedback on the 

National Curriculum and examination courses as well as indicate pupil progress. On 
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entering the School a pupil may be given a base-line assessment so as the teacher can 

formulate an individual action plan for that pupil. 

5. We recognise the potential for assessment in developing a positive self image in the 

pupil from positive and constructive feedback, and the feeling of success which 

encourages further study. 

6. In addition to normal assessment, opportunities are taken to record significant points 

in a child's development, such as: 

 a moment of 'breakthrough' in understanding; 

 interesting examples of problem solving strategies; 

 difficulties encountered/areas of weakness and possible reasons for them. 

These records are invaluable for reports and/or parents evenings. 

7. Teachers in the School use a common policy for marking work which is fully 

understood by all staff - see 'Marking' policy. 

8. Summative tests have an ongoing policy in their construction, marking and usage. 

These tests show what a pupil can do, i.e. they are criterion referenced. 

9. Assessment has a common procedure: 

a) directs teacher judgements that are as valid and reliable as possible, consistent 

both within the School, and with N.C./Exam Board standards. 

b) promotes a common interpretation of the N.C./Exam Board grade descriptors. 

Sample portfolios of work are kept for each of the N.C./Exam Board subjects. 

c) gives teachers confidence in their professional judgement and skill. 

d) is fair to pupils. 

10. Assessment records: 

a) are based on an agreed set of principles and purposes; 

b) assess pupil progress against N.C./Exam Board criteria; 

c) must be easy to interpret, useful, manageable and not administratively 

burdensome. 

11. Results of assessment are reported in a way useful for pupils, teachers, parents and 

other interested parties. 

12. Assessment gradually builds up into a profile for each pupil over their school career. 

13. Pupils are encouraged to be aware of the evidence and assessment techniques being 

used and to review their own progress by a procedure containing an element of self 

assessment. 

14. Assessment records provide confidence between teachers across phases and enhance 

progression for pupils. Key Stage 2 N.C. records are recorded/ assimilated onto our 

records as appropriate. 

15. Recognition is given by the Head teacher and Governors for the time and resource 

implications of good assessment, and due allowance made for this in the construction 

of the teachers' working day. 

 

The Department's overall focus will be to assess the skills determined by the National 

Curriculum.  In the case of classroom support this will be the attainment targets in the 

specific subject area being supported.  The centrality of English in all curriculum areas 

requires that the attainment targets speaking and listening, reading, writing, spelling, 
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handwriting and presentation are likely to be the focus of assessment in withdrawal lessons 

and the importance of numeracy is also recognised. 

 

The use of group tests and more importantly individual diagnostic tests will enable specific 

learning difficulties to be identified, tackled and progress made on the National Curriculum 

targets.  Both in terms of classroom support and withdrawal, the Department stresses the 

importance of a small step approach to learning and achievement.  This increases motivation 

and confidence to progress further.  In withdrawal lessons targets are set each half term.  

Progress is assessed and new targets decided.  The Department encourages pupils to be 

involved in this process. 

Section 9 

Section 9 contains information depicting information related to the arrangements for 

providing access to students with ALN to follow a broad and balanced curriculum, including 

the National Curriculum. 

This will include information about how the curriculum is being developed enabling better 

access to the curriculum for all students. It also includes the range of strategies and 

interventions teachers use within the school.  

 

INTRODUCTION 

These notes are intended to inform and instruct all those who will be involved in teaching or 

helping any pupil with reading or spelling difficulties, or who is experiencing general 

learning difficulties due to poor short term memory. They are explanations of the teaching 

techniques for learning recommended for pupils with such learning difficulties. 

 

1. The Fernald Technique 

This is a multi-sensory learning method. The pupil is required to finger trace the item to be 

learned (e.g. word, short phrase or line(s) from numerical tables) which has been clearly 

written in large cursive letters (or large clear numbers) on a strip of paper approximately 28 

cm X 12 cm (see below). 

 

Each word or line should be spoken aloud whilst being traced at least 6 times.  Pupils should 

then attempt to write the item from memory.  The process should be repeated until the item to 

be learned is committed to the long term memory.  This can be established by testing and 

retesting after lengthening periods of time on a daily check sheet like the example attached. 
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2. Simultaneous Oral Spelling (SOS) 

This is another multi-sensory method of learning spellings.  Words are learned by naming 

each individual letter as it is written, or traced from a template.  Initially, letters are not 

joined, and it is important to name the letters, not sound them as pronounced.  The same 

method of checking learning using the daily check sheet can be employed until the spelling is 

committed to the long term memory. 

 

 

3. Look, Say, Cover, Write, Check 

The word or table line to be learned is read aloud letter by letter or number by number, until 

the pupil feels confident enough to attempt it without looking.  The item is then covered and 

an attempt is made to reproduce it correctly, speaking each letter or number aloud as before.  

It is essential to check each attempt against the original, to ensure that it is correct.  This can 

be repeated at regular intervals to ensure correct learning, until it is committed to the long 

term memory. 

 

4. Pelmanism 

This is sometimes referred to as 'Pairs' or the 'Memory Game'. 

Each word, phrase or mathematical item should be reproduced clearly on two identical pieces 

of thin card.  Several spellings, table lines or other similar items to learned should be 

produced in this way on identical pieces of card or thick paper (see below).  Questions and 

answers to sums may form the two halves of a pair of cards. 

 

These may then be shuffled and place face down at random.  Each player takes a turn at 

turning any two cards over, in an attempt to turn up a matching pair.  Whatever is on each 

card should be spoken aloud, and cards should be replaced where they were found.  The idea 

is to collect as many matching pairs as possible, thus training the visual and auditory 

memories.  Such sets of cards may also be used for 'Snap' and 'Happy Family' games. 
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5. Words within words 

The pupil should be given examples of 'key' words which contain other smaller words within 

them when tracked from left to right. 

e.g. department - depart, par, part, art, men (5) 

dragon - drag, rag, ago, go, on (5) 

cancellation - can, an, cancel, cell, at, on (6) 

 

These and other examples can be placed on cards (see below) and played as a game.  The 

'key' word cards should indicate the number of small words they contain.  Players share out 

the small words evenly between them.  Each key word is put down in turn and players take 

turns to match up small words to them.  The first player to play all their small words is the 

winner. 

 

 

6. Spot the Syllables 

Establish that the pupil understands exactly what a syllable.  This may be explained by 

clapping out the number of syllables or beats in words. 

The pupil should be encouraged to count the number of syllables in a variety of words of 

different lengths as an oral exercise first. 

Next, show the pupil multi-syllabic words with a regular structure which break neatly into 

syllables and ask them to identify the syllables, writing out each syllable with a gap or 

slash between them. 

e.g. information = in form a tion 

articulated = ar tic u la ted 

Some syllable splits are arbitrary. 

e.g. articulation = art ic u la tion/ar ti cul a tion 
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7. Orthographic Rules (Spelling Patterns) 

It is helpful to learn groups of words which follow the same orthographic rules. 

e.g. oil, boil, coil, foil, soil, toil, 

nation, ration, station, inflation, creation 

 

INTRODUCTION 

Literacy can be simply defined as 'the ability to read and write'.  In the educational sphere it 

must also incorporate speaking and listening – correspondingly this policy refers to the 

development of good language skills (speaking, listening, reading or writing) rather than to a 

narrow definition of literacy.  In addition to the more formal methods of teaching reading, 

writing, grammar, and spelling, language skills are taught within a variety of curricular 

contexts by meaningful and relevant activities.  Only then can we ensure that our pupils 

become literate and that they enjoy language and communication in all their forms.  Well 

structured lessons and courses of study enhance a pupil's ability to read, write, speak, listen 

and comprehend and will support attainment in the N.C. English requirements for Reading, 

Writing, Speaking and Listening. 

AIMS 

a. All departments aim to contribute towards the development of good language skills 

and a level of literacy that enables pupils to: 

 understand spelling systems and use them to spell and read accurately; 

 have fluent and legible handwriting; 

 have an interest in 'printed words' and their meanings; 

 have a growing vocabulary that can be used to aid their comprehension and 

expression, e.g. when trying to understand and discuss their own and others' 

reading and writing; 

 have growing powers of imagination, creativity and critical awareness; 

 enjoy reading and writing and in so doing exhibit confidence, fluency, 

enjoyment and comprehension; 

 utilise a variety of reading cues (phonic, graphic, syntactic, and contextual).  

This will enable pupils to monitor their own reading and correct their 

mistakes; 
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 be able to plan, draft, revise and edit their writing; 

 be able to write about a range of texts (fiction and non-fiction) exhibiting a 

sound knowledge and an ability to evaluate and justify their preferences; 

 know about the ways in which narratives are structured, i.e. setting, character, 

plot, etc; 

 know about and be able to write in, a range of fiction and poetry genres. 

b. To support the Whole School's move towards more interactive teaching with whole 

classes and groups. 

c. To support the Whole School's management of literacy through target setting linked 

to systematic action planning, monitoring and evaluation. 

d. To help the Department to audit its provision for literacy. 

e. To identify specific needs such as the need for of out-of-school courses and in-school 

support for professional development. 

 

Language development must be a continuous learning process, and not be confined to any 

one particular Key Stage.  It can be assessed across a broad range of activities.  Certain skills 

can be revised continuously in order to refine pupils' language development. 

 

Children come to school with very different language experiences, capabilities and skills.  

Some start with the ability to read and write, and speak more than one dialect.  Others have 

very little knowledge and poor language skills.  It is important that teachers use a child's 

experiences/skills in order to develop and improve their capabilities - the School's schemes of 

work reflect this. 

 

 

RESPONSIBILITIES & PERSONNEL 

1) The person responsible for co-ordinating the provision for literacy across the school is 

Mr Gavin McPhearson. 

2) Each department has a Key Skills Co-ordinator. 

3) All staff share responsibility for the raising of literacy standards at the School during 

the course of their day to day teaching and implementing this policy. 
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4) The following staff have received training in the Catch up Programme Mrs Alison 

Jones and Mrs Sarah Hunniset. Selected staff  received Read, Write Inc training last 

February sponsored by the LA.  

5) Some mainstream staff are trained to work with pupils with poor reading skills using 

the Paired Reading techniques. 

6) Where appropriate, given willingness and the ability to do so, parents may be enlisted 

to help with reading practice at home. 

 

IDENTIFICATION & ASSESSMENT OF SPECIAL NEEDS 

1) In accordance with the LA's Transfer Scheme, cross phase liaison between the School 

and its feeder schools begins in Year 6, during which visits are made by the Learning 

Champion Year 7.  The Additional Educational Co-ordinators meets with the 

ALNCos from feeder schools to transfer detailed information concerning ALN pupils. 

2) Feeder schools provide both pastoral and academic information on pupils, including 

Key Stage 2 SATs scores in English, Maths and Science, and reading ages taken from 

reading tests administered during the Easter term of Year 7. 

3) All this information is disseminated to all teaching staff via class lists at the beginning 

of the academic year.   

5) On arrival at the School in September as Year 7, all pupils complete the Hodder group 

reading test, The Neales Reading Analysis test, The BPVS receptive Language test 

and the Young's Parallel Spelling Test. 

6) Test results are used to identify those pupils who appear to be underachieving, 

according to discrepancies between non-verbal and reading scores.  Pupils' reading 

ages and spelling ages are also compared with their chronological ages to identify 

those with particular literacy difficulties. 

7) Revised information is passed to teaching staff as soon as possible, but at any rate not 

later than the autumn half term. 

8) Late admissions in any year group are immediately referred to the Learning Support 

Department for assessment using appropriate standardised tests for reading and 

spelling.  Scores are passed to Heads of Year who have responsibility for liaison with 

Heads of Department in order to place pupils in the most appropriate teaching sets. 

9) Any pupil whose literacy skills are causing concern, in that they are deemed not to be 

coping with the curriculum, and who has not hitherto been identified as having 

problems, may be referred to the Learning Support Department at any time by a 

Learning Champion or Head of Learning for assessment. 
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10) In all instances, parents/guardians are informed of performance via the School's 

standard reporting procedures (annual written report and parents' evening), and of 

special concern, advice and provision by letter as necessary (from ALNCOs). 

 

PROVISION 

The School offers a variety of provision matched to need in support of pupils with literacy 

needs, in order to raise literacy standards. These include: 

i. Smaller teaching groups for pupils with literacy difficulties; 

ii.        Discrete classes for pupils in year 7/8/9. Class sizes no bigger than 12. 

iii. A Catch Up Literacy Programme for those pupils who require further assistance with 

their reading. 

iv. A reading and synthetic phonics withdrawal programme. 

v. Individual departmental provision, including differentiated materials and teaching 

styles. Departmental documentation should include policy towards pupils with 

Additional Educational Needs, including literacy and numeracy difficulties. 

vi. The creation of a single top set to allow the most able pupils an accelerated 

programme in all areas, and which will include extending their literacy skills. 

vii. The English department takes lead responsibility for teaching language, grammar and 

punctuation.  It continues to invest heavily in high interest, controlled vocabulary 

reading material suitable for secondary phase pupils.   

 

THE PAIRED READING PROGRAMME 

The "good" reader, called the Leader, reads with the weaker pupil, called the Reader, until 

the Reader feels confident enough to read aloud alone.  A simple prearranged signal is then 

given by the Reader, and the Leader stops reading until the Reader falters or makes a mistake.  

The Leader then joins in reading aloud again until the next signal to stop is given. 

The Leader stops reading aloud with the child when this signal is given.  If the child stops at 

a difficult word, allow a moment (about four seconds is enough) for them to scan and build 

the word before the Leader intervenes.  If the child makes a correct "guess'' from hearing the 

official sound or string of letters sounded, then provide these "clues" before saying the word, 

and joining in again. 

There is also a selection of phonic games, educational computer software and opportunities 

for the Reader to practise spellings, to conduct comprehension and problem solving 

exercises.  The use of such additional resources should ensure that sessions are motivating 
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and enjoyable for both the Leader and the Reader and use of these resources can make a 

session last up to 30 minutes.  Smaller numbers of Years 12 & 13 pupils offer to help with 'in 

class' support, and the ALN Department will arrange this for a Year 7 class with a supportive 

and sympathetic tutor/teacher. 

 

THE ROLE OF SUBJECT DEPARTMENTS 

 

The following list is provided to the Literacy Co-ordinator in each department - they are then 

asked to illuminate each statement with examples of how their specific department offers 

such opportunities.  This helps towards embedding literacy strategies and opportunities 

within schemes of work and development plans.  Language skills are developed and enhanced in all 

curricular areas when: 

 

1) the activities integrate the different aspects of language. 

2) the activities have a flexible route or task order. 

3) the activities contain tasks which develop knowledge and understanding and others 

which develop problem solving skills. 

4) the activities have a balance between pure language and the applications of 

language. 

5) the activities have a balance between those which are short and succinct and those 

which are more open-ended and which take longer to complete. 

6) the activities try and use pupils' own prior knowledge, experiences, interests or 

questions as starting points or as further lines of development. 
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7) the activities have a balance between independent and group work. 

8) the activities consist of a variety of experiences, e.g. doing, observing, talking, 

listening, discussing with teachers and other pupils, reflecting, drafting, reading and 

writing. 

Staff encourages pupils to follow both verbal and written instructions accurately. 

9) pupils are asking and answering questions, giving precise instructions, information, 

and giving and receiving clear or simple explanations before and during the 

activities. 

10) pupils are encouraged to form clear intentions and purpose for their writing before 

they begin the activity. 

11) pupils present ideas, experiences, and understanding in the form of displays, dramas, 

publications or newsletters - these are excellent ways to aid parental liaison. 

12) pupils are developing reading skills using dramatic/role play. 

13) pupils are reading and writing for different observers, e.g. parents, friends, teachers 

and other adults. Pupils should use the appropriate language for specific situations 

and different people. 

14) pupils are using different methods to present information, e.g. written work, word 

processing and pictorial work. 

15) pupils' work involves others, e.g. teachers, friends, and peers in problem solving 

exercises. 

16) pupils' work involves sharing reading exercises with other children (group work or 

class work) or with a teacher/adult.  In the case of reading aloud in the classroom it 

is important that volunteers are asked for and that the occasion is looked upon as a 

learning exercise.  In a positive atmosphere and with a teacher that the pupils have 

confidence in even the poorest readers will feel confident to volunteer.  The length 

and exact nature of the section to be read should be matched to the known ability of 

the pupil.  If all comments are constructive then a pupil's confidence should grow. 

17) pupils' work involves evaluating information from a variety of books, CD ROMs, etc., 

in order to learn how information can be organised and preALN ted.  This would then 

encourage pupils to produce better quality work on their own, or when working with 

others. 
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18) pupils' work is evaluated, reviewed and discussed with other children and the teacher. 

The pupils should make recommendations about how the language is to be written 

down. 

19) pupils' work involves them in thinking about the quality of what they have read, and 

their own creative writing with either the teacher or the class. 

20) pupils use the conventions of effective discussion and conversation, e.g. taking turns 

and talking for an appropriate length of time. 

21) pupils' work involves keeping a folder of their own written/language work (from   

planning to the finished piece of work) in order to show progression, and to build upon their 

own achievements and development.  The progress of the pupil may then be discussed with 

the teacher, parents, other interested parties, and improvements noted.  Pupils may also 

discuss their folders with other members of the class.  This can involve talking about spelling, 

letter formation, sentence structure and the sequencing of words. 

22) staff implement whole school policies on spelling, reading and handwriting. 

Staff provides a glossary of words for each topic in order to aid correct spelling and 

understanding of the meanings/use of words.  The topic lists are also displayed on the      

walls of the classroom.  The Department's rooms each have a good stock of 

dictionaries. 

 

23) pupils' work is marked or discussed by a teacher who asks questions such as 'How?', 

'Why?' and 'When?', etc. to expand on the child's use of language.  (Teachers should 

also adhere to the whole school policies on 'Spelling' and 'Marking'). 

Staff gives clear explanations and effective questioning involving as many pupils as 

possible.  Staff takes account of an individual pupil's attainment when asking 

questions of an individual.  Staff also gives pupils time to think before answering and 

explore the reasons for wrong answers.  Questions should: 

 probe the pupils' understanding and identify misconceptions; 

 encourage pupils to extend and expand on their ideas and reasoning; 

 cause pupils to reflect on and refine their methods of working and ways of 

recording their work; 

 ask pupils to think of and explore different ways of approaching a problem; 

 prompt the pupils to generalise or to give examples that match a general 

statement. 

24) teachers ensure that there is language continuity. This can be done by reinforcing the 

links between curricular areas, and within and between different year groups. 



 47 

Staff refer to work in other subject areas, e.g. Humanities, Maths, Music, Languages, 

etc. whenever appropriate. 

25) teachers ensure that there is cross phase progression, possibly with the continuance 

of one piece of language work at the end of the School year.  This would also be 

appropriate for pupils who simply have a new teacher. 

26) teachers use a considerable amount of direct teaching and interactive oral work in 

whole class and group contexts. 

Effective direct teaching involves three major elements, i.e. demonstration, 

explanation and questioning.  [For questioning see 23) above] 

Demonstration: 

 staff can demonstrate how to scribe letters of the alphabet; 

 staff can demonstrate how to use a dictionary; 

 staff can demonstrate how to produce plurals; 

 staff can demonstrate the steps in the solution to a problem. 

Explanation: 

 staff can clarify and discuss why a particular method of rhyme or structure 

works; 

 staff can provide and explain the meaning of a literary term; 

 staff can explain the sections in the structure of a literary work. 

27) teachers are involved in a pro-active manner, i.e. not just when pupils are having 

difficulties. 

28) teachers regularly rehearse existing knowledge and skills with pupils to keep them 

fresh and familiar, including practising the instant recall of grammatical facts. 

29) teachers pay careful attention to the structured incremental development of literary 

vocabulary and the use of correct terminology and notation. 

30) teachers have high expectations of the pupils, e.g. for standards of accuracy and 

presentation. 

31) teachers regularly and systematically assess pupils so as to set pupil targets and to 

inform planning. 

32) teachers target available support to help those pupils whose needs are greatest. 

33) teachers set regular purposeful activities for homework. 
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34) teachers produce well-structured lessons which make good use of time and ensure 

that pace is maintained and minimum time is spent on class administration or control. 

35) teachers select and design resources with due consideration of reading age, 

suitability of content, text size, etc. 

 

WITHDRAWAL AND SUPPORT 

If it is suspected that a child may have special needs with respect to reading, writing, spelling, 

numeracy or general comprehension then the ALN Department will be contacted and 

requested to take appropriate steps and to offer support.  The Department encourages any 

such pupils to use their normal aids to speaking, listening, reading or writing.  In striving to 

meet individual needs, teachers make substantial and increasing efforts to provide any 

recommended computational, technological or other facilities, in order to adapt work spaces, 

equipment, instruments or furniture. 

Some pupils who are experiencing serious difficulties may be best helped in a more private 

and personal atmosphere where their specific difficulties can be addressed.  During 

withdrawal great emphasis is placed on the experience of reading and an extensive choice of 

reading material is available.  It is also important that progression is in 'small steps'. 

 

GIFTED PUPILS 

To ensure that pupils who have been designated as 'gifted' are appropriately challenged, 

teachers frequently modify the scale and/or the extent of the tasks with which they are 

presented.  In addition, such pupils are encouraged or required to read, write and talk about 

their work and to engage in discussions and/or to work with similarly 'gifted' pupils, either 

from this School or from some other in the locality or further field. 

EVALUATION 

A nominated governor for Literacy links the teaching staff with the Governing body.  

Effective monitoring/evaluation of the provision for literacy is dependent upon the 

maintenance of accurate and up to date records.  The criteria by which the monitoring and 

evaluation of the provision for literacy is undertaken are described below: 

PARENTS 

1. The % of parents who accept the proposal to put their child on the paired reading programme. 

2. The number of parents of ALN pupils who request that their child be educated at this school. 

3. The degree to which the pupils and parents have been consulted during annual reviews and 

transition plans. 
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4. Any pertinent feedback from pupils and parents - to include feedback from reports, letters, 

etc. 

5. Regular updating of the school prospectus with respect to the provision for literacy. 

 

PUPILS 

6. The number of IEPs in operation for pupils.. 

7. Pupil achievement, e.g. 

i. increase in Reading and Spelling ages over time; 

ii. Catch –up results/Read Write Inc; 

iii. standardised test scores; 

iv. the extent to which pupils have been able to access a broad and balanced 

curriculum (tangible improvements in examination results); 

v. year 11 comments to SMT questionnaire. 

8. The % of numbers pupils who pursue education after the age of 16 or who secure 

employment. 

9. Routine examination by the Governors of anonymous individual case studies. 

 

ASSESSMENT 

10. The extent to which current arrangements for early identification of pupils with 

literacy difficulties are working (increased staff awareness, decrease in numbers of 

pupils "not known" to have difficulties). 

11. The adequacy of current methods of assessing and recording progress (records, 

tangible improvements in scores and results). 

 

 

BUDGET/RESOURCE ALLOCATION 

12. The amounts of the budget (expressed as £ and %) allocated to literacy. 

13. Any appropriate adjustments in budget allocation to reflect changing needs and the 

extent to which extra support and different provision has been provided for pupils 

with literacy difficulties. 
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14. The extent to which additional provision, such as Catch up, has raised literacy 

standards. 

 

PLANNING 

15. The inclusion of literacy issues in development planning. 

16. Time allocated to planning for pupils with Additional Educational Needs. 

 

STAFF/INSET 

17. Involvement by all staff in INSET courses relating to literacy issues. 

18. Senior management involvement in literacy issues. 

 

INDEPENDENT REPORTS 

19. Analysis and publication of CONSORTIUM/ /LA Reports /Inspection Reports. 

 

The School's annual report contains a report of the effectiveness of provision and any 

amendments made or proposed over the year to our literacy policy.  Parents are encouraged to 

offer their views on the provision for literacy at the annual meeting for parents which is 

arranged by the Governing body. 

Reading Development 

 

ASSESSMENT & TESTING 

All Yr. 7 pupils complete group tests on reading, comprehension, spelling and a non-verbal 

reasoning.  (Please see Appendix for details of the tests).  Very low scores in each of these 

areas will indicate where extra help is needed or at least that further investigation is required.  

Discrepancies between non-verbal, verbal and spelling ages also highlight specific areas 

which may require attention.  Pupils with more severe difficulties complete diagnostic tests to 

indicate more specifically areas of difficulty and guide the learning support tutor in planning 

and implementing an appropriate programme. 

 

WITHDRAWAL AND SUPPORT 
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The ALN Department adopts an eclectic approach to the teaching of reading embracing 

phonics, sight vocabulary and the 'whole book' approach.  Letter sounds, blends and digraphs 

are taught in a variety of ways, e.g. through modelling/shaping and by the teacher during 

reading.  

 

Pupils who are experiencing serious difficulties in reading, comprehension and spelling may 

be best helped in a more private and personal atmosphere where their specific difficulties can 

be addressed.  During withdrawal great emphasis is placed on the experience of reading and 

an extensive choice of reading materials are available.  It is important that progression is in 

'small steps' and two 'programmes/series' of books have proved popular. 

 

The first series of books is appropriate in that the story lines, interest level and illustrations 

appeal to older (and 'streetwise') pupils.  The vocabulary is simple and repetitive and builds 

confidence.  The books are finely graded according to reading age and small step progression 

is possible.  Some supporting materials have been produced which encourage slow learners to 

practise and gain confidence in a range of skills needed in typical classroom work. 

 

The Department has invested heavily in another reading series which is a reading programme 

consisting of 30 reading booklets.  There are 5 levels of difficulty.  The books are well 

illustrated, lively and develop characters making them motivating to read for pupils aged 11-

13 years.  .  The Programme provides an extensive varied range of follow-up materials, 

including - cloze procedures, word wall, basic comprehension, sequencing, observation skills, 

crosswords, recall, etc.  The Scheme is an excellent 'whole book' approach.  Spelling 

programmes accompany each level. 

 

THE PAIRED READING PROGRAMME 

The ALN Department has operated the above programme for the last five years – see separate 

policy. 

Where and what to read: 

Both Reader and Leader should be able to concentrate without interruptions.  Reading 

material need not necessarily be in the form of books - newspapers or magazines may be 

suitable if they contain items of interest to the child.  It is important that the child enjoys what 

s/he is reading.  It is not always easy to find just the right level of material, especially to 

begin with.  The text should not be too difficult in order to allow for the child to experience a 

sense of success.  Very weak readers are helped by larger print and by illustrations which 

provide contextual clues.  Where two copies are not available, the text should be in front of 

the child with the Leader looking over.  Most children enjoy the books of Roald Dahl, 
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Gillian Cross, Robert Swindell, Sue Townend, etc.  There are some very good modern 

authors to choose from, once the child is reading with confidence. 

 

How to read: 

First decide on the signal the Reader will give when he/she wishes to read aloud alone.  A 

tap on the arm or a slightly raised hand will suffice.  The Leader stops reading aloud with the 

child when this signal is given.  If the child stops at a difficult word, allow a moment (about 

four seconds is enough) for them to scan and build the word before the Leader intervenes.  If 

the child makes a correct "guess'' from hearing the official sound or string of letters sounded, 

then provide these "clues" before saying the word, and joining in again.  Reading should be at 

a steady pace which gives the child the opportunity to read the words for him/her and not to 

simply echo the Leader.  If the child is reluctant to give the signal, the Leader may stop 

reading when it is felt that the child is reading fluently enough to cope alone. 

 

It helps to keep a bookmark handy for marking the page at the end of each session.  A diary is 

kept in which notes can be made of any words which the child consistently fails to read - this 

can be used as a teaching point or reminder for each session.  With regular practice, help and 

encouragement there should be real improvements within six weeks, and the child may not 

need the programme beyond fifteen weeks.  Parents also contribute to the Paired Reading 

programme.  It is all too easy for a concerned Leader (especially a parent) to convey the 

anxiety about their child's reading difficulties.  This is perfectly normal, but the Leader 

should try to encourage and praise what is positive rather than draw attention to or worry 

about what is wrong.  There is also a selection of phonic games, educational computer 

software and opportunities for the Reader to practise spellings, to conduct comprehension 

and problem solving exercises.  The use of such additional resources should ensure that 

sessions are motivating and enjoyable for both the Leader and the Reader and use of these 

resources can make a session last up to 30 minutes.   

 

Spelling Development 

INTRODUCTION 

Perhaps the most important aspect of helping to improve spelling is to try to ensure that 

pupils do not see themselves as poor spellers who cannot be taught how to improve.  It may 

be that they do not have a good memory for certain things, such as the order in which letters 

should go.  However with commitment and hard work from the pupil, the right kind of help, 

lots of support and encouragement, and a belief that they can learn to spell better, many will 

become competent spellers.  If spelling is not taught well, pupils' written work may 

deteriorate, i.e. they may become worse at using their existing knowledge about word 

structure and dealing with new words.  The teaching process emphasises small steps and 
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pupil success.  The Department sees the development of a positive self-concept central to the 

learning process. 

There are some fundamental principles on which this policy is based:- 

 correct spelling is crucial in any form of written work, be it hand written or computer 

generated. 

 spelling is a skill that can be taught and learnt. 

 spelling failure can occur throughout the ability and age range. 

 all pupils can improve on their spelling as long as: 

i. they are shown how. 

ii. they are willing to learn. 

iii.  they have confidence in their ability to improve and do not see themselves as poor 

spellers. The dangers of the self-fulfilling prophecy cannot be over-stressed. 

 

 

ASSESSMENT 

All pupils entering Year 7 complete a 'Young’s Spelling Test'.  Spelling ages are compared 

with reading ages and non-verbal test scores.  Specimens of the pupil's written work are 

considered when making a decision whether to provide support.  Pupils likely to receive 

support are generally functioning at National Curriculum (English) Key Stage 3 AT4 levels 2 

and 3. 

A Diagnostic Spelling Test is administered to pupils receiving support providing information 

needed to set up an individual Spelling Programme to be followed over a number of weeks. 

 

IMPROVING SPELLING 

A variety of methods may be used to help pupils improve their spelling skills.  However 

praise should always be given for content, ideas and effort to increase the pupil's ALN se of 

achievement and motivation. 

 

BASIC SIGHT LIST 

Many common words are irregular in their spelling.  The most frequent type of error made by 

poor spellers is a phonetic approximation.  The Department has produced a booklet of 

frequently used words in children's writing.  Pupils are taught how to 'look it up, recite it, 
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cover it up, write it up, and check again'.  Parents are encouraged to use the booklets with 

their children.  If an individual finds the booklet too difficult a short list of one syllable words 

are provided for them to learn. 

 

PHONICS 

Regular spellings may be sounded out syllable by syllable for a long word and sound by 

sound if the word is monosyllabic. 

 

SPELLING RULES AND EXCEPTIONS 

These should only be used where appropriate - particularly with pupils with specific learning 

difficulties.  As a general rule do not try and learn lots of spelling rules there are only about 

six which are really useful, i.e.  

i. Short words ending in 1, s or f, double the last letter, e.g. tell, fuss. 

ii. No English word has a "q" without a "u", e.g. question, squeeze. 

iii. No English word ends in v. 

iv. a) To make a word ending in a vowel + "y" plural, add an "s", e.g. toy - toys. 

b) To make a word ending in a consonant + "y" plural, change "y" to "ies", e.g. 

try/tries. 

N.B. This also applies when adding "ier", e.g. heavier, or "iest", e.g. easiest. 

v. Some words have a silent "e", e.g. hope, pine. 

vi. "i" before "e" except after "c", e.g. believe, receipt.  This is a useful rule but as it is 

stated it is not always adhered to, e.g. achieve, protein, nucleic acid.  However many 

exceptions will not normally be encountered until later secondary school and will not 

affect many ALN pupils. 

 

 

 

PREFIXES AND SUFFIXES 

Games and exercises are used to help pupils become familiar with the concept of prefixing 

and suffixing. 
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LETTER STRINGS 

The ALN Department has produced a booklet aimed at encouraging pupils to practise letter 

patterns.  The ability to generalise these skills is learned.  Rhymes are used to help 

organisation and memory. 

 

HOMOPHONES 

Pupils are encouraged to develop a visual approach in mastering these.  Games exercises and 

computer software are useful in this context. 

An individual spelling dictionary is compiled by teacher and pupil including subject specific 

words alongside a basic sight list of common words.  When considered appropriate a pupil 

may be given a special short dictionary for use in class.  There are sections for the 

teacher/pupil to write in spellings not included and some personal details. 

 

SELF-VOICE ECHO 

Using a tape recorder to say the word to split it into syllables - to spell it out, and then to 

replay the word a number of times - writing it down and checking the spelling. 

 

 

MULTI-ALN SORY APPROACH 

Saying words out loud - sounding out each syllable - tracing the word with finger writing 

over a word or wooden letters.  Give kinaesthetic feedback and feel the flow of letter/word 

formation writing in a tray of sand or salt. 

 

PROJECTS AND STORY WRITING 

Projects and story writing are a motivating way of encouraging children to express their 

creative thoughts.  They also offer opportunities to improve spelling.  Pupils are encouraged 

to check spellings (does it look right?) to look for words within words, patterns/shapes of 

words to use pneumonic, word pictures to mispronounce words to aid spelling, e.g. minute 

and Wednesday. 
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PROOF READING 

Pupils are encouraged to identify a small number of mistakes in their own work and correct 

them.  A few recurring errors may be selected for further study. 

Errors in work can be analysed by the use of two categories:  

 Errors involving phonic approximations suggest a pupil may have fairly good 

sound/symbol correspondence but a weak visual memory and is unable to remember 

how a word should look. 

 Errors reflected in the appearance of words (letters in the wrong order - less readable) 

suggest weak, auditory analysis capability.  The pupil is unsure of sound symbol 

correspondence and has difficulty in hearing constituent sounds in words.  N.B. Pupils 

may fall into both categories. 

 

Opportunities should be taken in every curriculum area to promote a positive approach 

towards more accurate spelling.  Every teacher must be aware of the importance of creating 

opportunities for pupils to improve their spelling.  Pupils will obviously learn some language 

which is specific to particular subject areas, e.g. polygon, chemical, volcano. 

It is also important that the School has clear, manageable whole school policies on 'spelling' 

and 'marking' which involve the parents as far as possible. 

Handwriting development 

In order to satisfy the National Curriculum target levels, pupils are taught how to form and 

join each letter of the alphabet and to write in a legible cursive script.  Our aim is for pupils to 

achieve legible, flexible and efficient handwriting.  At the same time, we remain sensitive to 

the natural handwriting style which may have already developed and recognise this as a sign 

of maturity.  Early diagnosis is followed by a systematic method of improving the 

handwriting - it is an approach where stages can be subdivided and taught slowly and 

repetitively.  Diagnosis is made by observing the following points: 

a. posture; 

b. position in relation to desk; 

c. positioning of the paper; 

d. noticing whether the writing is relaxed; 

e. noticing whether the pressure is correct - not too much or too little; 

f. the pen should be held lightly, about an inch from the point between the thumb and 

first finger with the middle finger giving support; 
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g. the formation of letters should be in the correct direction, e.g. clockwise or anti-

clockwise; 

h. noticing whether the methods of joining are appropriate or inappropriate. 

 

Some children are given a triangular pencil sleeve to correct a faulty grip and to help position 

the grip properly.  Salt trays, felt tips, blackboard and chalk are used in multi-sensory 

approaches - the larger motor movements help children with poor co-ordination and aids 

motor memory. 

The development of flowing connected handwriting is related to success in spelling.  Poor 

spellers tend to write in a hesitant, disconnected and non-rhythmical way. 

 

The ALN Department uses the Nelson 'writing scheme' designed specifically for pupils 

whose handwriting difficulties are hindering their progress.  The set of books and worksheets 

take pupils back to basics.  By attention to letter patterns and letter formation, a comfortable, 

legible handwriting style hopefully will emerge with practice.  Further exercises in real life 

writing such as making lists and filling in forms as well as writing for different areas of the 

curriculum are part of this scheme. 

The Berol handwriting scheme is also available for some pupils.  This scheme uses a cursive 

script which leads to the pupil developing a joined, looped handwriting style.  This script is 

particularly useful for dyslexics as each word can be written as a continuous flow, helping the 

dyslexic to understand the idea of spaces between words.  It is an alternative scheme useful as 

a fundamental part of a remedial programme. 

We are aware that left-handers have different needs from right-handers.  Care should be taken 

in lighting, seating and correct writing tools.  Allowance needs to be made for appropriate 

space and for the paper to be placed to the left side of the writer.  Pens with special nibs for 

left-handers are recommended, although a normal fibre-tip handwriting pen is suitable.  It 

should always be recognised that extra time might be needed for left-handers to complete 

tasks. 

 

Careful presentation enhances the content of written work, and pride in well presented work 

can be a powerful incentive to overall learning.  Clear writing also helps retention and recall 

of words in reading and spelling.  Therefore by following the methods already stated, it is the 

aim of the Department to raise the standards of handwriting and thus improve the self-esteem 

of all the pupils whom we teach. 
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Designing and choosing resources-Literacy and Numeracy 

Great care must be taken when staff design or select resources for use in the classroom.  

Specific criteria will need to be met with specific teaching groups although the following 

general points indicate good practice.  In addition to the following criteria differentiation 

within the classroom is essential if all pupils are to be enabled to reach their true potential.  

Reference should therefore be made to both the School and Department policies on 

Differentiation. 

 

Assessing the Readability/Reading Age 

Staff should only purchase books/resources that have a stated reading age that is appropriate 

to the target pupil group.  If the reading age is not stated then one of two methods should be 

used to ascertain the reading age: 

1. Use Flesch/Kincaid reading age for your own worksheets and/or perform a 

'readability' test. 

2. Use a very simple readability test which can be carried out to ascertain whether a 

child can read a textbook and to what extent help may be required. 

 Select a passage from the book (about 200 words). 

 Omit at regular intervals every 5th or 6th word. 

 Instruct the pupil to read the passage and fill in words that make complete 

sense. 

A 60% or above accuracy means that the pupil can use the book without any 

help. 

Between 40% and 50% means that the pupil could use the book with some 

help. 

Below 40% means that the book is too difficult for the pupil. 

 

If there appears to be more than one suitable book, then the pupils should be asked which 

they prefer to use. 

 

The following criteria should be considered when deciding upon the structure and content of 

the final publication - this applies equally to resources produced by publishing houses and to 

those produced within the School. 
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Have you considered the pupils' needs? 

 consideration must be given to pupils with Additional Educational Needs; 

 discuss the structure/suitability with the ALNCo 

 try and introduce new concepts within familiar contexts and/or settings; 

 provide plenty of clues, cues, examples and opportunities for repetition and 

reinforcement; 

 use small learning steps; 

 give plenty of opportunities for success - this can be linked to a Record of 

Achievement; 

 allow for the non-artistic, e.g. tracings, dry transfer, copyright-free books. 

 

Have you prepared the pupils adequately? 

 before asking a pupil for a piece of formal work, allow opportunities for discussion 

and for expressive writing; 

 allow opportunities for making notes, drafting and redrafting before the final version 

– homework is an ideal opportunity for such work; 

 refer only to other written materials that are within the pupil's reading ability; 

 use material that is within or close to the child's experience. 

 

Does the page layout facilitate accessibility, meaning, structure and learning? 

 use a simple, uncluttered layout; 

 regularly present t information in a visual form rather than in written form, e.g. illustrations, 

cartoons, flow-charts, tables.  Such visual information should be as near to the 

relevant text as is possible; 

 use a maximum of two fonts per page and avoid serif (tailed) fonts; 

 a series of illustrations is better than containing too much information in one 

illustration; 

 avoid too large an area of unrelieved print and have a good balance between text, 

illustrations and white space.  White space can be wide margins, the space (frame) 

around illustrations and wider spacing between lines when key points are listed; 
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 make use of double and triple columns of text; 

 use horizontal and vertical layouts; 

 have continuity and comparability of styles of lettering; 

 avoid excessive numbering of points and paragraphs; 

 give adequate information and clear, unambiguous instructions; 

 contain built-in check points at which every pupil will receive constructive feedback 

from you; 

 have only one main teaching/learning point to the page; 

 clearly differentiate between different types of instructions and tasks by use of bold, 

italics, etc. 

 

Have you considered the sentence/text construction? 

 the resource must be written in language that is easily understood by the pupils; 

 highlight and explain new words - enclose a glossary of words/terms; 

 use short sentences and simple sentence structures; 

 use words with as few syllables as possible; 

 avoid ambiguous words, phrases and instructions; 

 used typed text not hand written; 

 use large print that is compatible in size with the pupil's own handwriting; 

 try and have about ten words per line; 

 avoid using all 'upper case' writing, e.g. when writing labels and making posters. 

 

 

 

Evaluation 

A couple of individuals will often produce a better quality resource than an individual author.  

The suitability of resources should be reviewed at department meetings and changes made to 

the scheme of work as is deemed appropriate. 
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General Literacy Skills 

A variety of techniques/strategies for the effective use of texts (from across the Curriculum) and 

associated activities are often referred to as DARTs (Direct Activities Related to Text).  These 

strategies are suitable for various types of curriculum texts including literature.  Many can be adapted 

to suit the age and ability of the child and can be introduced in any order as suitable opportunities 

arise. 

 

AIMS/OBJECTIVES: 

 to develop a framework for a more systematic approach to using texts 

effectively; 

 to encourage a reflective and lively response from the children to texts. 

 

The activities support the development of general literacy skills when: 

 they are teacher directed for a specific purpose; 

 children are getting real practice in reading, spelling and writing; 

 children are getting real practice in thinking, asking questions and discussion; 

 they require group involvement, e.g. when they act as a stimulus for 

discussion. 

 

Typical activities. 

(a) Underlining and labelling diagrams: 

 enables pupils to physically pin down important parts of texts; 

 even the simplest activity involves classification of some kind; 

 it is useful for picking out ideas buried in the text. 

 

(b) Sequencing: 

 focuses attention on logical order; 

 pupils can actively rehearse the stages and relate them to each other; 
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 the segments need to be cut at appropriate points; 

 take care to ensure that the segments are the same size; 

 helps to focus attention on syntactical (grammatical) cues. 

(c) Completion of 'Cloze' word exercises/sentences: 

 requires careful consideration when making deletions; 

 too many deletions result in tasks which are either too difficult or boring; 

 it is essential that this activity includes discussion. 

(d) Diagrammatic models: 

 bring out aspects of texts not apparent in any other reading of texts, e.g. 

reading the lines, between and beyond the lines.  Spider graphs; 

 can form a useful basis for summary and revision purposes. 

(e) Prediction of text: 

 focuses attention on logical order; 

 gives pupils opportunities to actively rehearse the stages and relate them to 

each other; 

 children are encouraged to justify their responses and challenge the responses 

of others. 

(f) Word games - can be in the form of word searches or crosswords with associated 

activities. 

(g) Question and answer activities - to include multiple choice and associated 

discussion. 

(h) Writing captions 'speech balloons' - avoids rigid grammatically structured writing. 

(i) True versus false sentences. 

(j) Reorganise mixed up sentences and matches sentence halves. 

(k) Substitution of words and phrases. 

 

Developing general numeracy skills 

INTRODUCTION 
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Numeracy can be defined simply as 'the ability to use numbers, especially in arithmetical 

operations'.  In the educational sphere it must also incorporate other aspects of mathematics – 

correspondingly this policy refers to the development of more general mathematical skills 

rather than those described by a narrow definition of numeracy.  Children come to school 

with very different mathematical experiences, capabilities and skills.  Some start with the 

ability to perform many basic arithmetical skills and are familiar with calculators, computers, 

etc.  Others have very little knowledge and poor mathematical skills.  It is important that 

teachers use a child's experiences/skills in order to develop and improve their capabilities - 

the School's schemes of work reflect this. 

Proficiency in Mathematics is an essential core skill to develop.  It can be in the form of 

mathematical comprehension shown when speaking, listening, reading or writing.  In addition 

to the more formal methods of teaching mathematics, mathematical skills are taught within a 

variety of curricular contexts by meaningful and relevant activities.  It is not only essential for 

pupils to acquire proficiency in basic arithmetical computation, but necessary for them to 

understand the processes they are using, and to be able to apply them constructively in 

unfamiliar situations, e.g. it is not enough for pupils to learn tables, they need to have had a 

whole range of experiences grouping numbers.  It is important to provide opportunities for 

the exploration of order, patterns and relationships which form the basis of mathematics.  

Only then can we ensure pupils enjoy mathematics and numeracy in all their forms. 

Well structured lessons and courses of study will enhance a pupil's numerical and 

mathematical ability and will support attainment in the N.C. Mathematics.  However, a 

department cannot operate effectively to raise standards unless there are clear Whole School 

targets for raising standards, a realistic plan for achieving them and regular evaluation of the 

School's progress towards those targets.  At the Department level the HOD systematically 

monitors the staff's lesson plans, teaching and assessment of numerical/mathematical work.  

Mathematical and numerical cognitive development must be a continuous learning process, 

and not be confined to any one particular Key Stage.  It can be assessed across a broad range 

of activities.  Certain skills can be revised continuously in order to refine pupils' development 

of numeracy. 

 

AIMS 

a. The Department aims to contribute towards the development of good mathematical 

skills and a level of numeracy that enables pupils to: 

 have an interest in solving numerical problems, e.g. problems involving 

money or measures and those including non-routine problems; 

 gather numerical information by counting and measuring; 

 suggest suitable units for measuring, and make sensible estimates of 

measurements; 
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 select the most appropriate method to gather numerical information; 

 present numerical information in various ways, e.g. graphs, charts and tables; 

 select the most appropriate mode of presentation for numerical information; 

 comprehend the size of a number and where it fits into a number system; 

 apply what they already know in order to work out answers by mental 

calculations; 

 calculate accurately, both mentally and with pencil and paper, drawing on a 

range of calculation strategies; 

 recognise when it is/is not appropriate to use a calculator; 

 explain methods and reasoning using correct mathematical terminology; 

 explain and make predictions from the numbers in graphs, charts and tables; 

 apply different strategies to check answers or to verify accuracy; 

 use fast mental recall of number facts, e.g. number bonds, times-tables, 

doubles and halves. 

 To support the Whole School's move towards more interactive teaching with whole 

classes and groups. 

 To support the Whole School's management of numeracy through target setting linked 

to systematic action planning, monitoring and evaluation. 

 To help the Department to audit its provision for numeracy. 

 To identify specific needs such as the need for out-of-school courses and in-school 

support for professional development. 

 

 

 

RESPONSIBILITIES & PERSONNEL 

1) The person responsible for co-ordinating the provision for numeracy across the school 

is Mrs Claire Price. 

2) Each department has a Key Skills Co-ordinator. 

3) All staff share responsibility for the raising of numeracy standards at the School 

during the course of their day to day teaching and implementing this policy. 
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6) Where appropriate, given willingness and the ability to do so, parents may be enlisted 

to help with numeracy practice at home. 

 

IDENTIFICATION & ASSESSMENT OF SPECIAL NEEDS 

1) In accordance with the Transfer Scheme, cross phase liaison between the School and 

its feeder schools begins in Year 6, during which visits are made by the Learning 

Champion Year 7. 

2) Feeder schools provide both pastoral and academic information on pupils, including 

Key Stage 2 SATs scores in English, Maths and Science, and reading ages taken from 

reading tests administered during the Easter term of Year 7. 

3) All this information is disseminated to all teaching staff via class lists at the beginning 

of the academic year.   

4) On arrival at the School in September as Year 7, all pupils complete the MALT 

Assessment test. 

5) Test results are used to identify those pupils who appear to be underachieving. 

6) Revised information is passed to teaching staff as soon as possible, but at any rate not 

later than the autumn half term. 

7) Late admissions in any year group are immediately referred to the Mathematics 

Department for assessment using appropriate standardised tests for numeracy.  Scores 

are passed to Learning Champions who have responsibility for liaison with Heads of 

Department in order to place pupils in the most appropriate teaching sets. 

8) Any pupil whose numeracy skills are causing concern, in that they are deemed not to 

be coping with the curriculum, and who has not hitherto been identified as having 

problems, may be referred to the Learning Support Department at any time by a HOF 

or HOY for assessment. 

9) In all instances, parents/guardians are informed of performance via the School's 

standard reporting procedures (annual written report and parents' evening), and of special 

concern, advice and provision by letter as necessary 

PROVISION 

The School offers a variety of provision matched to need in support of pupils with numeracy 

needs, in order to raise numeracy standards. These include: 

1, Smaller teaching sets (below 20) for pupils with numeracy difficulties; 

2. Small discrete groups for pupils with significant learning difficulties 
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3. Various computer programmes which have been set up on computers in the new 

Mathematics department such as the programme Ten Ticks. 

4. Individual departmental provision, including differentiated materials and teaching 

styles. Departmental documentation should include policy towards pupils with 

Additional Educational Needs , including numeracy difficulties. 

5. The Maths department takes lead responsibility for teaching mathematics and 

numeracy.  It continues to invest heavily in high interest, controlled vocabulary 

reading material suitable for secondary phase pupils.   

 

THE ROLE OF SUBJECT DEPARTMENTS 

The following list is provided to the Key Skills Co-ordinator in each department. Numeracy 

skills are developed and enhanced in all curricular areas when: 

1) there is continuity across the School Curriculum. 

2) the activities integrate the different aspects of mathematics. 

3) the activities have a flexible route or task order. 

4) the activities contain tasks which develop knowledge and understanding and others 

which develop problem solving skills. 

5) the activities have a balance between pure mathematics and the applications of 

mathematics. 

6) the activities have a balance between those which are short and succinct and those 

which are more open-ended and which take longer to complete. 

7) the activities try and use pupils' own prior knowledge, experiences, interests or 

questions as starting points or as further lines of development.  These can be studied 

as real life situations. 

8) the activities have a balance between independent and group work. 

9) the activities consist of a variety of experiences, e.g. doing, observing, talking, 

listening, discussing with teachers and other pupils, reflecting, drafting, reading and 

writing. 

10) the activities require the use of mental arithmetic and written calculations. 

11) the activities use a range of mathematical tools, e.g. computers, calculators, abacus, 

protractor, etc., and pupils are given a chance to select equipment and skills. 

The Department's rooms each have a good stock of calculators and other tools.  Graph 

paper and computers are always available. 
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12) pupils are asking and answering questions, giving precise instructions, information, 

and giving and receiving clear or simple explanations, developing reasoning skills, 

and making predictions. 

13) pupils present ideas, experiences, and understanding in the form of displays, 

publications or newsletters - these are excellent ways to aid parental liaison. 

14) pupils are reading and writing mathematical ideas for different observers, e.g. 

parents, friends, teachers and other adults. 

15) pupils are using different types of media to present information, e.g. written work, 

word processing, and pictorial work.  Much early work will be purely practical. 

16) pupils' work involves others, e.g. teachers, friends, and peers in problem solving 

exercises. 

17) pupils' work involves sharing reading exercises with other children (group work) or 

with a teacher/adult, in order to build up mathematical vocabulary, and to use 

symbols for calculations. 

18) pupils' work involves evaluating information from a variety of books, CD ROMs, etc., 

in order to learn how information can be organised and presented.  This would then 

encourage pupils to produce better quality work on their own, or working with other 

pupils. 

19) pupils' work involves evaluating and reviewing a piece of work in discussion with 

other children and the teacher, making recommendations about how the mathematics 

is written down. 

20) pupils' work involves keeping a folder of their own mathematical work (from planning 

to the finished piece of work) in order to show progression, and to build upon their 

own achievements and development.  The progress of the pupil may then be discussed 

with the teacher, parents, other interested parties, and improvements noted.  Pupils 

may also discuss their folders with other members of the class. 

21) staff implement a whole school policy on graphs and mental/written computational 

matters. 

22) pupils work is marked or discussed by a teacher who asks questions such as 'How?', 

'Why?' and 'When?', etc. to expand on the child's use of mathematics.   

Staff give clear explanations and effective questioning involving as many pupils as possible.  

Staff take account of an individual pupil's attainment when asking questions of an individual.   

Staff also give pupils time to think before answering and explore the reasons for 

wrong answers.  Questions should: 

 probe the pupils' understanding and identify misconceptions; 
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 encouraging pupils to extend and expand on their ideas and reasoning; 

 cause pupils to reflect on and refine their methods of calculation and ways of 

recording their work; 

 ask pupils to think of and explore different ways of approaching a problem; 

 prompt pupils to generalise or to give examples that match a general statement. 

23) teachers ensure that there is mathematical continuity.  The School has a core scheme 

which will be followed throughout the School.  It will be the basis for a pupil's work.  

This can also be done by reinforcing the links between curricular areas, and within 

and between different year groups. 

24) teachers ensure that there is cross phase progression, possibly with the continuance 

of one piece of mathematical work at the end of the School year.  This would also be 

appropriate for pupils who simply have a new teacher. 

25) teachers produce well-structured lessons which make good use of time and ensure 

that pace is maintained and minimum time is spent on class administration or control. 

26) teachers use a considerable amount of direct teaching and interactive oral work in 

whole class and group contexts. 

Effective direct teaching involves three major elements, i.e. demonstration, 

explanation and questioning.  [For questioning see 22) above] 

Demonstration: 

 staff can demonstrate how to scribe numerals; 

 staff can demonstrate how to use a ruler to measure; 

 staff can demonstrate how to add on by bridging through 10 on a number line; 

 staff can demonstrate how to multiply a three-digit number by a two-digit 

number; 

 staff can demonstrate how to label a graph or select a type of graph; 

 staff can demonstrate the steps in the solution to a problem. 

Explanation: 

 staff can clarify and discuss why a particular method of calculation works; 

 staff can provide and explain the meaning of a mathematical term; 

 staff can explain the steps in the solution to a problem. 
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27) teachers are involved in a pro-active manner, i.e. not just when pupils are having 

difficulties. 

28) teachers regularly rehearse existing knowledge and skills with pupils to keep them 

fresh and familiar, including practising the instant recall of number facts. 

29) teachers place an emphasis on mental calculation. 

30) teachers pay careful attention to the structured incremental development of 

mathematical vocabulary and the use of correct terminology and notation. 

31) teachers have high expectations of the pupils, e.g. for standards of accuracy and 

presentation. 

32) teachers regularly and systematically assess pupils so as to set pupil targets and to 

inform planning. 

33) teachers target available support to help those pupils whose needs are greatest. 

34) teachers set regular purposeful activities for homework. 

35) teachers accept that knowing numerical facts off by heart and performing mental 

calculations are mutually supportive and facilitate the development of numeracy. 

36) teachers select and design resources with due consideration of reading age, 

suitability of content, text size, etc. 

 

GIFTED PUPILS 

To ensure that pupils who have been designated as 'gifted' are appropriately challenged, 

teachers frequently modify the scale and/or the extent of the tasks with which they are 

presented.  In addition, such pupils are encouraged or required to read, write and talk about 

their work and to engage in discussions. 

EVALUATION 

A nominated governor for Numeracy links the teaching staff with the Governing body.  

Effective monitoring/evaluation of the provision for numeracy is dependent upon the 

maintenance of accurate and up to date records.  The criteria by which the monitoring and 

evaluation of the provision for numeracy is undertaken are described below: 
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PARENTS 

1. The % of parents who accept the proposal to put their child on the numeracy support 

programme. 

2. The number of parents of ALN pupils who request that their child be educated at this 

school. 

3. The degree to which the pupils and parents have been consulted during annual 

reviews and transition plans. 

4. Any pertinent feedback from pupils and parents - to include feedback from reports, 

letters, etc. 

5. Regular updating of the school prospectus with respect to the provision for numeracy. 

PUPILS 

6. The number of IEPs in operation for pupils. 

7. Pupil achievement, e.g. 

i. increase in NFER numeracy scores over time; 

ii. the extent to which pupils have been able to access a broad and balanced 

curriculum (tangible improvements in examination results); 

8. The % of numbers pupils who pursue education after the age of 16 or who secure 

employment. 

9. Routine examination by the Governors of anonymous individual case studies. 

ASSESSMENT 

10. The extent to which current arrangements for early identification of pupils with 

numeracy difficulties are working (increased staff awareness, decrease in numbers of 

pupils "not known" to have difficulties). 

11. The adequacy of current methods of assessing and recording progress (records, 

tangible improvements in scores and results). 

BUDGET/RESOURCE ALLOCATION 

12. The amounts of the budget (expressed as £ and %) allocated to numeracy. 

13. Any appropriate adjustments in budget allocation to reflect changing needs and the 

extent to which extra support and different provision has been provided for pupils 

with numeracy difficulties. 

14. The extent to which additional provision has raised numeracy standards. 
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PLANNING 

15. The inclusion of numeracy issues in development planning. 

16. Time allocated to planning for pupils with Additional Educational . 

STAFF/INSET 

17. Involvement by all staff in INSET courses relating to numeracy issues. 

18. Senior management involvement in numeracy issues. 

INDEPENDENT REPORTS 

19. Analysis and publication of Estyn/ESIS/LEA reports. 

 

The School's annual report contains a report of the effectiveness of provision and any 

amendments made or proposed over the year to our numeracy policy.  Parents are encouraged 

to offer their views on the provision for numeracy at the annual meeting for parents which is 

arranged by the Governing body. 
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Section 10. 
 
Section ten encompasses how students with ALN engage in the activities of the school 

together with students who do not have ALN. It includes inclusion details.  

 

Inclusion 
 

INTRODUCTION 

The School has a responsibility to provide a broad and balanced curriculum for all pupils.  

The National Curriculum is seen as a starting point for planning a school curriculum that 

meets the specific needs of individuals and groups of pupils.  Although this policy is 

extensive in its scope a more comprehensive view of 'Inclusion' can only be achieved after 

reference to the policies on attendance/truancy, working with agencies (e.g. EIOs), pastoral 

care, equal opportunities, differentiation, developing numeracy and literacy, provision for 

gifted and talented children, etc. 

There are three principles which are essential to developing a more inclusive curriculum: 

1) Setting suitable learning challenges. 

2) Responding to pupils' diverse learning needs. 

3) Overcoming whole school and subject specific barriers to learning and assessment for 

both individuals and groups. 

 

In addition to the strategies outlined in this policy the School has worked towards a more 

inclusive curriculum by: 

 offering pupils other curricular opportunities outside the national curriculum, e.g. 

speech and language therapy and mobility training; 

 taking into account any gaps in a pupil's learning resulting from missed or interrupted 

schooling, e.g. pupils who are, or have been, travellers, refugees, in care, suffering 

from long-term medical or degenerative conditions; 

 implementation of Individual Education Plans (IEPs) across the curriculum.  This 

programme is involving all areas of the school in addressing pupils' individual needs. 

 

However, this policy is concerned with the provision of effective learning opportunities for 

all pupils and outlines how staff attempts to modify the National Curriculum programmes of 

study to provide all pupils with relevant and appropriately challenging work.   

 

SECTION 1  SETTING SUITABLE LEARNING CHALLENGES 

 

Teachers should aim to give every pupil the opportunity to experience success in learning and 

to achieve as high a standard as possible.  The National Curriculum programmes of study set 

out what most pupils should be taught at each key stage - but teachers should teach the 

knowledge, skills and understanding in ways that suit their pupils' abilities.  This may mean 

choosing knowledge, skills and understanding from earlier or later key stages so that 

individual pupils can make progress and show what they can achieve.  Where it is appropriate 

for pupils to make extensive use of content from an earlier key stage, there may not be time 

to teach all aspects of the age-related programmes of study. 

Good practice would suggest that if successful application of the three principles of Inclusion 

is addressed then this should minimize the need for aspects of the National Curriculum to be 

disapplied for a pupil. 
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For pupils whose attainment falls significantly below the expected levels at a particular key 

stage, a much greater degree of differentiation may be necessary.  Special needs should be 

identified and barriers to learning and assessment removed as much as is possible.  However, 

after all reasonable measures to remove barriers to learning and assessment have been taken it 

may still be necessary to discount certain aspects of the NC level descriptors when required 

to make a judgement regarding that pupil's achievement. 

 

For pupils whose attainments significantly exceed the expected level of attainment within one 

or more subjects during a particular key stage, teachers will need to plan suitably challenging 

work.  As well as drawing on materials from later key stages or higher levels of study, 

teachers may plan further differentiation by extending the breadth and depth of study within 

individual subjects or by planning work which draws on the content of different subjects. 

 

SECTION 2  RESPONDING TO PUPILS' DIVERSE LEARNING NEEDS 

 

When planning, teachers set high expectations and provide a variety of opportunities within 

which all pupils can achieve some success.  Planning should take account of the prior 

knowledge and experiences that pupils bring with them to school, e.g. cultures, languages, 

interests and abilities all influence the way in which pupils learn.  Teachers plan their 

approaches to teaching and learning so that all pupils can take part in lessons fully and 

effectively.  Whole school and subject specific barriers to learning and assessment (for both 

individuals and groups) must be overcome if pupils are enabled to participate effectively in 

the curriculum and associated assessment activities.  When identifying and responding to an 

individual's learning needs we also identify and try to overcome any barriers to learning and 

assessment. 

 

Teachers take specific action to respond to pupils' diverse needs by: 

a) creating effective learning environments by 

 valuing the contributions of all pupils; 

 making all pupils feel secure and able to contribute (see anti-bullying policy); 

 challenging stereotypical views/behaviour relating to race, religion, gender, ability 

or disability, social group, material status, etc. 

 allowing pupils to take responsibility for their own actions; 

 making arrangements, particularly in subjects such as science, design and 

technology and physical education, for pupils to participate safely with due regard 

to the School's Health and Safety policy and the pupils' religious beliefs. 

 

b) securing their motivation and concentration by 

 using organisational approaches, such as setting, grouping or individual work as 

appropriate; 

 using a variety of teaching/learning approaches and styles during a course of study 

and during a lesson if possible; 

 planning and monitoring the pace of work so that all pupils have a chance to learn 

and experience success; 

 varying content and mode of delivery; 

 planning work which builds on their existing knowledge, interests and 

cultural/social background; 

 planning appropriately challenging work for all; 
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 using materials which reflect social and cultural diversity and provide positive 

images of race, age, gender and disability; 

 taking action to maintain interest, continuity and progression of learning for pupils 

who have missed considerable amounts of work - may involve providing notes 

and allowing opportunities to catch up with missed practical work, e.g. during 

lunchtimes. 

 

c) providing equality of opportunity through teaching approaches by 

 using materials which reflect social and cultural diversity and provide positive 

images and role models from different races, ages, genders and with disabilities or 

medical conditions; 

 ensuring that all pupils have entitlement to the whole curriculum by making 

provision, where necessary, to facilitate access to activities with appropriate 

support, aids or adaptations; 

 taking account of the interests of boys and girls and of their specific religious or 

cultural beliefs when designing activities and setting contexts for work.  

Differentiation should allow for a variety of interpretations and outcomes, 

particularly in English, Science, Design and Technology, ICT, Art and Design, 

Music and P.E.; 

 avoiding stereotyping when organising pupils into groups, assigning them to 

activities or arranging access to equipment, particularly in science, design and 

technology, ICT, music and physical education. 

 

d) using assessment techniques which are based upon sound principles such as 

 employing a wide range of assessment methods to reflect the curriculum and 

learning opportunities; 

 assessment is undertaken within a variety of different learning styles and pupils 

are therefore given the chance and encouragement to demonstrate their 

competence and attainment; 

 

 during end of key stage assessments, teachers will not hesitate to employ special 

arrangements to support individual pupils, e.g. the use of translators, 

communicators and amanuenses; 

 assessment is an integral part of the teaching and learning process, a valuable 

formative and summative tool; 

 the outcomes of assessment should modify teaching methods, provide feedback on 

the national curriculum as well as indicate pupil progress; 

 we recognise the potential for assessment in developing a positive self image in 

the pupil from clear, positive and constructive feedback and the feeling of success 

which encourages further learning; 

 teachers in the department use a common framework for marking work which is 

fully understood by all the team; 

 results of assessment are reported in a way useful for pupil, teacher, parents and 

other interested parties; 

 assessment gradually builds up into a profile for each pupil over their school 

career; 

 pupils are encouraged to be aware of the evidence and assessment techniques 

being used and to review their own progress by a procedure containing an element 

of self assessment; 
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 summative tests have an ongoing policy in their construction, marking and 

usage. these tests show what a pupil can do, i.e. be criterion e) use 

material which is familiar to the pupils and for which they have been 

adequately prepared; 

f) use material which is free from discrimination and stereotyping in any 

form (see Anti-racist and Anti-sexist policies); 

referenced; 

 assessment has a common procedure and should: 
 

a) give teacher judgements which are as valid and reliable as possible, and 

consistent both within the School and with N.C. standards; 

b) promote a common interpretation of the N.C. and GCSE grade descriptors; 

c) give teachers confidence in their professional judgement and skill; 

d) be fair to pupils; 

 assessment records should: 

a) be based on an agreed set of principles and purposes; 

b) assess pupil progress against N.C. and GCSE criteria; 

c) not be administratively burdensome; 

 assessment records should provide confidence between teachers across phases and 

enhance progression for pupils. 
 

Principles specific to end of Module/ Topic tests.  These tests should 

 reflect national tests; 

 have a common format for all papers; 

 have questions are based on a related range of topics; 

 show the marks allocated for questions on the test papers for pupil guidance; 

 show teacher marking and percentage, with credit for 'working towards' and 'achieved' 

being given. the % and raw mark should be recorded on the front cover of the test 

paper; 

 have an appropriate reading age; 

 be structured so that the level of difficulty increases as one progresses through the test 

paper; 

 allow assessment opportunities on the same topic work from a previous year - 

especially those questions on the higher levels; 

 have the test format and construction reviewed regularly in the light of pupil 

experience and the changing national picture; 

 have a marking system which is agreed and standardised.  the mark scheme may be 

discussed in whole or in part with a whole class or individual pupils as the teacher 

feels is appropriate in his/her professional judgement; 

 allow pupils with particular learning difficulties to be given help according to N.C. 

guidelines; 

 be retained until after the pupil leaves the school; 

 taken at a later date if missed due to absence. In these cases the pupils are individually 

told to prepare for the test on a specific lunchtime. a general reminder is also pasted 

into the pupil bulletin. 
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e) setting targets for learning outcomes which 

 build on pupils' knowledge, experiences, interests and strengths to improve areas 

of weakness and demonstrate progression over time; 

 are attainable and yet challenging and help pupils to develop their self-esteem and 

confidence. 

 

 

SECTION 3  FACILITATING ACCESS TO LEARNING AND ASSESSMENT. 

 

SECTION 3a - ADDITIONAL EDUCATIONAL  & DISABILITIES 

 

Curriculum planning and assessment for pupils with Additional Educational Needs must take 

account of the nature and extent of the pupil's special needs.  Teachers work closely with 

representatives of other agencies if they are also supporting the pupil.  Early identification, 

assessment and provision for any ALN child is very important for the following reasons: 

 It can minimise the difficulties that can be encountered when intervention and 

provision occur; 

 It can maximise the likely positive response of the child; 

 It can allow for a temporary learning difficulty to be overcome and for future learning 

to be unaffected; 

 If the child's learning difficulty prove less transient when addressed by the School 

alone the external agencies can be brought in earlier and very likely with more 

success. 

 

An individual education plan (IEP) is drawn up for each pupil and progress is reviewed 

regularly.  Parents', pupils' and subject teacher's views are invited and highly valued as a 

contribution to the review process.  Parents are informed about their child's learning and 

encouraged to participate fully in their child's education at all stages.  The IEP consists 

primarily of Targets, Actions and Outcomes.  In all cases we aim to help pupils to: 

 manage their behaviour and emotions; 

 safely take part in learning and physical and practical activities; 

 prepare for life after school; 

 develop better communication, numeracy and literacy skills; 

 develop better powers of observation and description by showing them how to use all 

of their senses and experiences. 

 

The following eight areas for consideration and their associated actions are relevant to the 

majority of pupils and can help find a strategy with which to address a child's disabilities or 

Additional Educational Needs.  N.B.  After all reasonable measures to remove barriers to 
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learning and assessment have been taken it may still be necessary to discount certain aspects 

of the NC level descriptors when required to make a judgement regarding that pupil's 

achievement. 
 

SECTION 3a.1.  GENERAL CONSIDERATIONS 

 We must use resources which: 

i. use texts and other resources that are appropriate with respect to reading age and 

content; 

ii. use a variety of materials and resources that pupils can access through sight, touch, 

sound, taste or smell, e.g. large print, symbol text and Braille; 

iii. use activities in which the pupil is interested, feels safe and is able to engage; 

iv. use translators, communicators and amanuenses; 

v. provide support from adults or peers when needed; 

vi. use ICT and other specialist and technological aids/equipment (see later section on the 

use of ICT) and audio tapes. 

 We must allow pupil to develop appropriate skills by: 

i. using positive behaviour management based upon a clear policy of rewards and 

sanctions; 

ii. providing positive feedback to enhance pupils' self-esteem; 

iii. allowing pupils to develop the skills for independent and group work; 

iv. teaching pupils to value and respect the contribution of others; 

v. teaching health and safety awareness. 

vi. using alternative and augmentative communication, including signs and symbols. 

 We must set tasks which: 

i. feature short-term, easily achievable goals; 

ii. involve pupils in normal school activities such as clubs, plays and visits; 

iii. gradually increase the range of activities and demands placed upon the pupil; 

iv. set realistic explicit targets; 

v. adapt or provide alternative tasks/activities or environments as necessary. 

 We must obtain further assistance/assessment from outside agencies with respect to the 

specific learning difficulties by: 

i. Contacting the Educational Child Psychology Service.  

ii. Contacting advisers with an expertise in using ICT to enhance the provision for ALN 

students. 

 We must obtain appropriate careers advice by contacting the Specialist Careers Officers. 

 We must plan what the pupil will do after leaving school, i.e. future career or further 

education by considering: 

i. Deciding which subjects will be studied in the sixth form?  

ii. Visiting the careers office 

iii. Finding out what qualifications are needed for college.  

 We must acknowledge that what is perceived as 'normal' class work can require a lot of 

concentration and/or physical effort and may take a long time.  Such effort can contribute 

to subsequent tiredness and loss of concentration, e.g. when following oral work or 

interpreting text/graphics, particularly when using vision aids, tactile methods, residual 

hearing, lip reading or a signer. 

 We must allocation sufficient time, opportunity and access to equipment must be planned 

– this is particularly important for experimental/practical work in Science and Design and 

Technology. 
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 We must acknowledge that pupils with disabilities may need special arrangements to 

allow them to move between lessons, e.g. leaving a lesson 5 minutes before the scheduled 

end in order to move through congested corridors. 

 We must try and understand or experience some of the problems that a pupil encounters, 

e.g. staff can wear a hearing impaired child's radio receiver and experience the distortion 

or indicate the levels of support that were necessary to complete the work, e.g. the singing 

requirements in music or the listening requirements in English. 

 We must help pupils with sensory impairment or mobility difficulties to develop better 

powers of observation.  A lack of good observational skills prevents incidental and 

conscious learning of the wider world and the environment. 

 

SECTION 3a.2.  BEHAVIOUR 

a) GENERAL BEHAVIOUR 

 We must help pupils to develop a clear understanding of acceptable and unacceptable 

behaviour by: 

i. employing 'time out' strategies monitored by sympathetic staff 'friend'. 

ii. directing the pupil's behaviour and attention to the set task. 

iii. employing behaviour management strategies, especially rewards, as agreed with all 

staff. 

iv. making sure that all instructions are understood and by checking that the set work is 

of an appropriate level. 

v. all staff monitoring and informing the form tutor and Learning Champion. If relevant 

the Traveller Support Officer should reinforce 'acceptable behaviour' and liaise with 

parents on the School's behalf. 

vi. using small group placement. 

vii. explaining/setting/enforcing clear reasonable classroom/school rules and standards. 

viii. intervention by school support team to offer behaviour support on a weekly basis. 

ix. giving opportunities to answer questions in class and to praise if a reasonable answer 

is given without showing off. 

 We must help pupils to develop strategies to help gain greater self control by: 

i. seeking advice from the behaviour support teacher and Educational Child 

Psychologist. 
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ii. making seating arrangements conducive to order and calm.  Isolate the pupil from 

peers and friends.  Hopefully the pupil will try to think before speaking and not shout 

out. 

iii. addressing the behavioural problems of attention seeking, calling out and regularly 

leaving the allocated work place. 

 We must help pupils to develop age appropriate social skills and responsibilities by 

operating sympathetic/firm behavioural management and clear classroom rules. 

 We must reduce the degree of apathetic behaviour a pupil displays by giving him/her a 

sense of achievement –by both praising positive work and behaviour and by organising a 

programme of work experience if appropriate. 

 

b) CONCENTRATION 

 We must help pupils to develop better concentration skills by allowing them to work in a 

quiet room on tasks with support.  In the classroom sit the pupil alone near the front and 

use the first three items on the 'Top 10 thinking skills' sheet.  Encourage the pupil to 

check what is needed when asking for advice. 

 

c) SOCIAL SKILLS 

 We must help pupils to develop better social skills and in particular co-operation with 

adults on a one to one/group basis by: 

i. employing joint efforts when planning activities and by checking that all the required 

resources are available and ensuring that finished work will be displayed. 

ii. staff praising if success is achieved at any time.  The pupil should try and wait his/her 

turn for help. 

We must help pupils to develop better social skills and in particular co-operation with 

their peers on a one to one/group basis by: 

iii. rewarding positive actions towards other pupils.  Pupil to avoid 'winding' others up.  

Instead of passing a comment think what others think of you for saying it.  Staff to 

avoid letting pupil sit near to others where provocation is likely to occur. 

iv. asking the pupil to teach someone in the group something he/she has learnt and then to 

present the work to the rest of the class. Remind groups of what is expected from an 

activity.  Pupil to be removed for a timed session if others are disturbed or prevented 

from working. 

SECTION 3a.3.  LEARNING & GENERAL LITERACY 

a) READING & COMPREHENSION SKILLS 
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 We must provide a variety of modes of access to text, e.g. by the use of tape 

recordings. 

 We must provide suitable resources for pupils who using tactile methods such 

as Braille.  In such cases, for the assessment of reading (English NC) we use 

equivalent materials provided for the appropriate tactile medium. 

 We must help pupils to develop better reading skills by: 

i. employing assessment of ability by LEA and NFER non-verbal & 

comprehension tests. 

ii. using school tests to identify appropriate learning styles. 

ii. withdrawal for a 1:1 session daily. 

iv. employing small group activities focused on literacy. 

v. using a variety of reading cues (phonic, graphic, syntactic, contextual). 

vi. the pupil monitoring his/her own reading and correcting his/her own mistakes. 

vii. starting with simple examples and readable text. 

viii.       giving verbal/visual glues to begin with, i.e. bold print, context of work. 

ix. using a staged reading programme supported by withdrawal and support on a     

one to one basis using appropriate strategies. 

x. entering the pupil onto the paired reading programme. 

xi. improving comprehension by giving the pupil the questions before a passage 

is read/studied so as to indicate what needs to be noticed. 

 We must help pupils to develop better comprehension skills by: 

i. asking regular questions to see if the work is understood. 

ii. focusing on the structural elements of the narratives, i.e. setting, character, 

plot, etc. 

iii. the pupil reading a whole section, to try and grasp the meaning, and checking 

with the teacher before writing any answers. 

iv. identifying the main areas of the text. 

v. guessing meanings using textual clues and previous knowledge. 

vi. using a 'monitor card' to check understanding before seeking help. 

vii. waiting to see if the text gives more clues to help with understanding. 

viii.       the pupil rereading difficult sections carefully before asking for help. 

ix. the pupil reading more of the text to see if information can be gained. 

 

b) SPELLING 

See separate policy on Spelling. 

 

c) HANDWRITING 

 We must provide opportunities to use specially adapted software and hardware to help 

pupils record information and communicate with others – see section on the special place 

of ICT. 
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 We must support pupils in developing fluent and legible handwriting by: 

i. checking and developing:  posture; position in relation to desk; positioning of the 

paper; relaxed style; correct pressure; correct pen holding technique; direction of 

letter formation; the methods of joining - appropriate or inappropriate? 

ii. encouraging a correct grip of the pen, e.g. by a triangular pencil sleeve to correct the 

grip. 

iii. using a multi-sensory approach with sand, salt trays, felt tips, blackboard and chalk - 

the larger motor movements help with co-ordination and aid motor memory. 

iv. using a handwriting scheme with content designed specifically for secondary pupils. 

v. using the 'cursive script' writing scheme which leads to the development of joined, 

looped handwriting. 

vi. reducing the effect on the handwriting of being left handed by taking care in lighting, 

seating and use of correct writing tools.  Allow for appropriate space and for the paper 

to be placed to the left side of the writer.  A pen with special nibs for left-handers is 

recommended. 

vii. showing pupils how to plan, draft, revise and edit their own writing in a range of 

fiction and poetry genres. 

vii. showing pupils how to write with awareness of a sentence as a unit - using full stops, 

capital letters, etc. 

viii. showing pupils how to write a chronological account of events by drafting and 

revising after discussion. 

ix. showing pupils how to use a range of sentences and how to write a cohesive passage 

by joining sentences into larger sections and eventually paragraphs. 

 

d) INCREASING VOCABULARY AND ITS USE 

 We must help pupils to develop a more extensive vocabulary by: 

i. focusing on two new words each lesson and effectively learning to use a dictionary. 

ii. using subject glossaries and a thesaurus effectively in all subject areas. 

iii. using alternative terms and words. 

 We must help pupils to their knowledge and understanding of language and vocabulary 

by encouraging them to ask for help with understanding new words. 

 

e) SPEAKING & GENERAL COMMUNICATION 

 We must obtain further assistance/assessment regarding speech impairment and/or 

language and communication skills by contacting the Speech Therapy Service and 
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obtaining advice and guidance from the Language Development Centre/Literacy Support 

Service. 

 We must help pupils to develop better understand speech by clearly rehearsing the sounds 

found in words.  

 We must help pupils to develop the quality and quantity of their oral contribution both 

within and without the classroom by encouraging them to answer questions in a class 

situation.  Care should be taken to ensure that answers that are to be offered are 

reasonable. 

 We must provide encourage pupils to use their voices expressively. 

 We must provide opportunities to communicate by other means as well as by speaking 

and listening – this may involve helping a pupil to record or translate their ideas into a 

drawing or express those ideas by gestures or symbols. 

 We must provide opportunities to use specially adapted software and hardware to help 

pupils communicate – see section on the special place of ICT. 
 

f) NUMERACY 

 We must help pupils to develop better numeracy skills by focusing on: 

i. applying what is already known in order to work out answers by mental calculations. 

ii. explaining methods and reasoning using correct mathematical terminology. 

iii. explaining and making predictions from the numbers in graphs, charts and tables. 

iv. applying different strategies to check answers or to verify accuracy. 

v. using fast mental recall of number facts, e.g. number bonds, times-tables, doubles and 

halves. 

 

 We must help pupils to develop better accurate application of calculation by reinforcing 

accurate calculation, both mentally and with pencil and paper by using a range of 

calculation strategies.  The pupils should be able to recognise when it is/is not appropriate 

to use a calculator. 

 We must help pupils to comprehend the size of a number and where it fits into a number 

system, by using examples from everyday meaningful contexts, i.e. those involving 

money or measures. 

 We must help pupils to develop an interest in solving numerical problems by setting them 

in everyday meaningful contexts, i.e. those involving money or measures and those 

including non-routine problems. 

 We must help pupils to develop skills in presenting numerical information (graphs, charts, 

tables) and to select the most appropriate mode of presentation for numerical information 

by implementing the whole school policy on graph drawing and by displaying pupils' 

work. 

 We must help pupils to accurately apply counting and measuring skills in the gathering of 

numerical information and to be able to suggest suitable units for measuring, and make 

sensible estimates of measurements.  Pupils should be able to select the most appropriate 

method to gather numerical information.  Support on a one to one basis and regular praise 

are successful in this area. 
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g) GENERAL LEARNING SKILLS 

 We must help pupils to improve upon the presentation of work by referring to and using 

all help sheets provided by subject staff. 

 We must help pupils to improve upon the rate at which they work by offering support on 

a one to one basis and regular praise. 

 We must help pupils to complete tasks more frequently by focusing on good time 

management skills.  Using break time and lunch time to complete the tasks if necessary.  

We must ensure that work covers the topic and available marks. 

 We must help pupils to improve upon the quality of extended writing and essays by 

referring to and using all help sheets provided by subject staff. 

 We must help pupils to improve upon the child's powers of creativity by offering 

opportunities for original and creative work and insisting upon the pupil's own ideas 

being used. 

 We must help pupils to improve upon the child's powers of information storage and 

retrieval by demonstrating techniques for improving memory and recall, e.g. associations, 

pneumonics and rhymes. 

 

h) ORGANISATIONAL SKILLS 

 We must help pupils to improve upon their organisational skills by checking that pupils: 

i. arrive with the correct equipment and books. 

ii. take care of/organise books, files & equipment. 

iii. plan the work and stick to the plan. 

iv. set out work neatly and keep pages clear. 

v. draw margins, rule off, head and date work. 

vi. organise own homework diary and hand assignments in on time.  To support this 

target the tutor should monitor the situation and remind daily remind the pupil.  

Parents can support by providing a quiet area and time to complete work undisturbed. 
vii. ensure correct books taken home for homework. 

viii. ultimately to take responsibility. 
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i) PLANNING AND PROJECT SKILLS 

 We must help pupils to develop conceptualising skills.  This is the ability to organise 

information and form a concept or to generalise what has been understood so that an idea 

is clearer and easier to understand. 

 We must help pupils to develop hypothesising skills.  This is the ability to use 

hypotheses to predict, assess trends and to make judgements. 

 We must help pupils to develop investigative skills.  1. The ability to identify questions 

and issues, and to establish an appropriate sequence of investigation.  2. The ability to 

identify and collect evidence/information and make use of a variety of sources of 

information, e.g. books, photographs, film, video, artefacts, statistics and computers.  3. 

The ability to observe, select and record information accurately using appropriate 

methods of recording. 

 We must help pupils to develop interpretative skills.  This is the ability to extract, 

analyse and interpret information from data from a variety of sources. 

 We must help pupils to develop evaluation skills.  This is the ability to evaluate (assess 

validity and limitations) and draw valid conclusions or reasoned judgements from data, 

evidence, methods of collecting or methods of presenting. 

 We must help pupils to develop communication skills.  This is the ability to record and 

present information, and to describe it clearly using correct terms and techniques, e.g. 

sections such as Introduction, Apparatus, Method, Results, Analysis, Conclusion.  

Transformation of data to graphs, diagrams, maps.  Extended writing to describe 

hypotheses, methods, results and interpretations/conclusions. 

 

N.B. To support the development of the above skills pupils should refer to and use all 

help sheets provided by subject staff.  If no suitable ones are available then ALN staff 

produce them in association with the subject teacher. 

 

j) INDEPENDENT WORKING 

 We must help pupils to develop their ability to work independently by: 

i. making sure the pupil understands the task. 

ii. work for 15 minutes without asking. 

iii. re check you are still on task. 

iv. plan outline for next section and then check the plan with the teacher/adult. 

v. continue on own to complete the work. 

vi. develop the child's ability to decide when their understanding is enough to complete 

the work.  This is enhanced by providing the pupil with opportunities to make 

decisions. 
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k) IMPROVING ASSESSMENT GRADES & PASSING EXAMS 

 We must help pupils to improve upon their assessment and exam grades by 

i. identifying core skills in different curriculum areas. 

ii. gathering evidence of skills mastered in a range of contexts. 

iii. focusing on revision skills. 

 

SECTION 3a.4.  ATTENDANCE & PUNCTUALITY 

a) COMING TO SCHOOL REGULARLY 

 We must help pupils to attend school regularly by: 

i. establishing the extent and nature of learning difficulties and the effect of intermittent 

education by using school tests to identify any gaps in knowledge and any associated 

difficulties. 

ii. aiming to integrate the pupil into school life and to establish a teaching support 

programme managed by the ALNCO.  This will involve implementing procedures as 

agreed with EIO, parents and pastoral staff. 

 

b) ARRIVING TO SCHOOL ON TIME 

 We must help pupils to arrive at school on time by implementing procedures as agreed 

with subject and pastoral staff. 

 We must help pupils to arrive at school on time by having the canteen serve breakfast. 

 We must help pupils to arrive at school on time by offering clubs and ICT activities in the 

morning. 

 

c) ARRIVING TO LESSONS ON TIME 

 We must help pupils to arrive at lessons on time by staff monitoring punctuality and form 

tutor and LC reviewing the situation daily.  Use of voluntary 'on report' can be used. 

 We must help pupils to arrive at lessons on time by insisting that all staff work to the 

school bells and make appropriate allowances for clearing up, etc. 

 

SECTION 3a.5.  ALN SENORY IMPAIRMENT/MEDICAL 

a) MOBILITY & MANIPULATION 

 We may need to obtain further assistance/assessment regarding motor control exercises 

by contacting the Physiotherapy Service. 

 We may need to obtain further develop bilateral integration (co-ordination in the use of 

both hands) in all practical subjects by using the support offered by the welfare assistant. 

 We may need to improve a pupil's fine motor skills and manual dexterity – this can be 

done by offering support with the accurate drawing of shapes. 
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 We must reduce the problems associated with being left handed or of having poor motor 

control.  Pupil safety should thereby be enhanced particularly when using tools and 

equipment, e.g. knives, scissors, etc. 

 We must provide alternative or adapted activities to overcome difficulties with 

manipulating tools, equipment/apparatus or materials/chemicals.  Support could be 

provided by using alternative activities, adapting equipment or by using specialist items, 

including ICT, or providing adult or peer support. 

 We must provide access to specialist aspects of ICT to overcome difficulties with 

mobility or manipulative skills; 

 We must practice careful management of their physical regime (particularly in Dance and 

P.E.) to allow for specific medical conditions. 
 

b) PHYSICAL/ SENSORY ACUITY 

 We must help pupils develop better physical/sensory acuity by appropriate use of 

specialist ICT hardware/software. 

 We must help pupils develop an awareness of left and right by frequently using 

appropriate terminology and by providing opportunities to do the same. 

 

c) AUDITORY IMPAIRMENT/MEMORY 

 We must provide help in interpreting or responding to oral directions when making 

mental calculations. 

 In studying the properties of sound support can be provided by the use of ICT and by 

exploiting the pupil's knowledge that all sound sources vibrate.  Pupils can use physical 

contact with an instrument and/or sound source to feel the vibrations. 

 We must provide help in studying sound by the use of oscilloscopes and sound level 

meters to provide visual equivalents of the sounds. 

 We must provide staff INSET and use the expertise and assistance from outside agencies 

with respect to hearing impairment. 
 

d) VISUAL IMPAIRMENT/MEMORY 

 We must provide help with number recall or the interpretation of data represented in 

graphs, tables, etc. 

 We must provide access, time and opportunity to use non-visual means (tactile and aural) 

and specialist equipment for work relating to written information, space/shape/measures 

and properties of materials – this includes evaluating different products using this 

information to generate ideas. 

 Additional time is particularly important when pupils are making observations and 

accessing information from experimental work.  The extra time can be provided and 

effectively used by setting shorter assignments and studying two or more materials in an 

assignment. 

 In studying the properties of light support can be provided by the use of ICT and by 

exploiting the pupil's knowledge that many light sources also produce heat. 
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 We must provide resources to help visually impaired pupils study map work in geography 

– this may include using false colour maps or satellite images for colour-blind pupils. 

 We must provide specific help for number recall or the interpretation of data represented 

in graphs or tables. 

 We must provide staff INSET and use the expertise and assistance of outside agencies 

with respect to visual impairment. 
 

e) ALLERGY 

 We must provide opportunities to work in ways that avoid contact or manage particular 

materials to which they may be allergic, e.g. clay dust; 
 

f) ADHD 

 We must implement strategies to reduce the effects of ADHD such as: 

i. going to the appropriate class seating position with minimal distractions, e.g. away 

from door and windows but near to the teacher. 

ii. avoiding escalating a situation. 

iii. ensuring eye contact with the pupil when giving instructions. 

iv. giving plenty of visual clues in discussion. 

v. following all instructions in the given order. 

vi. not missing out stages in instructions. 

vii. breaking down tasks into shorter sub steps even if it means folding a worksheet in 

half. 

 

g) AUTISM 

 We must help pupils with autism by using the expertise and assistance of outside 

agencies. 
 

h) PERSONAL HYGIENE 

 We must help pupils develop better personal hygiene by: 

i. checking feeder school records for incidences of hygiene problems. 

ii. referring to the school nurse for examination advice (with parental advice). 
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SECTION 3a.6.  EMOTIONAL 

a) MOTIVATION 

 We must help pupils develop better motivation by: 

i. encouraging the pupil to join a club or extra-curricular activity. 

ii. monitoring the foster placement but only in areas that affect school life. 

iii. close liaison with outside agencies and foster parents. 

iv. allowing opportunities for the pupil to experience success. 

 

b) SELF ESTEEM/CONFIDENCE 

 We must help pupils develop better self esteem and confidence by: 

i. rewarding consistent application. 

ii. contact the Behaviour Support Service for further assistance/advice regarding the 

apparent problems at home. 

c) CONTRIBUTION TO SCHOOL LIFE 

 We must help pupils contribute more to school life by: 

i. encouraging the pupil to join a club or extra-curricular activity. 

ii. encouraging the pupil to attend after school matches. 

iii. encouraging the pupil to participate in assemblies. 

iv. encouraging the pupil to be involved in charity and community events. 

 

SECTION 3a.7.  DYSLEXIA 

 We must: use ICT to enhance spelling, presentation and self esteem in order to reduce the 

effects of Dyslexia. 

 We must work towards more fluent and legible handwriting by using the 'cursive script' 

writing scheme which leads to the development of joined, looped handwriting.  This 

script is particularly useful for dyslexics as each word can be written as a continuous 

flow, helping the pupil to understand the idea of spaces between words. 

 We must help pupils work towards more fluent and legible written work by the use of 

ICT and appropriate hardware/software, i.e. overlay keyboards to produce word 

processed work. 
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 We must help pupils develop a sense of achievement and success by: 

i. using small teaching groups where appropriate. 

ii. promoting pupil's self esteem. 

iii. helping a pupil to come to terms with dyslexia by recognising their difficulty. 

iv. recognising oral contribution. 

v. setting an appropriate time for homework and a flexibility within the time limits. 

 We must help pupils develop better ICT skills by encouraging the use of technical aids, 

e.g. use of lap top PC. and provide downloading facilities in the ICT room. 

 We must promote the use of other study skills such as planning essay work; giving 

sessions on mind mapping, note taking and proof reading. 

 

SECTION 3a.8.  PERSONAL/RELIGIOUS BELIEFS 

 We must provide alternative tasks to overcome any difficulties arising from specific 

religious beliefs they may hold in relation to the ideas or experiences they are expected to 

represent or activities they are expected to do. 

 

SECTION 3b - ENGLISH AS AN ADDITIONAL LANGUAGE 

For children of ethnic minority groups, (including those whose first language is not English 

or Welsh as appropriate), lack of competence in English (or Welsh as appropriate) does not 

conform to the definition of ALN.  The child's home, language, culture and community, 

should all be considered when ascertaining if interpreters or bilingual support staff, etc. are 

required.  The ALN Department always endeavours to make good use of any source of 

relevant and accurate ethnic advice.  Pupils for whom English is an additional language 

(EAL) has diverse needs and planning to meet those needs should take account of such 

factors as the pupil's age, length of time in this country, previous educational experience and 

skills in other languages.  Although the majority of EAL pupils quite quickly attain a level of 

understanding and a degree of fluency that make normal classroom communication perfectly 

possible careful monitoring is necessary to confirm that no learning difficulties are present 

during the period of language acquisition. 

The ability of EAL pupils to take part in the National Curriculum is often ahead of their 

communication skills in English.  Teachers take specific actions to help EAL pupils to 

develop their spoken and written English, e.g. 

 by ensuring that vocabulary development is supported, e.g. by the issue of topic glossaries 

which include key words and their meanings, metaphors and idioms; 

 staff do what they can to familiarise themselves with some basic words and gestures from 

the pupil's home/first language and culture – particularly those which are likely to prove 

useful in the context of the lesson; 

 by showing how spoken and written English are structured; 

 by using a variety of reading material which helps to explain British society and its 

cultures – particularly the pupil's own work and that of his/her peers; 
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 by enlisting the aid of any appropriately bilingual pupils in the group as a translator, or 

that of an available adult helper; 

 by providing support by the use of ICT, video/audio materials, dictionaries, readers and 

amanuenses; 

 by ensuring that there are effective opportunities for conversation and that verbal prompts 

are used to support writing; 

 by repeatedly re-wording and re-phrasing any discourse in English with the pupil; 

 by employing, and encouraging the pupil to employ, non-verbal modes of 

communication, e.g. gestures and drawings, to support any attempts at verbal discourse; 

 by encouraging pupils to transfer experiences, knowledge, skills and understanding of 

their home/first language to English, focusing on the similarities and differences between 

them; 

 by using accessible texts and materials that suit the pupil's age and level of learning; 

 by the provision of multi-lingual signs within the School and translations for newsletters 

and information booklets; 

 by using the home/first language when appropriate. 

 

 

Section 11.  
 

Section 11 contains information on how the governing body evaluates the success of the 

education which is provided at the school to students with ALN. 

 

Currently there are 2 pupils with statements of Special Educational Need attending the 

School and 3 students who are placed on the EOTAS programme. One student is in receipt of 

a Note in Lieu of a Statement.  

 

A nominated governor for Special Education Needs links the ALN Department with the 

Governing body. Effective monitoring/evaluation of the ALN provision are dependent upon 

the maintenance of accurate and up to date records.  The criteria by which the monitoring and 

evaluation of the ALN provision is undertaken are described below: 

 

PARENTS 

1. the number of parents of who attend 'Review meetings' (expressed as % attendance); 

2. the number of parents of ALN  pupils who request that their child be educated at this 

school; 

3. the degree to which the pupils and parents have been consulted during annual reviews 

and transition plans; 
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4. any pertinent feedback from pupils and parents; 

5. regular updating of the information pack for parents in the annual ALN  policy 

review; 

 

PUPILS 

6. the number of IEPs in operation for pupils; 

7. pupil achievement, e.g. increase in Reading and Spelling ages over time or 

awards/recognition for community based projects/sporting achievements, etc.; 

8. numbers of ALN  pupils who pursue education after the age of 16; 

9. routine examination by the Governors of anonymous individual ALN  case studies; 

 

BUDGET 

10. the amounts of the budget allocated to pupils a) with, and b) without statements of 

Additional Educational ; 

11. any appropriate adjustments in budget allocation to reflect changing needs; 

12. the amount of school budget (expressed as £ and %) spent on equipment/building 

modifications; 

 

PLANNING 

13. the inclusion of Special Education Needs issues in development planning; 

14. time allocated to planning for pupils with Additional Educational ; 

 

STAFF/INSET 

15. involvement by all staff in INSET courses relating to ALN  issues; 

16. senior management involvement in ALN  issues; 

 

INDEPENDENT REPORTS 

17. analysis and publication of Estyn /LEA reports. 
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The School's annual report contains a report of the effectiveness of provision and any 

amendments made or proposed over the year to our Additional Educational Needs policy.  

Parents are encouraged to offer their views on Additional Educational Needs provision at the 

annual meeting for parents which is arranged by the Governing body. 

 

 

 

 

Monitoring and evaluating 

provision: self-evaluation, data 

analysis and provision mapping 
by Alwen Coventry and Peter Grimes 

 

Introduction 

This chapter is based on the experiences of Advanced Skills Teachers (ASTs) and ALNCOs 

working with colleagues from the Advisory Service Kent. Together they have developed 

training materials and programmes to support teachers and schools with self-evaluations, 

provision mapping and data analysis. It also draws on the work of Mary Hrekow at ALN JIT 

(Additional Educational  Joint Initiative for Training), the primary and secondary strategy 

materials and Additional Educational  and School Improvement (Gross and White, 2003). 

The role of the ALNCO has developed over recent years and is now one of management 

within the context of whole school approaches to development and improvement. 

Provision for vulnerable pupils must remove barriers to full participation and achievement. 

Schools need to ask the following questions: 

 How well are we doing? 

 How do we compare with similar schools? 

 How well should we be doing? 

 What more can aim to achieve? 

 What must we do to make it happen? 

(DfES, 2005) 

 

Schools need to ask themselves these questions, gather the data which enables them to 

answer them and then respond strategically to the issues that are raised through this process. 
 

Self-evaluation, data analysis and provision mapping are inextricably linked together in this 

process, as the data gathered through each activity informs the development of the others. 

Our experience of working alongside secondary schools engaged in these processes has 

shown that they have found these approaches useful and beneficial. This is reinforced by 

national findings, where it has been found: 

 to be a motivating and inspiring process for those involved 

 to provide opportunities to understand more fully what is happening in a 

school and classrooms 

 to reduce variation and lead to greater consistency of practice across the school 
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(DfES, 2005) 

 

Additionally, we have found that schools have also developed more inclusive practices, 

particularly in Wave 1 provision. 

 

Secondary national strategy and wave provision 

It is useful to clarify the aims of the secondary national strategy and the definitions of the 

waves of provision. To transform secondary education schools need: 

 high expectations and a commitment to meeting the needs of every child 

 an emphasis on teaching and learning 

 to provide support for personalised learning. 

 

 

This involves taking account of individual learning styles, pupil motivation, and the needs for 

rigorous target setting, high quality assessment and enjoyable lessons supported beyond the 

classroom by: 

 improving teaching and learning 

 promoting inclusion and tackling under-performance 

 strengthening the whole curriculum 

 supporting school leadership. 

  

A key focus must be on tackling underachievement in schools and the waves of provision 

are an important model in supporting this. 

 Wave 1 – offering pupils an inclusive and well differentiated experience in everyday 

lessons. This involves high quality teaching for all with plenty of support and 

opportunities 

to achieve age-related expectations. 

 Wave 2 – offering pupils short-term extra help to accelerate key points of learning. 

This 

enables smaller groups of pupils to cover what they have missed or address learning 

which is insecure and includes interventions such as – literacy progress units, 

Springboard 7, booster classes, holiday schools, mentoring programmes, etc. 

 Wave 3 – offering intensive targeted support when small group intervention fails to 

work. This wave of support includes interventions such as learning mentors, Reading 

Challenge, Writing Challenge, Mathematics Challenge. Individual support is linked to 

precise personal targets and timescales. The DfES advocates year tutors coordinating 

layers of targets, which could be rationalised at year group level. Tutors should be 

well informed about what is expected and briefed on how to respond to, and support, 

pupils. 

[www.dfes.gov.uk] 

 

 

 

 

Self-evaluation 

Schools need to ask key questions: 

 How well are we doing in relation to our policy objectives? 

 How do we compare with similar schools? 

 How well should we be doing? 
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and 

 How do we know – what evidence do we have? 
 

 

Guidance for the use of the Self-Evaluation Tool 

Introduction 

Both the LA and each individual school have a duty to review their provision for learners 

with learning difficulties and disabilities. The Self-Evaluation Tool used in this chapter has 

been developed by a group of officers and practitioners to guide and simplify this process. 

The process is aligned to the Ofsted* Self-Evaluation Form (SEF) and the Ofsted Inspection 

Framework (2005) and therefore will support schools in the process of self-evaluation 

before an Ofsted inspection. The leadership and management judgement of the school will 

be significantly supported by this process.*Estyn in Wales. 

However, it is important that each school reviews its provision annually and, from this audit 

creates a school improvement plan which captures the issues for action. The Self-Evaluation 

Tool will support this process. 

 

 

 

How can this tool be used? 

This process is best accomplished when there are two or more people contributing.This 

could be: 

 the ALNCO and Head teacher 

 the ALNCO and ALN  governor 

 the ALNCO, Head teacher and inclusion adviser. 

 

The first time that a school uses this tool,the process may take a number of hours to complete 

and if it is being conducted ‘internally’ this could take place over a number of sessions. If this 

approach is being considered it is advisable to complete whole sections in each session. 
 

Table 1: Two kinds of self-evaluation 
 

Quantitative Qualitative 

Attainment data Checklist of quality features 

Behaviour data Observing lessons 

Inclusion data Scrutinising planning 

ALN  Code of Practice data Talking with pupils and looking at their 

work 

 Talking with other stakeholders 

 

See CRIS 2 Learning Difficulties and disabilities self-evaluation SEF form. 

 

Table 2: Secondary School AEN provision map 

See separate document. 
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Section 12. 

Section 12 contains information regarding the arrangements made by the governing body 

relating to the treatment of complaints from parents/students with ALN Concerning the 

provision made at the school 

 

Complaints procedures 

Parents are encouraged to discuss any problems or concerns with school. Problems or 

concerns raised by parents should initially be raised with the pupil's ALN teacher.  Most 

problems can be resolved in the way.  But if this does not happen, parents may raise concerns 

with the ALNCO or Head teacher.  After following this line of referral parents can, if still 

dissatisfied, complain to the governors and later, if they are still dissatisfied, may take their 

complaint to the LEA. 

 

The school’s complaints procedure is outlined in the school prospectus. The ALNCO outlines 

additional measures the LEA must set up for preventing and resolving disagreements. This 

will be explained to parents if required. 

 

Section 13 

Section 13 contains any arrangements made by the governing body relating to in-service 

training for staff in relation to ALN. 

INTRODUCTION 

The ALN Department’s policy for INSET respectively incorporates policies concerned with 

INSET for Additional Educational Needs specialists, ALN ancillaries, subject/class teachers, 

governors and the induction of newly-qualified teachers, and in all cases, wherever 

appropriate, follows the overall policy of the School.  All teachers will at some point be 

directly involved in working with pupils with Additional Educational Needs.  The ALN staff 

accepts that this is not an easy step for some teachers.  Carefully structured and timed INSET 

can help to remove any anxieties that staff may have and will hopefully give them the skills 

and understanding that they need and encourage them to full involvement. 

When designing and implementing an in service training programme it is important to 

analyse the expressed needs of all staff involved.  This may be done by use of a survey of 

individual, Departmental and Curricular needs.  There are three groups of people that need to 

be involved: 

(i) the Department Staff; 



 96 

(ii) those involved in staff development and training; 

(iii) those responsible for school management including the Governing body. 

 

Five areas are particularly of concern in the design and implementation of the 'In Service 

Training' programme: 

(1) Are the School and Department Aims and Development plans being 

implemented? 

(2) Are staff allowed to consider their role as described in the School Handbook and 

relevant policies?  All staff need to be prepared to evaluate their own performance 

and skill, putting themselves in the position that their pupils are in as learners.  By 

doing so the staff will become increasingly aware of their role and the ways in which 

that role can be made more effective. 

(3) Are staff allowed the chance to develop the required skills? 

A useful approach to helping staff develop such skills is first and foremost to help 

them identify the skills they already have, perhaps by some form of self-rating check-

list. 

(4) Are staff given enough time and opportunities to prepare adequately for their 

role? 

(5) Are staff trained sufficiently to ensure that appropriate provision is maintained 

in the absence of certain staff?  Each member of the Department participates in the 

decision making process but in addition is able to take on organisational roles, if they 

wish, to help in the development towards a Head of Department role in the future. 

 

Typically classified as 'essential' INSET provision is the attendance at courses, conferences 

and meetings concerned with: 

 the ALN  Code of Practice or other initiatives; 

 the obtaining of specific certificates. 

 

INSET provision typically classified as 'discretionary', includes: 

 attendance at LEA, regional or national conferences and meetings that are of interest 

and relevance but not to the point where they are deemed to be 'essential'; 

 working with subject specialists on the introduction of new courses into the School's 

Curriculum; 
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 ALN -mentor training - which, at times of particular need may be considered 

essential; 

 participation in courses leading to the award of a higher degree or some other 

qualification that is of relevance, e.g. 

a) Certificate in 'The teaching of physically and mentally handicapped children'. 

b) Certificate in 'Professional Studies in Education ALN '; 

c) Certificate in 'Stress Management and Relaxation'; 

d) Diploma in 'Dyslexia'; 

e) Diploma in 'Special Needs Education'. 

 

As a general rule, following their attendance at any INSET activity, the Department's teachers 

are required to disseminate any relevant information to their colleagues at a subsequent staff-

meeting, or by some other means.  In addition to the range of INSET provision that is 

'external' to the School, the Department provides its own in School INSET. 

The attention of experienced as well as newly-qualified teachers in the Department is 

regularly drawn to its 'Information for Trainee-Teachers and Participating Staff.’  

 

INSET FOR ADDITIONAL HOURS TEACHERS & ANCILLARY TEACHERS 

All staff working within the ALN Department is encouraged to attend any relevant INSET 

sessions as and when they become available - see job descriptions for relevant courses 

attended.  An open invitation is extended to all staff and governors to attend meetings and 

training on ALN issues organised by the Department and especially to the ALN link 

Governor. 

The additional hours teachers and ancillary teachers will attend a department meeting/INSET 

session if there is a relevant item on the agenda.  We begin the meeting with the relevant 

agenda item in order to facilitate effective use of their time and to allow additional hours 

teachers to return to their main subject department meeting if required.  The ancillary 

teachers are of course welcome at any department meeting/INSET session.  All staff working 

within the ALN Department receives a copy of the Department meeting agendas and minutes. 

 

THE INDUCTION OF NEWLY-QUALIFIED TEACHERS 

Newly-qualified teachers joining the ALN Department, just as those joining other 

departments, are provided with a folder of information designed to help them to establish 

themselves reasonably quickly in the School.  Accordingly, the folder contains appropriately 
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detailed information about the School as an organisation, its systems and structures, its 

aspirations, values and ethos, its rules, routines and procedures, and its accommodation, etc. 

In addition, newly-qualified teachers are provided with a copy of the Department's 

Handbook. 

As would be expected, experienced teachers in the Department offer support to newly-

qualified teachers in every possible way.  Somewhat more formally, the Head of Department 

arranges a programme of regular tutorials during the new teacher's first year.  Collectively, 

these tutorials seek to reaffirm many of the procedures that are understood to be important 

contributors to competent, confident and effective ALN teaching and address a variety of 

important concerns specific to ALN education in the School and beyond.  Particular attention 

is paid to our interpretation of the Code of Practice and to its subsequent implementation.  

During the monitoring and evaluation of the newly qualified teacher frequent use will be 

made of the following competences: 

 

 
1.  Subject Knowledge. 
A newly qualified teacher should be able to: 

 demonstrate an understanding of the knowledge, concepts and skills required for 
teaching ALN and of the role of ALN in the School Curriculum. 

 demonstrate a knowledge and understanding of the ALN code of practice. 
 demonstrate a knowledge and understanding of the relevant examination assessment 

criteria, e.g. for subjects where they support pupils or for courses leading to the award 
of certificates. 

 

2.  Teaching of a subject where support is given. 

A newly qualified teacher should be able to: 
 produce clear effective lesson plans which fit into the Department's scheme of work 

and which put into practice the aims and objectives of the Department. 
 ensure continuity and progression. 
 employ a range of teaching strategies appropriate to the individual needs of a pupil. 
 present subject content in terms that are stimulating and easily understood. 
 demonstrate an ability to select and use appropriate resources, including I.C.T. 
 contribute towards creating and maintaining a purposeful and orderly learning 

environment for all pupils and devise appropriate rewards and sanctions. 
 contribute to the development of the pupils' language, numeracy and communication 

skills. 
 

 
 
 
3.  Assessment and Recording of Pupils' Learning. 
A newly qualified teacher should be able to: 

 identify the current level of attainment of individual pupils using assessment criteria 
and judge how well each pupil performs against the norm for a pupil of that age. 

 assess and record the progress of pupils and then use this knowledge to direct their 
teaching. 
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 demonstrate that they understand the importance of reporting to pupils on their 
progress and of marking their work regularly against standard and understood criteria. 

 

Section 14. 

Section 14 contains information depicting links with support services for ALN . 

INTRODUCTION 

The Department supports a multi-disciplinary approach to maximise the educational 

provision for ALN pupils.  Many agencies and support services are able to help identify, 

assess and provide support for ALN pupils. Such agencies and support services include a 

wide variety of specialist teachers and other professionals.  In addition we have a named 

Career’s Service Personal Adviser. 

 

The ALNCo-ordinator is the School's in house expert on how best to access the LEA's 

support services.  The LEA provides all schools with a booklet that details the range of 

services that are available and how they can be accessed. 

 

The ALN Department works with the following services which are provided by the LEA: 

 

1. Educational Child Psychology Service; 

2. ESIS; 

3. Specialist Careers Officers; 

4. Counselling Service; 

5. Behaviour Support Team; 

6. Educational Inclusion Service; 

7. Advisers with an expertise in using I.C.T. to enhance the provision for ALN ; 

8. Special Needs Teaching Team - staff specialising in supporting pupils with: 

 hearing impairment; 

 visual impairment; 

 autism; 

 general learning difficulties; 
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 specific learning difficulties. 

9. EOTAS 

10.       LAC support team 

11.       Inclusion Service 

12.       Gypsy Traveller Service  

13.       Reading support service.  

 

 

The School may procure the aid of the above specialist services at any time that it is deemed 

appropriate, e.g. advice on the identification, assessment and effective provision of resources.  

The Careers Service provides guidance and support to many young people (aged 13 – 19) 

including those with ALN into adult life.   

 

Co-operation between the School, the LEA, the health services and social services is vital if 

we are to secure the most effective assessment, intervention and deployment of resources for 

pupils with ALN.  Indeed, the Children Act 1989 and the Education Act 1993 place statutory 

duties on these agencies to co-operate with the School/ LEA's request unless they consider 

that the request is not reasonable (with respect to available resources) or that the required 

help is not necessary for the LEA to discharge its functions. 

 

EDUCATION Inclusion SERVICE AND SOCIAL SERVICES 

Contact is made with the Social Services Department and Education Welfare Service as 

appropriate.  Such contact and liaison is maintained by the ALN Co-ordinator and named 

individuals at the respective services.  Both the education welfare service and social services 

departments co-operate with other agencies in order to produce workable action plans.  Both 

services should also be able to encourage parental involvement in the resolution of any 

problems or difficulties. 

 

The School's ALN Co-ordinator/ Learning Champion usually attends a child's care plan 

review which is co-ordinated by the social services. 

 

The Head teacher is responsible for contacting the social services to register concern about a 

child's welfare and implementing procedures relating to child protection. 
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LINKS WITH THE LOCAL COMMUNITY 

The School has recently supported local community organisations, charities and projects.   

 

LINKS WITH FURTHER EDUCATION 

We fund a small number of places on modular, vocational short courses at the local College 

for some Year 10/11 pupils with Special Education Need.  This involves close liaison with 

the College of F.E. staff to identify appropriate courses and monitor progress throughout. 

 

Section 15. 

Section 15 contains information about the role played by parents of students with ALN. 

PRINCIPLE 

In everything but detail, the Department's policy for parental liaison and involvement 

reiterates that of the School.  Central to both policies is the tenet that, at its most effective, the 

education of young people is a collaborative enterprise involving teachers, parents and the 

pupils themselves.   

‘Parents hold key information and have a critical role to play in their children’s education. 

They have unique strengths, knowledge, and experience to contribute to the shared view of a 

child’s needs and the best way of supporting them.’ (COP 2:2) 

Accordingly, the importance of meaningful, regular and positive communications between 

teachers and the parents of their children can hardly be over stated - this principle forms the 

foundation of the Department's policy on liaison with parents. 

N.B. The term 'parents' is employed throughout this policy to refer to parents, guardians, or 

others in loco parentis. 

For their part in this liaison, during a normal academic year, teachers in the Department 

communicate with parents, directly or indirectly, by means of: 

 the Department's own 'Handbook', which includes details of its aims and objectives, 

course provision, schemes of work, assessment procedures, policies, staffing, and 

accommodation.  

 a range of 'standard' letters either: 
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a. to parents typically regarding parents evenings, open days, prize giving 

ceremonies, career forums, curricular changes, educational visits, visiting 

speakers and School or local exhibitions and workshops or; 

b. to parents of individual pupils, concerning, for instance, achievement and 

progress (IEP), attendance, punctuality, or some commendatory or disciplinary 

matter; 

 'personal' letters that address some matter(s) or incidents idiosyncratic to the pupil 

concerned, the style and manner of which often reflect the close relationship that has 

developed between the teacher and the parent – this may refer to matters concerning a 

statement or other issues related to the Code of Practice; 

 formal reports that summarise pupils' achievements and progress over a specific 

period. 

 

In addition to these written communications, the Department's teachers have or create 

opportunities to talk with parents, and to show and explain to them examples of the pupils' 

work and activities: 

 during the Schools 'parents evenings' and 'open days'; 

 during discussions with an individual pupil's parents, initiated at the request of either 

the parents or the teacher; 

 we have an annual informal afternoon/evening session to which parents of all Year 7 

pupils (who are withdrawn for support) are personally invited.  Parents are then 

shown the nature of the support that is provided and are encouraged to reinforce this 

(if at all possible) by offering further support at home.  Parents of all the pupils with 

statements are also invited. 

 

To help fulfil their important role in their child's education, and to be as informed as possible 

in any communications or discussions with teachers, parents are requested and encouraged, to 

the extent feasible: 

 to ensure that their child has (at least) the basic equipment necessary for their proper 

participation in art lessons; 

 to show an interest in, and to ask questions about, the work and activities in which 

their child is currently engaged at School and/or at home; 

 periodically to look at, to ask questions about, and to comment meaningfully on, the 

child's folder of work; 
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 to ensure that the child industriously completes any set homework, including, for 

example, such tasks as collecting information from a library, studying advertisements 

in a magazine, or watching a particular television programme, as well as the more 

obvious tasks concerned with producing written work; 

 to provide their child with opportunities to see some television programmes with an 

educational value, and to visit local or other museums or exhibitions; 

 to make every effort to attend the School's 'parents evenings', 'open days' and any 

other pertinent events, and when so doing, to make time to discuss their child's work 

and progress, and to look at some of the work displayed; 

 to communicate to the Head of Department or to a particular teacher, any concerns or 

difficulties, interests or aspirations that are either specific to or that are seriously 

affecting their child's education. 

 

With regard to this latter point, but also in general, in all of their communications with 

parents, teachers should strive to be as sensitive as possible, to the needs, apprehensions, and 

background circumstances of the parent(s) and the pupil.  This means, among other important 

considerations, that in their communications with parents, teachers should: 

 pay attention to the form of address, so as not to exclude or embarrass one-parent 

families, or children being fostered or 'in care'; 

 seek to employ a form and tone that is clear, straightforward, appropriately friendly, 

and not patronising; 

 be sensitive to the known home and family circumstances of a parent and their 

child(ren), and should exercise caution when those circumstances are not known, e.g. 

the parent's first language and culture are major considerations; 

 encourage apprehensive parents to visit the School and the Department, and to 

contribute as much as possible to their child's education. 

 use bilingual support staff, interpreters or translators if necessary; 

 provide information on tape if the parents have severe difficulties in literacy or 

communication. 

 

Parents are informed sufficiently in order that they can fully understand the measures the 

school is taking - this is particularly important during assessment and subsequent reviews. 

This is particularly relevant when an individual education plan (IEP) is drawn up for each 

pupil and progress is reviewed regularly.  Parents' and pupils' views are invited and highly 
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valued as a contribution to the review process.  Parents are always asked to give their consent 

to consultation with relevant health professionals and other agencies. 

Parents are encouraged to discuss any problems or concerns with school Problems or 

concerns raised by parents should initially be raised with the pupil's ALN teacher.  Most 

problems can be resolved in the way.  But if this does not happen, parents may raise concerns 

with the ALNCO or Head teacher.  After following this line of referral parents can, if still 

dissatisfied, complain to the governors and later, if they are still dissatisfied, may take their 

complaint to the LEA. 

 

The School's annual report contains a report of the effectiveness of provision and any 

amendments made or proposed over the year to our ALN policy.  The information contained 

in the annual report is as follows 

 

a. Aims and objectives of   i. Pen Y Dre High School  ii. The Learning Support 

Department  

b. Identification, Assessment, Intervention (to describe how resources are allocated) 

Recording and reporting.  

c. Individual Education Plans and review arrangements.  

d. Monitoring the implementation and success of the ALN policy statement.  

e. Persons responsible for the implementation of the ALN policy statement.  

f. Policy for parental liaison and involvement.  

g. Procuring support from, and liaising with, other educational institutions & agencies.  

h. Details of any ALN specialism and any special units. 

i. Details of any special facilities which increase or assist school access for ALN pupils. 

j. The School's staffing policy with regard to ALN  pupils. 

k. Policy for INSET:  i. teaching staff   ii. ancillary teachers.  

l. The complaints procedure. 

m. Arrangements for ALN pupils changing schools or leaving school. 

 

Parents are encouraged to offer their views on Additional Educational Needs provision at the 

annual meeting for parents which is arranged by the Governing body. 
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Section 16 

Section 16 contains information about connections with other school, including the EOTAS. 

It also contains information about the transition arrangements. (For further information on 

transition, see Transition policy). 

Managing transition. 

It is important to remember that the transfer of location from primary school to secondary 

school is only one of the transition points that students will experience: 

Primary to secondary school > Annual move to next year group > KS3-KS4 > Transition 

from Year 11 > further educational vocational courses/ KS5/ adult life. 

 

KS2 TO KS3 transition. 

For students who will have attended a primary school this could represent the first change of 

school since the age of 4. This transition represents a major change for the students. 

Areas of focus at transition (developed by Galton et al 2003) 

Area of focus 

 

Priorities Example 

Administrative  Passing on information 

to smooth the transfer 

Common transfer form, 

meeting between current and 

next teacher. 

Social  Reducing the students 

anxieties about the 

transition  

‘Taster’ days where students 

visit new environment. 

Programmes to help students 

feel confident and 

comfortable in new setting by 

developing their knowledge, 

skills and understanding in 

relation to aspects of change. 

Buddy mentoring systems. 

Open evening. 

Curriculum  Progression –where 

learning builds 

sequentially on what 

has been learned and 

shows an upward 

gradient in demand as 

students move from 

year to year (DfES 

2004B) 

 Continuity –where 

planned links and 

Close liaison between the 

current setting and new 

setting to ensure familiarity 

with both preceding and 

future curriculum. 

Targeted interventions for 

some students...to support 

certain students in the KS2 to 

3 transfer.) 
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similarities ensures that 

there are no 

unnecessary jumps and 

gaps in students’ 

learning or repetition 

(DfES 2004b) 

Pedagogic  Addressing differences 

and similarities in 

learning and teaching 

styles. 

Discussion between teachers 

in KS 2 and 3 about standards 

of work expected of students 

and about approaches to 

teaching. 

Management of 

learning  
 Learning about 

learning, study skills, 

personal organisation 

Specific programmes to 

develop personal organisation  

Identifying preferred learning 

styles 

Developing students 

metacognition. 

 

 

 

Additional  processes for vulnerable groups including those with ALN /AEN at Pen Y 

Dre High School. 

 Additional visits to PYD. 

 The Secondary ALNCO meets with the primary ALNCOs prior to transition about 

students with ALN  

 Any additional information is available in good time to inform planning 

 Peer mentors assigned to individual students in vulnerable groups (Mrs Julie Voyle 

BST). 

Specific processes for certain identified individuals 

There are some students with very specific and/or complex needs. Within this group there are 

students with statements of ALN who will be supported through the annual review process. 

Key elements for support 

 Where it is required, additional adult support is available as soon as the student starts 

PYD school. 

 Teachers and additional adults who work with the students have sufficient training. 

This is more relevant for some types of need than others-those students with Asperger 

for example. 

 Where behaviour is a concern, accurate information is available to receiving staff on 

successful strategies used, and known triggers or sources of anxiety that precede 

behaviour, and any self-management strategies that the student uses.. For further 
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information see Boxall Profile developed by the Nurture Society and Risk Assessment 

proformas completed by primary staff. 

People involved in supporting the student: 

 the student  

 parent/carers 

 primary school teacher 

 primary school LSA 

 primary ALNCO 

 Learning Champion - year 7 

 secondary ALNCO/ Leader of Learning 

 mathematics AEN teacher 

 secondary form tutor 

 secondary teaching assistant  

 EIO 

 Inclusion team based at PYD. 

 LEA support service staff 

 outside agencies including school nurses (see medical proforma) 

The EOTAS Programme (Educated Other than At School) 

Some pupils with SEBD have a shared placement with the EOTAS Programme. It is an 

essential part of the continuum for supporting those pupils experiencing significant and 

complex social/emotional/ behavioural difficulties. 

The responsibility for the provision of the curriculum remains with the base school. Close 

liaison occurs between the EOTAS programme and PYD.  

For KS3- KS4 please see information provided by the school on its PREVENT alternative 

curriculum programme and the LEA’s EOTAS Programme. 

 

Section 17.  

Section 17 contains information about links with health services, social services and 

educational welfare services. 

 

Child Health Services 

The Key health worker for the school is the schools nurses. Through the school nurse the 

doctor, therapist and other health professionals can be reached. The Child and Mental Health 

Services are available through the Educational Child Psychologist. The Primary Mental 

Health Service can be accessed directly.  
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Pupils on regular medication for conditions such as asthma, diabetes or epilepsy do not have 

ALN but may miss some schooling. It is important that all staff is aware of a child’s 

additional needs, for example where an Epipen is housed. All staff has Epipen training 

annually. 

 

Education Inclusion Service 

The EIO has a wide range of duties and input within the area of safeguarding students. They 

can play an important role with pupils who have ALN., in helping liaise between home and 

school and maintaining communication in cases where attendance is sporadic. 

EIO’s might work by 

 discussing with staff any students who have attendance or welfare problems 

 tracking students missing from education 

 working with individual students and their parents/cares in order to try and resolve 

any problems/difficulties relating to attendance 

 assisting students who are at risk from exclusion and supporting their successful 

reintegration attending independent appeals and tribunals against tribunals 

 Supporting home tutors  

 Liaising with Youth Service 

Social Services.  

The LEA has a Social Services department which has a children’s service and a section for 

those with disabilities. Direct referral can be made by the school over single cases.  

Looked After Children  

The aim of this team is to improve the educational achievement and experience of young 

people in care. The Education of Young People in Public Care, DfES/DH (2000), highlights 

the need for LEA to act corporately and advocate on behalf of these young people. Pen Y Dre 

has a designated teacher for LAC students, Mr Steven Jones. Each pupil has a ‘personal 

education plan’ which details the planning, tracking and multi-disciplinary input for the 

student. 

The LAC team provides guidance and support through: 

 Training 

 Consultation and advice 

 Targeted case work 

 Tracking and monitoring of the student’s educational needs, provision and 

achievement 

 Assessment of the individual needs of students 

 Attending personal education plan meetings 
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 Partnership work for individual students at risk of exclusion, underachievement or 

without a school place. 

Voluntary organisations 

SNAP CYMRU 

SNAP Cymru provides support and information on parents’ rights; roles and responsibilities 

with the ALN process, and training for parents. The service can also work with the school, 

LEA officers and other agencies to help them develop positive relationships with parents. 

SNAP Cymru can ensure that parents’ views inform and influence the development of ALN 

policy and practice. 

 

For further information on the range of services provided see the support services directory. 
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Disability Act- Provisions 

SECTION 1:  INTRODUCTION 

Amendments introduced by the Special Education Needs and Disability Act 2001 extended 

disability legislation into education (effective September 2002) and more recently The 

Disability Discrimination Act 1995 (DDA) has extended the legislation. Most of the DDA 

was implemented from 1995 and adjustments requiring the provision of “auxiliary aids and 

services” were required from September 2003. Adjustments requiring alterations to physical 

features are required by September 2005. 

 

For the purposes of this policy, disability includes people with: 

 Physical or mobility impairments 

 Visual impairments 

 Hearing impairments 

 Dyslexia 

 Medical conditions 

 Mental health problems 

 

The School is committed to equal, independent access to all teachers, support staff and 

pupils. It seeks to achieve practical solutions to support all those on site, to ensure they have 

equal opportunities to benefit from, and contribute to, the learning process. When disabled 

people, teachers, support staff and pupils participate in the School environment, everyone 

benefits. 

 

The legal responsibilities placed on the institution require a strategic and “whole school” 

approach and its implementation aims to promote best practice in this area. 

 

AIMS: 

The disability provision policy aims to: 

1. Show how the School has evaluated current policies and their implementation for 

teaching and learning, accessibility and care. 

2. Contribute towards the development of an inclusive culture where every individual is 

nurtured and respected and where discrimination against disabled persons does not 

occur. 

3. Establish good support systems for staff and pupils. 

4. Develop a coherent and specific professional development programme for all teaching 

and non-teaching staff. 

5. Respect the rights and privacy of all disabled people. 

 

SECTION 2:  ROLES AND RESPONSIBILITIES 

a) The Role of the Governors 
i) To be legally responsible for the actions of the School as a whole and is thus 

recognised by the Disability Discrimination Act 1995 (DDA) as the “responsible 

body”. 

ii) To ensure that the actions of individuals, staff and pupils, do not discriminate against 

disabled pupils without recourse of action. 
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iii) To ensure that all contracted to the School, as speakers, employees of agents on site, 

either permanently or temporarily, do not discriminate against a disabled pupil or 

adult. 

iv) To ensure that all reasonably practical steps are taken to prevent staff or agents 

discriminating. 

v) To ensure that all parties are aware that it is a criminal offence to knowingly 

discriminate against a disabled pupil or member of staff. 

vi) To publish what discrimination means, highlighting the treatment of individuals ‘less 

favourably’ than others, and failing to make a ‘reasonable adjustment’, placing 

disabled people at ‘substantial disadvantage’ is discrimination. 

vii) Co-operate with the Head teacher in: 

 determining the School’s ALN  policy and provision; 

 establishing the appropriate staffing and funding arrangements; 

 maintaining a general oversight of the school’s work. 

viii) To appoint an ALN  governor (or committee) with special responsibility to take 

particular interest in and closely monitor the School’s work on behalf of pupils with 

ALN  and facilitate training for the governing body 

ix) To report to parents annually on the School’s ALN policy. 

x) To ensure that all aspects of teaching and learning, resources, physical environment, 

pupil and staff welfare, catering facilities and careers services comply with the Act 

and all policies are reviewed, amended and monitored regularly in the light of 

provision and nature of disability. 

xi) To ensure that procedures are in place to take reasonable steps to find out if a person 

is disabled and safeguards put in place to store sensitive information. 

xii) Through Governors Sub Committees, to have direct responsibility for incorporating 

disability regulations into Health and Safety procedures, ensuring that accessibility is 

steadily improved through any existing and intended building developments, and that 

staff and pupil welfare policies are updated and amended regularly, and ensure that 

disability issues are progressed consistently. 

xiii) To be conversant with the Disabilities Discrimination Act, The ALN Code of Practice 

and their responsibilities and how funding, equipment and resources are deployed. 

xiv) To ensure that senior Managers take their responsibilities seriously and comply with 

the Act. 

xv) To ensure an audit and risk assessment of the current situation is carried out and 

compared to the potential responsibilities under the Disabilities Discrimination Act. 

xvi) To put aside appropriate funds in the budget to make reasonable adjustments. 

xvii) To deal with any discriminatory treatment quickly and fairly through an internal 

complaints procedure. 

 

b) The Role of the LEA 

LEAs have a duty in Part IV of the Disability Discrimination Act (DDA) 1995 (as amended 

by the Additional Educational Needs and Disability Act 2001) to plan to increase 

progressively accessibility of schools to disabled pupils with the plan in place by 1 April 

2004. Improved access for disabled pupils may also improve access for disabled staff, parents 

and other visitors and users of the School. LEAs have a responsibility to: 

i) Plan strategically to increase over time the accessibility of all their schools, including 

pupil referral units and maintained nursery schools. 
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ii) Put in place accessibility strategies and accessibility plans by 1 April 2004 covering 

the three-year period up to 31 March 2007 and produce new plans at three yearly 

intervals. 

c) The Role of the Head teacher 

The Disability Act 2001 gives parents much greater rights to access to mainstream provision. 

The Head teacher, through the nominated member of the senior Management team, should 

work with the LEA to improve disability access for staff, pupils, and parents. 

i) To be responsible for the day-to-day management of all aspects of the School’s work, 

including provision for pupils with ALN and disabled staff. 

ii) To keep the governing body informed of changes to legislation and provision. 

iii) To ensure that staff with a disability, and those applying for employment, are treated 

with due regard according to the Access to Work policy. 

iv) To ensure that all building work improves the quality of provision and access for the 

community with a range of disabilities. 

 

d) The Role of the Senior Management Team/Access Working Group 

Schools have a joint responsibility with the LEA to prepare an accessibility strategy and 

accessibility plan to cover a three year period from 1 April 2004 to 31 March 2007 and every 

three year period following. There is a distinct difference between aids provided through the 

ALN framework and those provided through the planning duty. The ALN duties relate to an 

individual pupil but the planning duties relate to the population and future population of the 

School.  The school has therefore set up the Access Working Group (AWG) which is a 

strategic planning group that has a member of the SMT, several Heads of Department and the 

Premises Officer as key members.  The AWG will invite certain members of staff to join the 

group when certain relevant issues are being discussed.  The AWG has overall responsibility 

for improving the accessibility of the building and grounds.  Its duties include: 

i) Preparing an accessibility strategy and accessibility plan in liaison with the LEA. 

ii) Ensuring that the Access to Work Policy for staff is implemented fully. 

iii) Liaising with feeder schools and outside agencies to identify all pupils, and 

prospective pupils who face barriers to their learning and full participation. 

iv) Planning to increase access to the curriculum by undertaking regular curriculum 

audits and monitoring the progress of disabled pupils for patterns of achievement and 

participation. 

v) Taking responsibility for planning to improve the physical environment of the School. 

The physical environment covers all areas of the building and grounds. 

vi) Ensuring that building development or changes to improve physical access comply 

with building regulations – very important with new build. 

vii) Considering accessibility in all purchasing decisions. 

viii) Informing the Governing Body of any required improvements to the accessibility of 

the physical environment of the School. 

ix) Having responsibility for relevant policies and procedures that are consistent with 

current legislation and avoid disability discrimination. 

x) Having responsibility and oversight of the production of materials and resources in 

alternative formats, e.g. large print, Braille, etc. 

xi) Preparing and implementing staff training programmes on disability awareness. 

xii) Taking reasonable steps, liaising with the LEA, parents and ALNCO, to find out 

about a pupil’s disability. 
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xiii) Putting in place procedures that ensure staff and pupil confidentiality - publish a 

confidentiality policy for the School. 

xiv) Discussing timetable and rooming allocation with the appropriate SMT member to 

ensure staff and pupils with disabilities have the provision designated in the access 

plan. 

 

e) The Role of the Head of Department/Pastoral Head  

i) Work with the senior Manager responsible for disability awareness and provision to 

increase the extent to which disabled pupils can participate in the School Curriculum 

and gain access to learning opportunities. 

ii) Undertake curriculum audits that review patterns of achievement and participation in 

the subject area. 

iii) Review programme specifications to ensure they do not create barriers to access by 

disabled staff and pupils. 

iv) Plan to increase access to the subject for disabled pupils by varying approaches to 

delivery, through classroom management strategies, group and peer support and 

resource banks. 

v) Ensure departmental staff maximise participation of all in the department with a 

disability and monitor and evaluate practice. 

vi) Carry out departmental audits e.g. Health and Safety and Accessibility to support 

improving the physical environment of the department. 

vii) Attend appropriate staff training and work with outside agencies on the educational 

implications of different disabilities and on the management of particular health needs 

in the classroom, and share good practice. 

viii) Become familiar with physical aids to access education including ICT equipment. 

ix) Consider accessibility in all purchasing decisions. 

x) Ensure appropriate resources are prepared for disabled staff and pupils in alternative 

formats taking account of disabilities and parents preferred means of communication. 

xi) Provide information within a reasonable time, i.e. at the start of each academic year 

for timetables and the beginning of lessons for pupil worksheets. 

xii) Monitor and evaluate provision regularly with support staff for both school employees 

and pupils to further improve efficiency and effectiveness. 

xiii) Address concerns raised by pupils, staff and parents and raise issues with ALN ior 

management when they cannot be alleviated. 

xiv) Ensure equality of opportunity throughout the department includes all that work or 

learn within it and the department is free from discriminatory practices. 

 

f) The Role of Members of Staff 

i) Attend training appropriate to disabilities for knowledge of what is expected of them 

as teachers/support staff and be resourced to respond. 

ii) Keep up-to-date with school policies relating to disability. 

iii) Plan teaching activities to ensure they are accessible to support staff and pupils, 

making adjustments in response to the particular needs of the disability. 

iv) Ensure physical access, lighting and acoustics when delivering a lesson that includes a 

person with a disability. (Physical access to include assisting those who lip read). 

v) Ensure practical sessions are accessible to allow free movement, benches and work 

surfaces at appropriate heights and assistance for pupils to enable them to carry out 

tasks safely. 
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vi) Address health and safety issues and procedures with pupils and support staff and 

review where appropriate. 

vii) Carry out ‘risk assessment’ and induction for particular pupils and staff. 

viii) Provide resources at the beginning of a lesson and pace delivery to enable support 

assistants/interpreters to keep up. 

ix) Provide learning resources that are accessible by design, especially within virtual 

learning environments. 

x) Make appropriate adjustments to assignments and assessments to enable a disabled 

pupil to demonstrate their learning. This may mean altering the mode of assessment, 

provision of study skills support, flexible deadlines and checks for unnecessary 

barriers to examinations. 

xi) Review provision regularly with the pupil and support person. 

xii) Ensure all pupils participate regardless of disability. 

xiii) Ensure the pupil is addressed personally and not the support person. 

 

SECTION 3:  ISSUES CONSIDERED BY THE AWG 

1. Buildings and Premises 

1a) The Act covers all aspects of the physical environment of the School. Access to 

buildings is available through level, dropped kerb or ramped entry and emergency 

evacuation arrangements include alternative escape routes for people with mobility, 

hearing and visual impairments. Flashing fire alarms and vibrating pagers are 

available and fire refuges have been made known to all disabled staff, students and 

key personnel. 

1b) Pathways through and around the building have effective lighting and signage and 

tone contrast to mark the edge of footpaths, corridors and steps. Doors are similarly 

marked to assist orientation. Flooring is easy for wheelchair users. 

1c) Classrooms, workshops, laboratories and the reception area have been fitted with 

working loop systems to assist hearing aid users. 

1d) Classrooms, workshops and laboratories have desks at varying and/or flexible heights 

and special adjustable seating is provided. 

1e) Disabled pupils and staff have access to all facilities offered to able-bodied pupils and 

staff, e.g. dining facilities, staff room, lockers (at an appropriate height) and 

cloakroom facilities. 

1f) There is a designated disabled toilet area in each section of the School. Combined 

disabled toilet and shower arrangements are provided in the sports changing rooms. 

1g) Several car parking spaces are conveniently located and marked as reserved for 

disabled drivers. The car parking area is well lit for evening events. 

1h) All new building projects are reviewed by the Access Working Group (AWG) in 

order to ensure that the opportunity is taken to build in accessibility from an 

educational perspective. 
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1i) Timetabling and rooming needs are very carefully planned and staff are trained to 

make adaptations and respond to individual needs. 

1j) Premises staff strives to keep routes around school, doorways and toilets open and 

accessible and replace any malfunctioning equipment promptly. 

1k) Services, equipment and procedures are reviewed regularly to take account of changes 

to technology and good practice. 

 

2. Admissions and Marketing 

2a) The school prospectus and job application details are available in alternative formats, 

e.g. on disc and in a reasonable size font. Access arrangements are included in the 

prospectus and school information sent to staff applying for posts, with a named member 

of staff provided for applicants to contact if they need further information. The published 

information makes it clear that additional arrangements can be made for individual cases. 

The school website complies with the World Wide Web Consortium (W3C) guidelines. 

Staff meeting visitors to the school have received disability equality training and all staff 

participating in school recruitment events are aware of procedures and facilities available 

to disabled applicants. 

2b) Admissions to the School are on academic grounds alone, except in exceptional 

circumstances. The admissions policy states how applications are processed and 

opportunity is given to pupils to visit the building to see what, if any, additional 

alterations will be necessary. Disabled pupils have an additional individual induction 

that will include a full tour of the School, the disabled facilities available in each area, 

and a meeting with key personnel who may be assisting them in different 

departments. 

2c) All disabled pupils and staff have access to regular reviews, either through an ALN  

statement or an access to work assessment. Admissions procedures are altered if 

necessary, to adjust to outcomes from such reviews. 

 

3. Teaching and Learning 

3a) All pupils and staff have full access to teaching and learning opportunities. To prevent 

academic standards being compromised, teachers will define precisely what the core 

element of the teaching programme is and assess what alterations may need to be made to 

enable disabled pupils to participate fully. This may mean that some alterations need to be 

made for individuals. For disabled teaching staff, particular classroom aids and resources 

may assist with lesson delivery and an in-class (Access to Work) assistant may help with 

the delivery of part of the lesson particularly where specialised equipment is required. 

3b) Teachers need to know what disabilities have to be taken into account when 

delivering a lesson, e.g. the direction of delivery of the lesson (to enable lip readers to 

follow); advance preparation of resources, handed out at the beginning of the lesson 
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or available on-line prior to the lesson (for pupils with visual impairment and 

dyslexia); creating breaks in the speech parts of a lesson (to enable sign language 

interpreters to keep up); direct questions and comments at the pupil or adult (rather 

than a support assistant); provide teacher, peer, or assistant support in making 

presentations (for pupils with physical and/or communication difficulties; allowing 

only one person at a time to talk in discussion (to prevent background noise masking 

the discussion/delivery of a lesson (to assist those with a hearing impairment); and to 

ensure that, regardless of any communication problem, all pupils have the opportunity 

to participate in the lesson. 

3c) For group activities in class, some changes have been necessary to procedures to 

enable the individual(s) in the group(s) to participate fully in the outcome of the group 

work. Sometimes support is needed to carry out the task and to ensure that all pupils 

contribute. Adjustments are sometimes needed if the group work is to be assessed. 

3d) Access to ICT equipment, materials and the use of ICT resources is essential for many 

disabled adults and pupils. Where necessary, videos and other audio materials are 

provided with subtitles, interpretation or scripts and all electronic materials are fully 

accessible. The School selects software that allows a pupil to work at their own speed 

and to take rest breaks. 

3e) For practical sessions we have installed some adjustable worktops and benches with 

access for wheelchairs. Teacher assistants may help pupils and staff to use equipment. 

All users of practical areas are well trained of Health and Safety procedures and 

responsibilities. A risk assessment is always undertaken for all practical activities and 

these give due consideration to the needs of disabled pupils. 

3f) Work placements are always audited for accessibility. Teachers involved in placing 

pupils are made aware of the outcome. N.B. Most workplace environments will have 

made reasonable adjustments to facilitate disabled access. 

3g) Pupils with a disability are encouraged to participate in out-of-school activities such 

as visits and field trips. Rules and regulations governing visits are rigorous and it is 

necessary to carry out a risk assessment with a particular disability in mind prior to 

the visit being organised. Access for disabled pupils, staff and helpers should be 

ascertained at an early stage before proceeding with the arrangements. Support staff 

for disabled persons will usually also attend the visit to ensure the maximum 

educational benefit. 

 

4. Staff Development 

4a) The School takes specific steps to raise awareness of disability among staff and 

pupils. Staff disability equality training programmes are implemented on a regular basis to 

ensure the governing body is seen to take all reasonable steps to prevent discrimination 
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occurring, and that staff and pupils are more confident to challenge negative and 

inappropriate behaviour in colleagues and pupils and to promote inclusion. 

4b) A training programme is available for all staff, teaching and non-teaching colleagues 

with priority given for those responsible for, or working alongside disabled staff 

and/or pupils. Training includes informing staff on how they can make anticipatory 

and appropriate adjustments in their departments and we hope to actively involve 

disabled persons. 

4c) Disability issues are included in Induction training for all staff and in conjunction 

with the ALN training programme. All training is assessed annually with the views of 

disabled staff and pupils being sought to enable change and modification for inclusion 

in updating policies for governor review. 

4d) Departments with disabled colleagues have had training on disability issues and staff 

has been asked to suggest what training they require to facilitate support for their 

disabled colleagues. 

4e) All staff are trained in producing resources in other ways, or know how to access 

these. Good practice guides are produced to cover staff and pupil disabilities, and 

shared by departments. 

4f) Departments are involved in auditing their rooms and resources particularly when 

new pupils/staff present a disability previously not catered for in the School. 

4g) Staff/pupil confidentiality is an issue that all staff needs training in. This training 

includes: how to manage disclosure of a disability, the School’s confidentiality policy 

and who should or should not, have access to the information. 

4h) Different staff groups need training in aspects of good practice. senior managers have 

a thorough understanding of their legal responsibilities and one manager has been 

appointed within the school to have responsibility for offering advice and information. 

All staff need to be aware of their responsibilities towards disabled people and 

specific training sessions will be necessary for supporting individual, identified 

disabilities. 

4i) Trainers can be found at: www.drc-gb.org 

 

5. Assessment and Examinations 

5a) To ensure all pupils have an equal opportunity to demonstrate achievement, 

assessment practices may be modified with an aim to change the delivery or mode of 

assessment rather than the way it is marked. Reasonable adjustments to the method of 

assessment take priority over differential marking. However, staffs are well aware that 

the adjustments should not compromise academic standards. 

5b) Adjustments to assessment are made on an individual basis and pupils may have 

alternative coursework set, additional time, use of ICT or amanuensis, readers, large 

print or Braille, or adjustment to examination timetables. Any presentations required 
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for examination may need additional time for pupils with communication difficulties, 

or the presentation may be given in a different format. Support staff working with 

examination candidates has appropriate training and higher level skills (HLTA), so 

that they do not disadvantage the pupil. 

5c) For practical work and performances, pupils may need extra support or time to 

demonstrate their abilities. 

5d) Computer assisted assessment can help disabled pupils but it can also create new 

barriers to achievement. (Good practice guidelines are available from the World Wide 

Web Consortium – W3C- and also from TechDis.). 

5e) Coursework methods and outcomes are discussed with individual pupils, parents and 

any support staff. It may be appropriate to have flexible deadlines, alternative formats, 

support for research or reduced reading lists. External assessors are notified of any 

adjustments that have been made and the school prefers that an assessor has been 

trained in methods of assessing disabled pupils. 

5f) The School has a clear policy about adjustments to examinations for disabled pupils. 

Staff, pupils and parents are all made aware of the policy well in advance of any public 

examination and the policy also applies to class examinations and assessments. 

5g) Teacher guidelines on marking work of disabled pupils are available as an appendix 

to a school disability policy. This covers all work handed in for assessment and for a range 

of disabilities. It is standardised across departments to enable maximum support for 

individuals. 

 

6. Libraries and Resource Centres 

6a) All pupils and staff with disabilities have equal opportunity to use the facilities in 

these centres, and at the appropriate level of need. 

6b) Information about the library and resources centre is available to disabled pupils and 

staff and in alternative formats. Information about adjustments already made and what 

is possible for individual disabilities is also available. 

6c)  Pupils and staff have access to these buildings and toilet facilities are accessible close 

by. All resources buildings, in line with school policy, have good lighting and colour 

contrasts to assist orientation, loop systems, accessible help desks, and appropriate 

fire and emergency procedures. 

6d) Staff are trained in assisting disabled people who are informed that this is part of the 

support network. Individual support workers are able to access resources on behalf of 

disabled people, including signing out books and equipment. 

6e) Disabled pupils and staff have a clear priority in the use of the IT equipment with 

assistive technology, e.g. scanners, customised screens.  When not required by a 

disabled person the equipment is available for use by others. 

6f) Libraries and resource centres are ready to make adjustments according to individual 

need. This includes: individual induction to the facilities; priority access; fetching 

resources that are out of reach; general assistance; extended loan periods and setting 
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aside resources in advance for those disabled persons who find difficulty accessing 

information. 

6g) Library and resources staff participates in disability training programmes and 

understand the procedures on confidentiality. 

6h) Library and resources staff review their services annually and take into account any 

changes in good practice and advances in technology as well as disabled clients 

satisfaction surveys and complaints when publishing details of services available. 

 

7. Career Services 

7a) All rooms available for the local careers service for school visits, the designated 

careers room within the School buildings, are accessible to pupils, staff and parents 

who may have a disability. The school plans to improve access in due course, where 

necessary. 

7b) Some pupils with a disability require additional support in careers sessions and 

interviews. The ALNCO liaises with the careers service to ensure support is available 

and appropriate. 

7c) The ALNCO may alert a ‘specialist’ careers officer to advise a pupil with a specific 

disability especially if a pupil does not have a statement of special educational need. 

In such a case it may be appropriate to invite the careers service for a discussion with 

a pupil and parent, holding a review similar to a 14+ Annual Review for a pupil with 

a statement. Part of the discussion involves the giving of advice about support 

available to employers through Access to Work and individual rights under the DDA. 

Individual, longer appointments may be necessary for pupils with a disability. 

7d) Statutory work placements for pupils with a disability need careful selection and 

greater liaison between the work placement co-ordinator and employer. Some 

employers may need to be made aware of their responsibilities under the DDA and 

others may need to be encouraged to consider taking a disabled pupil. 

7e) Making reasonable adjustment for pupils requires that they are given the necessary 

support. Some of the reasonable adjustment may come in the School careers 

programme, as part of any work related or vocational training offered as part of the 

curriculum. Individual help provided to use careers resources, assistance with 

researching careers, writing CVs and applications is given by an appropriately 

informed support worker. 

7f) Regular review of provision includes the views of disabled pupils, parents and 

employers in work placement situations. 

8. Residential Services 
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8a) The school ensures that any potential applicant for either a teaching post (that requires 

living on-site) or a pupil is not put at ‘substantial disadvantage’ by sending or offering 

accessible and accurate information. Prospectus information is available in different 

formats and makes it clear what adjustments we have put in place already. Physical 

adaptations are required under Part 4 of the Act, but residential accommodation is covered 

in Part 3 of the Act, so physical adaptations were completed by October 2004. The 

anticipatory duty is an evolving one and adjustments are planned into refurbishment and 

new build, so the School will improve its provision in due course. 

8b) Rooms for disabled persons, staff and pupils, are integral to the main accommodation 

and have standard alterations expected for disabled persons. Reasonable adjustments 

will be made for individual staff and/or pupils. A staff training programme is in place 

for all personnel on site. 

8c) For any residential fieldwork/courses/holiday activities, the Group Leader will advise 

the centre of the needs of their party, and will only select a centre that is accessible to 

all. Most activities, with careful planning by teachers, support staff and centre staff, 

are made accessible to most disabled pupils. 

 

9. Confidentiality 

9a) Disabled pupils and staff are encouraged to disclose a disability and in doing so have 

a right to confidentiality under the Data Protection Act, and separately under the 

Disability Discrimination Act. If a pupil or a member of staff discloses a disability, 

members of staff will, with the pupil’s or member of staff’s consentt, pass this 

information to the designated member of staff. 

9b) The staff handbook has information on how to manage disclosure of a disability and a 

copy of the School’s confidentiality policy – which details who should, or should not, 

have access to the information. 

9c) Confidential information about a disabled pupil or member of staff is recorded and 

kept securely. Care is taken in deciding what information is kept confidential to 

particular staff and what information is divulged to all. 
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Access to work for staff with disabilities 

SECTION 1:  INTRODUCTION 

For the purposes of this policy, and in accordance with the Disability Discrimination Act 

1995, the Additional Educational Needs (ALN ) and Disability Act 2001 and amendments of 

2002, 2003 and 2005, disability means: 

 

“someone with a physical or mental impairment which has a substantial and long term 

adverse effect on his/her ability to carry out normal day to day activities”. 

 

Therefore the policy should be applied to assist the following persons: 

 Disabled staff (where the disability is likely to last 12 months or longer); 

 Potential employees in need of support at a job interview at the School; 

 Staff employed at the School who develop a disability during their term of employment. 

 

Access to Work (AtW) aims to assist disabled staff by providing practical support, and help 

meet additional costs associated with overcoming work related obstacles resulting from 

disability. 

 

The School is committed to equal, independent access to all employees and pupils. It will 

seek to promote access improvements for employees, pupils and the wider community in 

conjunction with the local education authority where necessary. 

 

Aims 

Access is a human rights issue and disabled staff should have independent opportunity to 

fulfil their employment potential. The access to work policy aims: 

1. To assist those staff who have a disability to engage fully in employment. 

2. To enable those staff with a disability to maximise potential and contribute fully to the 

life of the School. 

3. To ensure disabled staff has equal access to recruitment, training and promotion. 

4. To have disability needs identified, assessed and supported, in agreement with the 

member of staff. 

5. To raise awareness of disability within school, and to challenge prejudices in relation 

to disability. 

6. To make every reasonable effort to enable staff that develops a disability while 

employed at the School, to remain employed within it. 

7. To ensure provision of services necessary to assist staff with disabilities. 
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8. To ensure the provision of services that further the integration of staff with disabilities 

in ways that promote a positive image of persons with disabilities and enhance their 

self-esteem. 

9. To provide support and make adjustments for staff, and applicants for vacancies, who 

have disabilities. The School will respect their rights to privacy and confidentiality. 

 

SECTION 2:  ROLES AND RESPONSIBILITIES 

a) The Role of the Governors 

i) To develop a set of comprehensive employment policies and procedures which are 

consistent with current disability legislation and avoid disability discrimination. 

ii) To produce ‘accessibility plans’ as required by law in anticipation of disabled persons 

applying for a post. 

iii) To develop a strategic action plan for disability access to avoid practising disability 

discrimination inadvertently. 

iv) Create a budget heading into which monies are delegated to support access to work 

provision for employees in school. 

v) To allocate responsibility for the implementation and provision of the action plan. 

vi) To evaluate policies regularly making adjustments in the light of new disability 

legislation and recommendations. 

vii) To acquire a broad and thorough understanding of disability legislation and of the 

particular needs of staff with disability. 

 

b) The Role of the LEA 

i) Provide proactive employment relations consultancy service to senior management 

offering practical advice and solutions to employee disability rights and disability 

legislation. 

ii) To drive forward a continuous access improvement programme to ensure effective 

recruitment to the School. 

 

c) The Role of the Head teacher 

i) To ensure that all staff involved in the recruitment process are aware of their 

responsibilities under the Disability Discrimination Act. 

ii) To review job descriptions to ensure that they do not unfairly exclude a disabled 

person from applying for the post. 

iii) Ensure that all candidates have access to, and provision for, an interview that can be 

held without embarrassment or difficulty. 

iv) To include a statement in all interview letters/phone calls or emails, asking candidates 

whether they have any special needs relating to a disability. 

v) To consult with relevant school departments, the LEA Disability Co-ordinator and 

Occupational Health Consultants, on whether adjustments will be needed for the 

applicant to carry out their role. To discuss this with the applicant at interview. 

vi) To provide disability awareness training programme for those staff that are 

responsible for someone with a disability, and for those who work alongside a 

colleague in a support role. 

vii) To provide training time for the member of staff to learn to use equipment and 

resources. 
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viii) To ensure that the member of staff has allocated time for rehabilitation, assessment 

and medical treatment. 

ix) To implement recommendations regarding an employee’s disability, e.g. making 

‘reasonable adjustments’ to their job description and responsibilities, and working 

hours. 

x) To seek advice from a Fire Officer on the emergency evacuation of buildings, and put 

in place any arrangements for the safe evacuation from the building of anyone with a 

disability. 

xi) To put in place a complaints procedure for concerns about disability in the workplace, 

and access to work. 

 

d) The Role of the Senior Management Team (D/H i/c Disability/Access/Premises) 

i) To have responsibility for implementation and review of access and disability 

policies, and develop strategies that ensures continued improvements in access for 

disabled staff. 

ii) To ensure that ‘reasonable adjustments’ are made to the physical features of the 

premises where these put disabled staff at a disadvantage. 

iii) To offer INSET to all staff on Disability Awareness Training ensuring that all who 

need to attend, do so, e.g. managers and those working alongside a colleague with, for 

example a sensory disability. 

iv) To take responsibility for the provision and implementation of the action plan. 

v) To develop policies and programmes which avoid disability discrimination. 

vi) To instigate a needs assessment to ‘Access to Work’, Job Centre Plus, at the request 

of a member of staff and to support that person through the procedure. 

vii) To draw up a job description for a support person for individual members of staff with 

disability. 

viii) To oversee the installation of specialist equipment, and monitor its efficient running 

and maintenance, to ensure continuous access to work. 

ix) To manage and oversee the decision-making process about the use and ownership of 

any specialist equipment, when a member of staff with a disability leaves their post. 

x) To monitor the effectiveness of the policy in conjunction with all interested parties. 

 

e) The Role of the Learning Champions/Pastoral Head 

i) To implement the ‘Access to Work’ policy in their area. 

ii) To ensure colleagues with disability in the department get information in a format 

most suited to them, e.g. audio tape, large print. 

iii) To be involved in the support process and assist, if asked to help, with the Access to 

Work audit. 

iv) To liaise with members of staff nominated to support and assist disabled colleagues, 

as appropriate. 

v) To ensure that all departmental or pastoral administration procedures/forms are 

audited for disability access and that alternative media are made available as 

appropriate. 

vi) To monitor the success of the new media and resources in providing the 

improvements in access for the disabled person. 

vii) To ensure opportunities for promotion and training are available, and that attainable 

performance management targets are set. 
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f) The Role of a Disabled Member of Staff 

i) To declare the disability prior to interview (for a new member of staff). 

ii) To declare the disability when advised by the medical profession (for an existing 

member of staff). 

iii) To apply for a grant, where appropriate from the Access to Work Programme, in 

accordance with the guidelines stipulated by Job Centre Plus. 

iv) To undergo a work place assessment and prepare relevant documentation (with 

assistance if necessary) that will enable the auditor to prepare an Access to Work 

report. 

v) To work with the Bursar to order equipment recommended for use to help overcome 

work related problems. 

vi) To undertake relevant training, especially with new resources and equipment. 

 

SECTION 3:  PRACTICAL ISSUES 

In order to introduce Access to Work, to support an employee, consideration to the principles 

of the process must be understood. 

1. Access to Work is run by the Department for Work and Pensions at Job Centre Plus. 

2. Access to Work (AtW) provides assistance for disabled people in paid employment, 

or in a job start, to have practical resources and financial support to meet additional 

costs associated with overcoming work-related obstacles resulting from disability. 

3. The key principle of the scheme is to meet the additional costs of employing a 

disabled person. 

4. To be eligible, employees must have a disability that is likely to last twelve months or 

longer. To qualify, new employees should make an application to Access to Work 

within six weeks of joining the School in order for Access to Work to pay 100% of 

the costs. Any other member of staff who becomes disabled may apply with the 

School paying the first £300 contribution with a further 20% of the cost up to a ceiling 

of £10,000. Most schools could be asked if they are willing to pay a further 

contribution. Access to Work will pay 100% of the costs of equipment or adaptations 

over £10,000. 

5. Once the application is made, a needs assessment is undertaken in school by an 

independent assessor from Access to Work. Following this, a report is prepared 

setting out both the minimum requirements to meet the disability and the costs of 

equipment and support.  The School should then purchase equipment and/or recruit 

additional personnel to support the person with the disability. 

6. Practical help in the classroom can take the form of CCTV cameras, whiteboards, 

laptop, specialist furniture, alterations to premises or the working environment. 

Practical assistance can take the form of: 

 in-class support for a teacher; 

 additional assistance with administration; 

 assistance with communication for the visually impaired; 

 a communicator for hearing impaired or deaf people; 

 assistance with travel if the person cannot travel unaided. 

7. If the disabled person leaves employment, an agreement needs to be reached about 

use and ownership of any specialist equipment. 

8. Re-assessment in the workplace takes place every three years. 
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9. Access to Work funding is not retrospective. It will not refund reasonable adjustments 

that have already been made. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 126 

Child Protection. 

 

SECTION 1  SETTING THE SCENE 

Abuse of children can initially be spotted by parents, nursery nurses, youth workers, teachers, 

lecturers, peripatetic teachers, governors, volunteer helpers, lunchtime supervisors, 

Educational Psychologists, Educational Welfare Officers, non teaching staff, etc.  The 

purpose of this policy is to inform those who work closely with children and their families as 

to the most common signs of child abuse and to prescribe the procedures that must be 

followed to protect the child. 

Child abuse manifests itself in a wide variety of ways, e.g. physical, emotional, sexual, severe 

neglect and as a result of domestic violence. Abuse of all kinds occurs right across the social 

spectrum.  Child sexual abuse in particular has been shown to occur in families at all levels of 

socio-economic status and in families with high overt degrees of conformity to codes of 

sexual respectability. 

Although the signs of child abuse are well documented many of the symptoms taken in 

isolation can occur in situations where no child abuse is occurring, will occur or has ever 

occurred.  Many of these signs may also be indications of other medical, social or 

psychological problems or simply normal child development.  Staff therefore needs to be 

careful and thoughtful in ascertaining whether abuse is suspected.  The large number of signs 

and symptoms described in this policy need to be considered in the light of normal child 

development, e.g. 

 temper tantrums are to be expected from a two year old but may be a sign of serious 

distress in a child of 10; 

 an interest in sexual topics and members of the opposite sex is to be expected in a 

youngster of 15, but in a 7 year old, such behaviour may well be a cause for concern. 

Considering that child protection procedures apply to all children below the age of 18, the 

Head teacher/Designated SM and staff must decide if they have reasonable grounds for 

suspecting that child abuse is taking place.  If they have reasonable grounds then they must 

act immediately.  It is safer to act or to discuss with other agencies than to delay. 

 

Many agencies and support services are able to help identify and assess pupils' needs and to 

provide support for those pupils.  Co-operation between the School, the LEA, the health 

services, police, social services and other agencies is vital for the most effective assessment, 

intervention and deployment of resources for children to be secured.  Indeed, the Children 

Act 1989, the Education Act 1993 and the Education Act 2002 section 175. Statutory 

guidance ‘Safeguarding Children in Education, place statutory duties on these agencies to co-

operate. 
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Such agencies and support services include a wide variety of specialist teachers and other 

professionals.  Immediate contact and close liaison between agencies such as the Social 

Services Department, Local Constabulary, Local Health Authority and NSPCC is essential in 

cases of child abuse.  All agencies must understand that in child protection cases they are not 

only required to carry out their own agency functions, but are also making a vital contribution 

to advising and assisting the local authority to discharge its statutory child protection/child 

care duties. 

Each establishment must have a 'Designated senior Member of Staff' who is responsible for 

Child Protection issues – this will normally be the Head teacher/Principal in a school, 

Principal/Head of Centre in F.E. or Youth Service.  For clarity the term Head 

teacher/Designated SM (senior manager) will be used throughout the rest of this policy when 

deemed appropriate.  The Head teacher/Designated SM should ensure that all staff (teaching 

and support staff) is familiar with the contents of this Child Protection Policy, and that all 

staff sign a record to confirm that they have received and read the document.  The signed 

record must be updated termly so as to include all new staff.  This Child Protection Policy 

and the integral process of notification forms an important part of the induction programme 

for all staff. 

 

Recent legislation regarding the identification of convicted 'child sex offenders' states that 

their residence address and identity will be released to Head teachers on a 'need to know' 

basis.  If a Head teacher is informed that a 'child sex offender' is in the locality of the School, 

it is not for the Head teacher to decide upon whether or not parents can be informed – this is 

the decision of the police.  In the situation where a Head teacher is aware that a 'child sex 

offender' is in the vicinity of the School, but no authorisation has been given to inform 

parents, then that Head teacher may be well advised to make 'awareness of strangers' and 

'personal safety' a high profile topic in: 

 the current assembly programme; 

 the current PSHE scheme of work. 

 

SECTION 2  AIMS AND OBJECTIVES 

 

Aims: 

1. The School aims to provide pupils with relevant information, skills and attitudes to 

help them to resist abuse and prepare for the responsibilities of adult life including 

home and family.  Together with these skills we hope that pupils will feel confident 

they can confide in staff on issues of neglect, abuse and deprivation. 
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2. To allow staff to be familiar and confident with the appropriate child protection 

procedures and issues.  This policy is intended to give clear guidance to all staff, 

teaching & non-teaching on: 

i. the signs that may indicate the possibility of abuse; 

ii. the procedures to follow if a child discloses abuse or a member of staff 

suspects abuse. 

3. To work with parents to build an understanding of the School's responsibility to 

ensure the welfare of all children and a recognition that this may occasionally require 

cases to be referred to other investigative agencies as a constructive and helpful 

measure. 

4. To monitor children who have been identified as 'at risk'. 

5. To contribute to an inter-agency approach to child protection by developing effective 

and supportive liaison with other agencies and schools - thereby contributing towards 

a more effective detection of the incidence of child abuse. 

6. To review the School procedures and improve the way child protection issues are 

managed. 

 

Objectives: 

These objectives relate directly to the six aims of this Child Protection Policy at Pen Y Dre 

High School and are intended to show how the aims are actually put into practice. 

 

1. i. The skills will be delivered through the Curriculum and especially via Pastoral 

 and Social Education (PSHE). 

ii. We try to create an environment and ethos in which children feel secure, their 

viewpoints are valued, they are encouraged to talk and they are listened to. 

iii. We provide suitable support and guidance so that pupils have a range of 

appropriate adults whom they feel confident to approach if they are in 

difficulties. 

iv. We use the Curriculum to raise pupils' awareness and build confidence so that 

pupils have a range of contacts and strategies to ensure their own protection 

and understand the importance of protecting others. 

v. Staff treats the children with respect and all pupils are expected to treat each 

other and staff with respect. 

vi. We look carefully at the role models the School offers pupils through staffing, 

materials used, selection of curricular content and other experiences. 
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vii. We try to impress upon pupils the importance of rejecting violence as a means 

of resolving conflict. 

viii. We regularly review and evaluate our school policies and practices of social 

control and behaviour modification. 

ix. We give pupils opportunities to understand, and strategies for coping with 

stress. 

x. We give all pupils the opportunities to learn about child development and 

good parenting. 

xi. We include, in the Curriculum/PSHE programmes information on personal 

safety. 

 

2. i We provide appropriate child protection training every three years to school 

staff and in particular to designated teachers (who must train every three 

years) to ensure that their skills and expertise are up to date. Training focuses 

on the recognition of the symptoms of child abuse, the procedures and case 

studies.  All staff undergoes some initial training in child protection during the 

induction programme for new teachers and support staff. 

ii. Each member of staff is given a complete copy of this policy in their staff 

handbook, and a copy of the Department of Health booklet ‘What to do if 

You’re Worried A Child is Being Abused’. 

iii. Each teacher must sign a specific register to indicate that they have read the 

policy in its entirety and that they accept their duty: 

 to be familiar with this policy; 

 to implement this policy and to co-operate with the School 

management in promoting 'Child Protection'. 

3. i. We involve parents and other professionals in the community in the personal 

safety programme. 

ii. We inform parents/carers (by publishing a statement in the School prospectus 

and in the first termly newsletter) that the staff is required by law to follow the 

procedures laid down by the Area Child Protection Committee.  The statement 

reads as follows: 

"The School is committed to promoting the health and welfare of all pupils 

and if staff see signs which suggest that one of the pupils may have been the 

victim of abuse, staff will (as is required by law) follow the procedures laid 



 130 

down by the Area Child Protection Committee.  N.B.  Such action in no way 

infers that any parent/carer or other individual is being accused of 

wrongdoing.  A full version of the School's Child Protection policy is 

available upon request." 

4. We keep records in a secure location, clear records of pupils' progress, 

maintaining sound policies on confidentiality, providing information to other 

professionals, submitting reports to case conferences and attending case 

conferences. 

5. i. We employ the child protection procedures and systems of the ACPC. 

ii. We employ systems that enable the transition process to include child 

protection procedures. 

6. A case review is conducted annually. 

 

SECTION 3  TYPES OF CHILD ABUSE AND THEIR SYMPTOMS 

Child abuse can be categorised into four main and distinct categories, i.e. 

1. Physical Abuse. 

2. Sexual Abuse. 

3. Emotional Abuse. 

4. Physical Neglect. 

 

These four categories are those used by the CPS and Police in pursuing any cases of child 

abuse.  A child can be at risk from any combination of the four categories. However, for 

those working in the field two other categories of abuse will be of significance, i.e. 

 

5. Domestic Violence. 

6. Grave Concern/at risk. 

 

These different types of abuse require different approaches.  A child suffering from physical 

abuse may be in immediate and serious danger.  Action should, therefore, be taken 

immediately.  With other forms of abuse there is a need to ensure that adequate information is 

gathered.  There is also a need to make sure that grounds for suspicion have been adequately 
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investigated and recorded.  The need to collate information must be balanced against the need 

for urgent action.  If there are reasonable grounds for suspicion then a decision to monitor the 

situation should only be taken after consultation.  A situation that should cause particular 

concern is that of a child who fails to thrive without any obvious reason.  In such a situation a 

medical investigation will be required to consider the causes.  Each of the five categories will 

now be explored in more detail. 

 

1. Physical Abuse: 

This involves physical injury to a child, including deliberate poisoning, where there is 

definite knowledge or a reasonable suspicion, that the injury was inflicted or knowingly not 

prevented.  Typical signs of Physical Abuse are: 

 bruises and abrasions - especially about the face, head, genitals or other parts of the 

body where they would not be expected to occur given the age of the child.  Some 

types of bruising are particularly characteristic of non-accidental injury especially 

when the child's explanation does not match the nature of injury or when it appears 

frequently. 

 slap marks – these may be visible on cheeks or buttocks. 

 twin bruises on either side of the mouth or cheeks - can be caused by pinching or 

grabbing, sometimes to make a child eat or to stop a child from speaking. 

 bruising on both sides of the ear – this is often caused by grabbing a child that is 

attempting to run away.  It is very painful to be held by the ear, as well as humiliating 

and this is a common injury. 

 grip marks on arms or trunk - found in babies who are handled roughly or held 

down in a violent way.  Gripping bruises on arm or trunk can be associated with 

shaking a child.  Shaking can cause one of the most serious injuries to a child, i.e. a 

brain haemorrhage as the brain hits the inside of the skull.  X-rays and other tests are 

required to fully diagnose the effects of shaking.  Grip marks can also be indicative of 

sexual abuse. 

 black eyes - are most commonly caused by an object such as a fist coming into 

contact with the eye socket.  N.B.  A heavy bang on the nose however, can cause 

bruising to spread around the eye but a doctor will be able to tell if this has occurred. 

 damage to the mouth - e.g. bruised/cut lips or torn skin where the upper lip joins the 

mouth. 

 bite marks. 

 fractures - in children less than 2 years. 
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 poisoning and other misuse of drugs - e.g. overuse of sedatives. 

 burns and/or scalds - a round red burn on tender, non-protruding parts like the 

mouth, inside arms and on the genitals will almost certainly have been deliberately 

inflicted.  Any burns that appear to be cigarette burns should be cause for concern.  

Some types of scalds known as 'dipping scalds' are always cause for concern.  An 

experienced person will notice skin splashes caused when a child accidentally knocks 

over a hot cup of tea.  In contrast a child who has been deliberately 'dipped' in a hot 

bath will not have splash marks. 

 

2. Sexual Abuse: 

The involvement of dependent, developmentally immature children and adolescents in sexual 

activities they do not truly comprehend, to which they are unable to give informed conALN t 

or that violate the social taboos of family roles.  Typical signs of Sexual Abuse are: 

 a detailed sexual knowledge inappropriate to the age of the child. 

 behaviour that is excessively affectionate or sexual towards other children or 

adults. 

 attempts to inform by making a disclosure about the sexual abuse often begin by the 

initial sharing of limited information with an adult.  It is also very characteristic of 

such children that they have an excessive pre-occupation with secrecy and try to bind 

the adults to secrecy or confidentiality. 

 a fear of medical examinations. 

 a fear of being alone – this applies to friends/family/neighbours/baby-sitters, etc. 

 a sudden loss of appetite, compulsive eating, anorexia nervosa or bulimia 

nervosa. 

 excessive masturbation is especially worrying when it takes place in public. 

 promiscuity. 

 unusually explicit or detailed sex play in young children. 

 sexual approaches or assaults - on other children or adults. 

 pregnancy, urinary tract infections (UTI), sexually transmitted disease (STD) are 

all cause for immediate concern in young children, or in adolescents if his/her partner 

cannot be identified. 

 bruising to the breasts, buttocks, lower abdomen, thighs and genital/rectal areas.  

Bruises may be confined to grip marks where a child has been held so that sexual 

abuse can take place. 
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 discomfort or pain particularly in the genital or anal areas. 

 the drawing of pornographic or sexually explicit images. 

 

3. Emotional Abuse: 

The severe adverse effect on the behaviour and emotional development of a child caused by 

persistent or severe emotional ill treatment or rejection.  All abuse involves some emotional 

ill treatment - this category should be used where it is the main or sole form of abuse. 

 

4. Physical Neglect: 

The persistent or severe neglect of a child (for example, by exposure to any kind of danger, 

including cold and starvation) which results in serious impairment of the child's health or 

development, including non-organic failure to thrive.  Persistent stomach-aches, feeling 

unwell, and apparent anorexia can be associated with Physical neglect.  However, typical 

signs of Physical Neglect are: 

 Underweight – a child may be frequently hungry or pre-occupied with food or in the 

habit of stealing food or with the intention of procuring food.  There is particular 

cause for concern where a persistently underweight child gains weight when away 

from home, for example, when in hospital or on a school trip.  Some children also 

lose weight or fail to gain weight during school holidays when school lunches are not 

available and this is a cause for concern. 

 Inadequately clad - a distinction needs to be made between situations where children 

are inadequately clad, dirty or smelly because they come from homes where neatness 

and cleanliness are unimportant and those where the lack of care is preventing the 

child from thriving. 

 

Physical Neglect is a difficult category because it involves the making of a judgement about 

the seriousness of the degree of neglect.  Much parenting falls short of the ideal but it may be 

appropriate to invoke child protection procedures in the case of neglect where the child's 

development is being adversely affected. 

 

5. Domestic Violence 

This is not a separate category of child abuse as such, and should be treated as physical or 

emotional abuse as appropriate. Children in violent homes are up to nine times more likely to 

be injured and abused, either directly or through trying to protect their parent. 
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A child may be witness to violence that results in behavioural problems, abALN teeism 

(staying at home to protect a parent), ill health, bullying, anti-social behaviour, drug or 

alcohol abuse or self-harm. 

Teachers need to be made aware of the need to support vulnerable children who have moved 

schools as a result of a parent fleeing from domestic violence, and those who may be 

attending from a refuge environment. 

 

6. Grave Concern/at risk: 

This is not a separate category of child abuse as such but covers a number of situations where 

a child may be at risk.  Children whose situations do not currently fit the above categories but 

where social and medical assessments indicate that they are at significant risk of abuse.  

Grave concern may be felt where a child shows symptoms of stress and distress (see below) 

and any of the following circumstances apply: 

 there is a known child abuser in the family; 

 another child in the family is known to have been abused; 

 the parents are involved with pornographic material to an unusual degree; 

 there is an adult in the family with a history of violent behaviour. 

 Resources to support Child Protection and the work of the ACPC and to ensure that 

schools can discharge their responsibilities to keep children safe. 

 A senior officer to represent the LEA on the ACPC, and makes an effective 

contribution to co-ordinate services for children. 

 Support to ensure the inter-agency partnership is working and evaluate practice and 

take action to remedy any problems. 

 Provide training for all new LEA staff, designated teachers and Governors, who work 

with children to ensure their knowledge and skills are kept up-to-date. 

 Provide model policies and procedures for schools and ensure that school policies 

comply with local ACPC guidelines. 

 

2. The Governing Body 

Section 175 of the Education Act 2002 introduced this new duty on Governing Bodies and 

became statutory in June 2004. The Governing Body is accountable for ensuring the School 

has effective policies and procedures in place and for monitoring compliance. The Governing 
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Body, however, does not have the right to know details of cases except in exercising their 

disciplinary functions in respect of allegations against a member of staff. 

The Governing Body should: 

 Nominate a governor to have responsibility for aspects of child protection in the 

school, to liaise with the Head teacher and provide information and reports (in 

conjunction with the Designated Teacher) to the Governing Body. 

 Make arrangements for the Chair of Governors to lead in dealing with any allegations 

of abuse made against the Head teacher. 

 Undertake training about child protection to ensure they have the knowledge and 

information to discharge their duties and understand their responsibilities. 

 Ensure the School has a child protection policy in place in accordance with local 

inter-agency child protection procedures. 

 Ensure the policy is available to parents. 

 Operate safe recruitment procedures and ensure appropriate checks (including 

Criminal Record Bureau (CRB) and List 99) are carried out on all new members of 

the Governing Body, as well as all new members of staff. 

 Have procedures in place for dealing with allegations of abuse against members of 

staff, and these comply with inter-agency guidelines. 

 Ensure a member of the SMT is designated to take the lead in child protection issues, 

who can provide advice, support and training for staff, liaise with LEA and all inter-

agency personnel. 

 Undertake an annual review of policies and procedures and remedy any deficiencies 

that come to light. 

 

(Governing Bodies of Further Educational Institutions and Proprietors of Independent 

Schools have statutory responsibilities for students who are under 18 years old only. 

Procedures are similar to the above, except LEAs do not have to provide advice and support 

and can charge for these services. Boarding Schools will be aware of inspection by the 

Commission for Social Care Inspection under the Boarding Schools National Minimum 

Standards Inspection Regulations. These are published by the Secretary of State under 

Section 87 C (1) of the Children Act 1989, and amended by the Care Standards Act 2000. 

Standard 3 specifies what must be in place for child protection and allegations of abuse). 

Extended School and Before and After School Activities are covered by the Governing Body 

of the School except where premises are hired out and a trust deed allows another person to 

control the use of the premises, thus allowing school premises to be used by the wider 

community. 
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3. The Head teacher/Designated SM: 

The Head teacher/Designated SM is the person responsible for contacting the social services 

to register concern about a child's welfare and implementing procedures relating to child 

protection.  He/she must therefore: 

 implement the policies and procedures adopted by the Governing Body; 

 ensure sufficient time and resources are allocated to the Designated Person to 

discharge their duties, including taking part in inter-agency strategy meetings and 

contributing to the assessment of pupils; 

 be fully conversant with ACPC Procedures; 

 consult and refer cases to Education Welfare Section of LEA emphasising that the 

referral is under ACPC Child Protection procedures; 

 organise training on Child Protection within the School; 

 ensure that all staff know about and have access to ACPC; 

 attend LEA training; 

 keep the Head teacher informed if appropriate 

 be aware of the role of other agencies; 

 ensure representation/reports to Child Protection Conferences and keep appropriate 

records; 

 support staff; 

 ensure children on Child Protection Register are known and that protection plans are 

followed and feedback given; 

 advise the Head teacher about curriculum issues; 

 monitor and evaluate the effectiveness and implementation of the School's Child 

Protection Policy. 

 ensure arrangements are in place for pupils/students in work placements and/or who 

are being educated off-site on a regular basis. 

 

If the Head teacher/Designated SM is absent for any reason it must be made clear to all staff 

which Deputy is in charge and therefore acting as the Designated Member of Staff. 

a) The Head/designated senior member of staff in collaboration with individual staff 

must complete the report form within 24 hours of a referral, detailing signs observed, 

action taken and outcomes of contact with other agencies, and send it as soon as 

possible to: 

i) Access and Welfare Section; 

ii) Social Services Department (appropriate Division). 

b) The Head/designated member of staff should be available in the holidays to produce 

an educational report to contribute to case conferences. 

c) The Head/designated senior member of staff and or individual members of staff must 

be prepared to attend a case conference (usually called by Social Services 

Department) at very short notice, even if it proves to be inconvenient. 
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d) The Head/designated senior member of staff should inform the initiating member of 

staff about what action has been taken. 

The Head teacher/Designated SM must prepare reports for, and be prepared to attend a case 

conference that is scheduled to be held during a school holiday.  If he/she cannot attend for 

some reason then the Deputy acting as the Designated SM should attend. 

 

If a child is moving to a new school then the Head teacher/Designated SM must pass any on-

going concerns to the Head teacher/Designated SM of the new school, and inform/involve the 

Keyworker and Register Custodian as appropriate.  If a child is currently on the register and 

is moving to a new school, then the Head teacher/Designated SM must forward all records to 

the Head teacher/Designated SM of the new school and inform/involve the Keyworker and 

Register Custodian as appropriate. 

If the child moves to a new address then the Keyworker and Register Custodian must be 

informed/involved as appropriate.  If the child's new address is unknown, the Head teacher 

must forward any information which he/she has which might prove helpful in tracing a child. 

 

The Head teacher/Designated SM must ensure that in his/her abALN ce any Deputy who is to 

act as the Designated Member Of Staff knows the procedure to be followed in the case of 

suspected child abuse (see Section 4) and the names of any Keyworkers. 

The Head teacher/Designated SM has a professional duty to enquire about the progress of 

individual cases in which they are/have been involved. 

 

4. The Access And Welfare Department/ Child Protection Team: 

The Access and Welfare Department at County Hall deals with issues of attendance, 

admissions/allocations, child employment, child protection, child abuse, exclusions, etc. 

 

5. School Staff (Teaching): 

Abuse of children in attendance at school is most likely to be first noticed by teaching staff 

and/or educational welfare officers.  Teachers bring a number of particular advantages to the 

recognition of child abuse, i.e. 

 they have regular and frequent opportunities to observe children, including 

opportunities to observe changes in their behaviour. 

 they have an ongoing relationship with children, who may confide in them about 

difficulties that they are experiencing. 
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 they have knowledge of the wide range of behaviour likely to be seen in children of a 

particular age. 

 they have opportunities to observe the response of a group of children to particular 

situations.  They will, therefore, be senitive to surprising or unusual responses. 

These opportunities to see children in context give a particular value to the observations of 

teachers.  Their insights need to be complemented by the skills of other relevant disciplines, 

especially those of social workers and medical practitioners.  A teacher may become 

concerned when a child tells the teacher about events that have happened to them or to a 

friend, brother, sister or when another adult claims to be aware of abuse.  Teachers value their 

relationships with parents/guardians and in many situations will share their initial concerns 

about a child with the parents/guardians.  However, in many cases the parents/guardians may 

be the abusers and so teachers should be prepared to share their concerns with other 

professionals at an early stage without necessarily informing parents of the action they 

propose to take.  Teachers have a professional duty to: 

 observe and be alert to signs of abuse; 

 take immediate action in the child's best interest by reporting any suspicion or 

evidence of abuse or non-accidental injury; 

 know the role of the Designated Person and the School and ACPC Procedures; 

 enquire about the progress of individual cases in which they are/have been involved. 

 

All teaching staff must understand the importance of reporting suspicious circumstances and 

be able to report signs of abuse to the Head teacher/Designated SM.  Beyond the initial 

reporting of suspected child abuse, staff have a clearly restricted role as further judgements 

and action decisions are the responsibility of other agencies with statutory powers to help the 

child. 

 

6. School Staff (Non-Teaching): 

As with teaching staff, non-teaching staff have a responsibility to observe and report any 

suspicion or evidence of abuse or non-accidental injury.  All non-teaching staff must 

understand the importance of reporting suspicious circumstances and be able to report signs 

of abuse to the Head teacher/Designated SM.  Beyond the initial reporting of suspected child 

abuse, non-teaching staff have a clearly restricted role as further judgements and action 

decisions are the responsibility of other agencies with statutory powers to help the child. 

 

7. The Keyworker: 

Every child placed on the Child Protection Register has a named Keyworker, who is either a 

member of the Social Services Department or the NSPCC.  It is the Keyworker's 

responsibility to co-ordinate inter-agency activity.  Staff in educational establishments can 

make a vital contribution in advising and assisting the Keyworker, and have a duty to co-
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operate fully with the Keyworker in providing information, preparing assessments, 

implementing plans and in supporting the child as appropriate.  This may involve liaising 

with other agencies during school holidays. 

 

SECTION 5 CASE CONFERENCES 

A case conference is called when there has been a Child Protection Investigation.  It is not a 

forum for a formal decision that a person has abused a child, but it should identify those 

adults who present, or are thought to present, risks to the child – it is the courts who decide 

the guilt of a person on child abuse charges.  Although case conferences are normally covered 

by the Social Services Department, other agencies, including education department staff, may 

request a case conference.  Participation may be limited to those who have a need to know or 

a contribution to make, and this will always include staff in schools, centres and colleges.  

Where staff at the school are involved with a child, they may contribute to the initial 

assessment under Section 17 or Section 47 of the enquiry. A report should be prepared and 

ALN t to the conference 48 hours prior to the event and copies taken to share with other 

professionals. Even if alleged abuse had not been identified in the School, the Head should 

automatically be invited to attend the initial case conference as he/she will undoubtedly have 

invaluable information to contribute.  In order to protect the child a Child Protection Plan is 

drawn up and the child is placed on the Child Protection Register – this is maintained by 

Social Services on behalf of the ACPC. 

 

Staff in educational establishments may need to be aware of any recommendations made at 

the case conference and in Child Protection Plan in order to ensure continuing care for the 

child.  It may be necessary to attend case conferences held in school holidays, and the Head 

teacher/Designated SM will need to make arrangements as appropriate. 

Designated Staff in different agencies will be notified if there is an intention to remove a 

child from the Register and there is a right to object to such de-registration. 

 

At the end of the initial conference, if the child is placed on the child protection register, a 

‘core group’ will be formed, made up of a group of individuals responsible for developing the 

child protection plan and using it as a detailed working tool. Membership of the core group 

will comprise the Key Worker, the child, if appropriate, family members and professionals 

who have direct contact with the family. The Designated Head teacher/SM will be a member 

for a child present in the School. All members are jointly responsible for changing the child 
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protection plan as need arises and for implementing it. The first meeting of the core group 

must take place within 10 working days of the Initial Child Protection Conference and meet 

regularly (at least every six weeks) after that, to monitor changes and alter the child 

protection plan accordingly. 

 

SECTION 6 RECORDS 

All records about child protection, including case conference records are confidential and 

schools/colleges must ensure the safekeeping of such records and of other documents for 

individual cases and the eventual secure destruction of such records.  Information given at 

case conferences must not be disclosed without the prior permission of the person who 

originally supplied the information.  The Education (Schools Records) Regulations 1989 

exempt any information relating to actual, alleged or suspected child abuse from the 

requirements of disclosure to those with ‘Parental Responsibility’ (Children Act 1989).  

When a pupil transfers school all relevant concerns and/or records must be forwarded on – 

for further details see Section 3.1 (the role of the Head teacher/Designated SM). 

 

All staff are required to record accurately information that may be required in respect of child 

protection.  If a child discloses, record the precise information as soon as possible, with date, 

event, action taken, and sign and date the record.  It is very important for staff to distinguish 

between fact, observation, allegation and opinion. 

All staff records must be passed to the Head teacher/Designated SM for storage and action. 

Records should not be kept in the child's normal record file but in a separate secure place. 

In cases of alleged child abuse which come to court, child protection records may be required 

by the court.  Information required by the court should be given to the officers of the court 

and not to other persons who may use it as evidence.  It is not necessary for other background 

information on the child to be released and can only be done with parental permission. 

When a child dies the LEA may carry out a Section 8 Review under the Children Act 1989.  

This is a multi-agency investigation and a report on behalf of the Education Department is 

usually compiled by the Principle Education Officer – Child Protection.  All school records 

must be kept in these circumstances - only copies can be given to parents. 

 

In all cases which involve the death of or serious harm to a child when abuse is confirmed or 

suspected, the ACPC will require a swift response to requests for information from all 

agencies including educational establishments.  Records must be made available to the Case 
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Review Committee - this further emphasises the need for precise and secure keeping of 

records in educational establishments.  In addition, interviews within the Education 

Department involving key personnel may be required, in order to assess the quality of 

decisions made and actions taken. 

The Designated Head teacher/SM is responsible for updating and monitoring of records and 

ensure their confidentiality. 

SECTION 7  REPORTING PROCEDURE 

A member of staff only requires reasonable cause for concern regarding potential child abuse 

in order to act.  Arriving at the point where information and its interpretation give reasonable 

cause for concern depends upon the source of information.  If the information comes from the 

child then the teacher should act immediately by taking them to find the Head 

teacher/Designated SM.  N.B.  One sentence from the child indicating child abuse or non-

accidental injury provides you with 'reasonable grounds' and is sufficient for you to act.  This 

may also apply if clear information comes from a sibling or other adult, etc.  However, 

considering that many of the signs of child abuse are also commonly associated with other 

medical, social or psychological problems or simply normal child development a teacher may 

naturally discuss some initial concerns about a child's mental or physical well-being with 

other staff, parents, etc.  However, in many cases the parents/guardians may be the abusers 

and explanations or comments made by the parents may be sufficient to give the teacher 

reasonable grounds to suspect child abuse or non-accidental injury.  Once there are 

reasonable grounds to suspect child abuse or non-accidental injury, teachers must not contact 

the parents any further.  When there are reasonable grounds to suspect child abuse or non-

accidental injury then the following procedure must be implemented immediately: 

 

1. Make a written report to the Head teacher/Designated SM immediately.  When a child 

has reported what amounts to suspected child abuse or non-accidental injury, then 

they should be taken to the Head teacher/Designated SM even before the written 

report is made. 

 

Staff must: 

 Remember that the priority is to protect the child. 

 Treat the matter seriously. 

 Receive the child's story if appropriate, listen but do not judge. 

 React to what the child tells you with belief and tell the child that they have done 

the right thing in telling you. 
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 Indicate to the child what action you will take and make it clear that you will have 

to inform others (no secrets).  Only inform those with a need to know. 

 Keep an accurate record of what you have become aware of and what you have 

done. 

 Limit any questioning bearing in mind the 'must not' points below. 

 

Staff must not: 

 Contact the parents again – this is the job of social services. 

 Interrogate the child if that child has disclosed information, or ask leading 

questions. 

 Speak to anyone about whom allegations are made (including colleagues). 

 Promise to keep secrets/confidentiality. 

 Ask a child outright if they or others have suffered abuse. 

 

The teacher may now withdraw from the immediate process but should remain 

vigilant. 

2. The Head teacher/Designated SM must now seek advice from the Register Custodian.  

If the time is within normal office working hours the Head teacher/Designated SM 

must contact the Register Custodian and Social Services.  If the time is outside normal 

office working hours then the Head teacher/Designated SM must contact the 

Emergency Duty Team of the Social Services. 

 

3. If it is necessary for the child to be taken to hospital, then hand the child over to the 

direct care of medical staff informing them that non-accidental injury is suspected.  A 

member of staff must stay with the child (whether the child has been taken to hospital 

or not) until the social worker arrives as in Stage 5. 

 

4. A social worker will arrive either at the School or the Hospital as is appropriate.  The 

Head teacher/Designated SM in collaboration with staff involved in the case must 

complete a report form, detailing signs observed, action taken and outcomes of 

contact with other agencies, and ALN d it as soon as possible to: 

i) the appropriate department at the LEA, e.g. Access and Welfare Section; 
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ii) Social Services (appropriate Division). 

If a parent arrives to collect the child before the social worker has arrived then the 

member of staff must remember that he/she has no right to prevent contact between 

the parents/guardians and the child or to prevent the removal of the child by the 

parents/guardians.  However, if there are clear signs of physical risk or threat, the 

Police should be immediately contacted and fully informed. 

 

5. The social worker(s) will decide on what action to take and it is the Social Services 

who must contact the parents/guardians.  The Head/Designated SM should inform the 

member of staff who first reported the concern as to what action has been taken. 

Once a strategy for procuring support has been agreed all parties should be kept well 

informed of developments as appropriate.  The following procedures need not 

necessarily imply that further action is inevitable.  It is important, however, in cases 

of serious concern that there is communication between schools, the Register 

Custodian, and the Social Services Department. 

 

6. If staff are still concerned about the child after Social Services have taken action steps 

or even after a case conference has occurred then they must ask the Head 

teacher/Designated SM to inform the Keyworker, and if necessary request that the 

case conference be reconvened.  If it is felt that the Keyworker has not taken 

appropriate action then the Register Custodian should be contacted for advice.  

Unfortunately some instances of abuse recur and staff should remain vigilant. 

 

YOUR DESIGNATED TEACHER IS:  Mr S. Jones/ Mrs A Jones 

YOUR CHILD PROTECTION MANAGER IS: Mr K. Maher (Mr J Davies from September) 

N.B.  If suspicions concern the conduct of the Head teacher/Designated SM then the member 

of staff must report directly to the office of the Director Of Education (DofE) – an Area 

Assistant of the DofE will usually deal with the issue. 

 

It is important that at all stages in the above procedure staff make detailed written records of 

all their reports and actions.  Before forwarding reports on for further action to take place, it 

is recommended that staff make and securely retain copies of any notes or reports that they 

forward.  N.B.  Notes should be made of the relevant parts of conversations and phone calls, 

e.g. their general content and 'Who is to do what?' – the notes should be included in reports. 
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Once you have passed the child into the system withdraw from the process.  It is not 

appropriate to talk to the child or to offer further support.  However, when a pupil has trusted 

you enough to disclose, they may feel the desire to return to talk (remember that 

investigations can sometimes take months).  In such a situation tell them that you cannot 

comment or advise as to do so may affect their security and safety both in the short and long 

term - however you can listen!  Any 'discussion' could be misused in court by defence 

lawyers as evidence against the teacher and the child. 

 

Allegations against school staff: 

Teachers must protect themselves and staff should bear in mind that even perfectly innocent 

actions can sometimes be misconstrued.  It is important not to touch pupils however casually, 

in ways or on parts of the body that might be considered indecent.  When pupils make such 

an allegation against a member of staff, ACPC Procedures must be followed.  This involves 

the following procedure: 

 Ensure the safety of the child. 

 Contact the Head teacher/SM immediately. 

 If the allegation is made against the Head teacher, the Designated SM or Deputy Head 

should contact the Chair of Governors immediately. 

 Telephone the Education Officer – Child Protection who will immediately notify 

Social Services / Police and Education personnel who may advise suspension from 

duty while an investigation takes place. 

 Three investigations may then be carried out simultaneously; an inter-agency child 

protection investigation, police investigation and an employer’s investigation. 

 

In the case of suspected or identified abuse of a child by a Head teacher, the police and/or 

Social Services have a duty to investigate.  National guidelines have been produced and the 

first person to receive an allegation regarding a Head teacher should take it directly to the 

Designated SM (if this is not the Head teacher) or the Deputy Head teacher and through them 

to the Chair of Governors/Nominated Governor.  Governing Bodies should have a nominated 

governor.  At this stage, after hearing a child's allegation, no discussion should be initiated by 

school staff with the Head teacher. 

 

SECTION 8 ADVICE, ANSWERING QUESTIONS & CONFIDENTIALITY 

Staff often become initially aware of the possibility of abuse occurring when they are asked 

for advice/questioned by children in a confidential manner.  Having considered the Children 

Act 1989, the Education Act 1993 and Sex Education in Schools, Circular 51 94, teacher's 

professional responsibilities, the current legal situation and a desire to protect staff, the 

Governing body have issued the following statement/directive.  N.B. Failure of staff to 

adhere to this statement may constitute grounds for disciplinary action  
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Offering Advice: 

The Governors and staff believe that the School's function is to provide a general education 

about sexual, drug and other matters and not to offer individual advice, information or 

counselling on aspects of sexual behaviour, contraception or social behaviour.  However staff 

may identify sources of professional information and advice when appropriate.  If the 

offering of outside expert advice is not taken up, then a teacher may only give such advice 

after receiving written permission from the Head teacher and the parents/guardians - clearly 

this would not be done if the pupil did not wish it.  Advice does not legally require conALN t 

but the following procedure protects the teacher and the pupil, and acknowledges that 

teachers may not be qualified to give the required advice. 

If a pupil asks a teacher for advice on sexual matters, the teacher must not trespass on the 

parents' rights and responsibilities.  Therefore, the teacher should encourage the pupil to seek 

advice from his or her parents and, if appropriate, from the relevant health service 

professional. 

 

Teachers cannot: 

 give personal advice or counselling on sexual matters (including contraception and 

abortion) to a pupil (either individually or within a group) if a parent has withdrawn 

that pupil from sex education; 

 give personal contraceptive advice to pupils under 16 (for whom sexual intercourse is 

illegal) without parental consent.  (Legally a teacher can give a child under 16 

contraceptive advice if the teacher believes that doing so is in the child's best interests.  

However, in certain circumstances the teacher could be liable to criminal charges and 

therefore the Governors' instructions are not to give such advice and to refer the 

matter to the Head teacher). 

 

Teachers can: 

 provide pupils with education and information about where and from whom they can 

receive confidential sexual advice and treatment, e.g. school nurse, their GP or Brook 

Advisory Centre.  A 'Drop-in Clinic' facility has been set up at school during the 

lunch hour once a week.  This is not the provision of sex education, but merely the 

imparting of factual information as to where professional advice, counselling and 

treatment can lawfully be obtained.  Appointments to see the nurse can be arranged by 

the pupil through the form tutor or head of year. 
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Explicit Questions: 

It is unlikely to be appropriate to deal with a pupil's explicit questions by dealing with it in 

front of the whole class, e.g. questions on oral and anal sex.  In practice this means that 

teachers have to say 'I'm sorry but the School Policy and legislation does not allow me to 

answer that question'.  The teacher may deem it appropriate to discuss the child's concerns 

with the parents - a decision may then be taken on how best to deal with it.  Answers to the 

'questions in a box' approach must only be given after very careful screening of the questions.  

In all cases of explicit questions being asked by a child to a member of staff, abuse should 

only be suspected when the questions are totally inappropriate to the age of the child. 

 

Confidentiality: 

Having considered all available advice and guidance, the Governors and Head teacher state 

that in circumstances where a pupil is considered at some risk of any type of abuse (e.g. 

sexual or physical) or in breach of the law, the teacher must refer this immediately in writing 

to the Head teacher/Designated SM in compliance with the LEA procedures for Child 

Protection.  The Head teacher/Designated SM will decide whether to inform the parents 

and/or appropriate authorities and may arrange for counselling as appropriate.  Although 

there is no legal duty on a teacher, or a Head teacher/Designated SM, to inform parents of 

matters which a child has confided to them: 

 teachers must not promise confidentiality even though they cannot be made to break it 

once given; 

 pupils must be made aware that any incident may be conveyed to the Head 

teacher/Designated SM and possibly to parents; 

 teachers must use their professional judgement and take into account the School's 

Child Protection policy to decide whether confidence can be maintained having heard 

the information; 

 teachers must indicate clearly to pupils when the content of a conversation can no 

longer be kept confidential - the pupil can then decide whether to proceed or not.  

When the content of the conversation indicates the possibility of child abuse, the 

teacher must pass that information onto the Head teacher/Designated SM in 

accordance with the School policy on Child Protection. 

 

SECTION 9  EVALUATION OF CHILD PROTECTION PROCEDURES 

Effective monitoring/evaluation of Child Protection issues is dependent upon the 

maintenance of accurate and up to date records.  The criteria by which the monitoring and 

evaluation of the Child Protection procedures and policy are undertaken are described below: 
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PARENTS 

1. any pertinent feedback from parents/guardians/carers; 

2. regular updating of the information pack for parents in the annual policy review; 

 N.B.  The School's annual report contains a report of the effectiveness of provision 

and any amendments made or proposed over the year to our Child Protection policy.  

Parents are encouraged to offer their views on Child Protection issues at the annual 

meeting for parents which is arranged by the Governing body. 

 

PUPILS 

3. any pertinent feedback from pupils; 

4. the number of pupils on the child protection register; 

5. the number of referrals made by staff to the Head teacher/Designated SM; 

6. the number of referrals made by the Head teacher/Designated SM to Social Services; 

7. numbers of pupils on the register who pursue education after the age of 16; 

8. routine examination by the Governors of anonymous individual case studies; 

 

STAFF/INSET 

9. involvement by all staff in INSET courses relating to Child Protection issues; 

10. the amounts of the budget allocated to training for Child Protection issues; 

 

PLANNING 

11. reference to the aims of this policy when curricular planning occurs; 

12. analysis and publication of ESTYN/OHMCI/LEA reports. 

 

SECTION 10  COMPLIANCE 

The policy is regularly updated in order that we comply with new legislation and good 

practice.  Currently the School's policy for 'Child Protection' is consistent with, and so 

reinforces: 
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 the Education Act 2003 section 175 (Work Experience procedures); 

 the Education Act 2002 section 175; 

 the 'Child Protection' policy of the LEA; 

 the Children Act 1989; 

 Administrative Memorandum No. 76; 

 the Education Act 1993; 

 DfEE circulars 10/95 and 11/95 as related to child protection; 

 the specific procedure for child protection as prescribed by the county Area Child 

Protection Committee (ACPC); 

 the U.N. Convention on the Rights of the Child which contends that all children have 

an inalienable right to protection from harm and the principles of the Children Act 

(1989) which states that the welfare of the child is of paramount consideration. 
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Students with Social, Emotional and Behavioural Difficulties 

INTRODUCTION 

The ALN  Department's 'Policy for Rewards and Sanctions' is consistent with, and so 

reinforces, the policy of the School, which, in general, seeks to promote behaviour based on 

mutual respect between all members of the School community. 

 The ALN Department has always viewed itself in a broader perspective as a learning 

advice/support department.  A lot of the support that is needed within the school is for pupils 

with emotional/behavioural difficulties - some of whom may or may not be statemented.  

ALN staff offer individual support to pupils who experience emotional/behavioural 

difficulties and to their teachers - sometimes within the classroom.  N.B. Gifted pupils may 

experience social/emotional problems and need specialist support as well as their less 

academically gifted peers. 

 The Department believes that the establishment of a good teacher/pupil relationship is 

central to working effectively with all pupils- especially those who experience 

emotional/behavioural difficulties.  Teaching which exhibits differentiation, mutual respect 

and effective classroom management is conducive to building and maintaining good 

relationships between staff and pupils - however it is inevitable that in certain cases the 

relationship will break down or never be forged.  Emotional and behavioural difficulties take 

many forms, i.e. 

 a pupil may become withdrawn and unable to make friends; 

 a pupil may be unable to concentrate on class work or homework; 

 a pupil may become disruptive and/or aggressive in class. 

 

In such cases the causes of the emotional/behavioural difficulties should be determined (see 

later section on 'Health' related causes) and strategies may well be needed to build or rebuild 

the teacher/pupil relationship.  Counselling (non-directive) may be offered to encourage the 

pupil to express issues of concern and feelings and to determine appropriate actions to deal 

with the situation.  The Department believes in the importance of "negotiating".  This 

encourages mutual respect and fosters self-responsibility in the pupil.  In certain cases 

tangible rewards may be offered in return for improved behaviour and effort.  In cases where 

trust is minimal this may be formalised into a contract.  The use of Behaviourist 

Psychological Approaches often leads to short term improvements which in turn improve the 

teacher-pupil relationship and greater self-motivation. 

Close liaison with all concerned individuals and agencies, e.g. parents, form tutors, pastoral 

heads, Behaviour Support Team, E.I.O, Schools Psychological Service, Social Services, etc. 

is essential for effective modification of the pupil's behaviour. 
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HEALTH RELATED CAUSES OF EMOTIONAL/BEHAVIOURAL DIFFICULTIES 

Many instances of emotional/behavioural difficulties are caused by undiagnosed 

medical/psychological problems such as hearing loss, visual impairment, depression, 

anorexia, or bulimia.  A known medical condition, such as epilepsy or asthma, even when 

effectively managed by medication can cause emotional/behavioural difficulties.  Indeed the 

treatment itself can sometimes cause side effects that may lead to emotional/behavioural 

difficulties.  This is often severe in the case of treatment for childhood cancers when 

treatment inevitably leads to prolonged periods away from mainstream school.  In such 

instances there must be close co-operation between the School, parents and the DHA if 

potential problems are to be minimised. 

 The Department recognises the importance of INSET in this area.  Some INSET 

relating to emotional/behavioural difficulties has taken place and the Department is willing to 

facilitate/provide further INSET if required. 

 

REWARDS 

As they develop and mature, pupils are encouraged to move away from a need or desire for 

'extrinsic rewards', and towards the 'intrinsic ones of pleasure and self-satisfaction' in a job 

well done. 

That encouragement notwithstanding, for pupils in Years 7 to 9, some 'extrinsic' rewards are 

available, in the form of points awarded for significant achievement and/or effort in relation 

to the individual pupil's previous norms.  When awarding points, the reason for the award 

should be explained to the pupil, and the appropriate form should be completed and 

forwarded to the pupil's form-tutor.  In addition to these rewards for the younger pupils, and 

as noted in the Department's 'Policy for Display', any pupil's significant achievements and/or 

efforts may be rewarded by the work in question being put on display.  Awarding points and 

displaying work are the more tangible rewards available to the teachers who are encouraged, 

as part of their professional demeanour, to recognise and to praise realistically, all of the 

genuine achievements and efforts of their pupils.  ALN staff try and ensure that the ALN 

pupils’ work is displayed if it deserves praise and in doing so the pupil will experience 

pleasure and self-satisfaction. 

 

SANCTIONS 

Under normal circumstances, problems with pupils' work or behaviour in the classroom 

should initially be dealt with by the class teacher, and then, if necessary, by the Head of 

Faculty  
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 Where pupils in Years 7 to 9 are concerned, balancing the reward of points for 

significant achievement or effort is the sanction of 'de-merits' for behaviour, effort or work, 

including homework that is deemed 'less than satisfactory'.  As with points, the reason for a 

'de-merit' should be explained to the pupil concerned, and the appropriate form completed 

and passed to the form tutor.  In addition, pupils of any age may be required to 'make-up' 

work during a break or lunchtime under the supervision of a teacher, and are subject to the 

sanction of detention for a maximum of one hour.  Prior to the actual detention of any pupil, 

the parent or guardian of that pupil must be informed of the impending sanction, by means of 

a formal letter from the teacher concerned, at least twenty-four hours before it is scheduled to 

occur, and must acknowledge the sanction by completing and returning the form forwarded 

for that purpose.  The form tutor of any pupil placed in detention must be notified, and the 

teacher who imposed the sanction must provide the pupil with appropriate work to complete 

while being detained. 

 The making of a 'contract' by negotiation is sometimes appropriate when trust and 

mutual respect have broken down between the teacher/pupil/parents.  The contract should be 

written in such a way that it focuses on specific behavioural problems and offers accrued 

benefits for achieving the stated goals.  The pupil must fully participate in the negotiation - 

this offers him/her responsibility and can lead to a heightened ALN se of self confidence and 

awareness for the pupil.  The utilisation of 'good communication skills' is necessary during 

the negotiation if all parties are to have ownership of the contract. 

 On rare occasions, for reasons of 'good order and discipline', it may be considered 

necessary or desirable to transfer a pupil from one class to another.  Normally, such a move, 

which must be authorised by the HOF, should only be contemplated after the imposition of 

other and less drastic sanctions has not brought the desired result. 

Prior to such serious action being taken, the matter must be discussed with the HOF, the 

pupil's form-tutor, and the relevant member of the senior Management Team, who will be 

responsible for informing the pupil's parents or guardians, in writing, and for inviting them to 

the School to discuss the circumstances necessitating the move. 

 

See school policy on rewards and sanctions. 
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Health and Safety  

Introduction: 

The S.E.N. Department's policy for 'Health & Safety' is consistent with, and so reinforces, the 

'Health & Safety' policies of the School and LEA, which seek to promote safe and healthy 

working conditions, behaviour and procedures. 

All members of the Department recognise their duty: 

 to take care of their own 'Health & Safety' and the 'Health & Safety' of others 

who may be affected by their actions; 

 to be familiar with this policy and that of the School; 

 to co-operate with the School Management in promoting 'Health & Safety'; 

 to report damaged equipment/hardware or ineffective safety systems as soon 

as possible to the Head of Department; 

 to be responsible for 'Health & Safety' matters within their normal teaching 

areas. 

 

The effective management of safety for the S.E.N. Department can be seen as having four 

major components: 

1. Risk assessment and planning before a lesson. 

2. Organisation of routines during and between lessons to include: 

 reporting breakages and dealing with broken glass; 

 reporting and dealing with accidents; 

 tidying up after the lesson. 

3. Control to include: 

 where to find safety information, e.g. COSHH file, risk assessments, etc. 

 regular safety checks; 

 safety training - to include all relevant staff and pupils.  For further details of 

staff training see separate policy on INSET; 

 policy statement on 'the use of S.E.N. rooms by non-S.E.N. specialists' to be 

included in the staff handbook and staff induction programme - see separate 

policy at the end of this document; 
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 effective storage; 

 statement on 'charging for breakages'. 

 

4. Monitor and Review - including procedures for reporting hazards/suspected hazards 

and those for reviewing risk assessments and safety in general, e.g. reporting localised 

hazardous conditions to caretaking staff for immediate attention - wet floors, 

obstructions, loose floor tiles, etc. 

 

Section 1. Risk Assessment And Planning Before A Lesson. 

All Departmental staff are required to familiarise themselves with the Health and Safety 

Policies of the LEA, the School and the Department, copies of which must be retained in the 

Department office.  Repeated referrals to Health and Safety circulars are not required once 

staff are familiar with the information, but staff need to be aware that the information is 

updated periodically - see Section 4 (Monitor & Review). 

Every activity is assessed for risk including working with display units, carrying books, trays 

of equipment/hardware and pushing trolleys.  We attempt to balance the desire to eliminate 

risk with the need to maintain activities. 

Before a lesson starts staff should: 

a). Carry out a risk assessment.  This is a process that has several components: 

i. Identify hazards. 

These can be routine, e.g. working at the computer, connecting hardware 

peripherals or cutting paper with scissors – each activity carries an element of 

risk.  If those activities are well-managed, and the pupils concerned are well 

behaved, carefully supervised, and employ good practice then any element of 

risk can be minimised or removed altogether.  For details of working safely 

with computer keyboards, display units, etc.  see 'Advice for healthy use of 

displays, keyboards and other hardware' in Section 2. 

ii. Remove hazards where possible by looking at 'cause and effect' and by 

'examining methods of working'.  Good classroom management and 

supervision are prerequisites to the effective removal of hazards. 

e.g. looking at 'cause and effect' - a large class size may adversely affect the 

safety of the people in a room.  Therefore the number of pupils allocated to 

any one group should ideally be restricted to help enable adequate and safe use 

of the equipment/facilities in each room.  The same considerations with 
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respect to class size and safety should be given when timetabling classes into a 

small room. 

e.g. 'examining methods of working' - in each of the S.E.N. rooms certain 

major areas should be clearly defined, i.e. 

 where pupils work; 

 where large items of equipment/hardware are sited; 

 where equipment/hardware is stored; 

 where work is displayed. 

In addition good body posture and the correct use of ergonomic hardware must 

be encouraged. 

Both the floor and work surfaces must be kept clean and dry, and good 

ventilation and adequate lighting (in terms of its location and brightness), must 

be provided.  Strict safety measures must be taken in respect of electricity. 

iii. Investigate the safety literature for advice - relevant COSHH information must 

be readily available. 

iv. Estimate any costs incurred in changing practice and obtain or request relevant 

funding. 

v. Implement new practices. 

vi. Review the changes - is the element of risk better or worse? 

vii. Assess your own competence and that of the pupils in the use of particular 

equipment/hardware.  Members of the Department and other teachers/school 

ancillary staff in the establishment will need to demonstrate their competence 

and safety awareness to the Head of Department before they are permitted to 

fit a plug or work inside a computer or other piece of hardware.  All plugs 

used in the Department are to BS1363.  No Pupil under 18 Years of age is 

permitted to fit a plug or work inside a computer or other piece of hardware 

attached to the mains electrical supply. 

 

 

 

A 'Practical Requirement and Risk Assessment' sheet: 
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S.E.N. Department: Practical Requirements and Risk Assessment. 

 

Year: Title/Activity: 

Topic:  

 

Equipment/hardware Quantity 

 

 

 

 

 

C.O.S.H.H./Safety Notes: 

 

 

 

Additional Notes, etc. 

 

 

 

b). Know how and when to use particular facilities and equipment/hardware.  If 

necessary a room swap should be arranged beforehand if the assessment deems this to 

be appropriate or necessary. 

c). Staff and technicians should have a record of the quantity and condition of all 

equipment/hardware that is used by the pupils. 

d). In case of accident or emergency staff should already: 

 be familiar with evacuation procedures in case of fire or other emergency; 

 know the location of, and how to use, fire fighting equipment/hardware; 

 know the location and identity of the officer trained in first aid; 
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 know the location of, and how to control, the mains services, e.g. electricity. 

 

When making a risk assessment consideration should be given to pupils with Additional 

Educational .  All staff must be suitably trained to be able to make risk assessments and must 

have ready access to professional advisers for advice on the management of individual pupils 

with Additional Educational  (ALN ).  Specific hazards for ALN  pupils can be related to: 

 the pupil's disability; 

 the pupil's perception of the task; 

 the area in which the pupil may be working; 

 the pupil's behaviour patterns, e.g. an unpredictable behaviour pattern is likely 

to be a significant factor in increasing the level of risk. 

 

After the risk assessment the Department maintains the right to deny access to a pupil if it is 

considered that the pupil's health, behaviour or disability places that pupil or others at risk.  

The risk assessment should identify the need for any additional teaching or ancillary support 

and any provision of such support must be allocated in order to minimise the risks.  For some 

ALN  pupils individual risk assessments may be required for each identified activity. 

Notices and warning systems appropriate to a wide range of special needs should be 

provided.  Care should be taken to ensure the readability and clarity of signs and notices.  All 

sings used in the Department conform to the 1996 Safety Signs and Signals Regulations, 

BS5378, BS5423 and BS5499. 

The working environment should be arranged to allow full access to pupils with physical 

disabilities – see below for further advice. 

 

Section 2. Organisation Of Routines During And Between Lessons. 

a). Teachers should make frequent references to the rules and procedures applicable to a 

particular S.E.N. room or technique.  A list of the Department's general rules and 

procedures, together with a list of those specific to the room, must be prominently 

displayed in each room.  Each pupil is given a copy of the following 'Safety Code' and 

'Advice for healthy use of displays, keyboards and other hardware' in their 

'Introduction Booklet' when they first attend the School. 
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SAFETY CODE - THE S.E.N. DEPARTMENT 

The S.E.N. rooms are much safer places to work if you follow this code: 

 

Before the lesson starts you must: 

1. Never go into an S.E.N. room without permission. 

2. Always walk into the S.E.N. room and never run or push anyone. 

3. Always remove/secure your coat, watch, jewellery, etc.  as appropriate. 

4. Always put your bag under the table or where your teacher tells you to put it. 

 

During the lesson you must: 

1. Always know exactly what you are doing.  If not, ask your teacher. 

2. Always obey your teacher's instructions. 

3. Always work ALN sensibly and quietly to minimise hazards and in order that 

instructions can be heard. 

4. Always put your chair under the table if you leave your seat for any reason. 

5. Always report an accident or breakage immediately. 

6. Never put anything in your mouth.  Do not eat, drink or chew. 

7. Never work with wet hands. 

8. Never sit on tables unless instructed to do so for demonstration purposes. 

9. Always use a foot rest or wrist rest if you need one. 

10. Always follow the guidelines for good body posture and the use ergonomic hardware 

correctly. 

11. Never interfere with equipment/hardware. 

 Never touch a monitor with your fingers or a pen.  To point at something on the 

screen use the blunt end of a pencil or preferably the mouse pointer. 

12. Never place bags, books or other objects on or in front of hardware as it can obstruct 

cooling vents. 
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At the end of the lesson: 

1. Always leave the S.E.N. room clean and tidy. 

 

b). Teachers should insist that pupils are inducted into a real sense of safety awareness 

and good practice; e.g. pupils must work with a 'good body posture'.  Pupils are also 

expected to use the correct names of equipment/hardware when talking to staff and 

peers and they should be aware of the storage location of common 

equipment/hardware.  Each cupboard has its contents clearly labelled on the cupboard 

door. 

c). Pupils should be encouraged to develop a strong sense of 'health and safety' for 

themselves and others, and to become familiar with the general and room specific 

rules and procedures.  Pupils must heed the teacher's advice on how to avoid any 

potential risks when using particular equipment/hardware.  They are required to 

behave sensibly at all times, and should be reminded regularly of the dangers of 

running. 

d). Doors must be locked if staff leave the S.E.N. room.  Pupils are not allowed to enter 

or work in an S.E.N. room unless actively supervised. 

e). Pupils and staff are not to eat or drink in an S.E.N. room - this includes break and 

lunch times. 

f). Particular care should be given to the distribution and collection of small items of 

equipment/hardware, the number and condition of which should be checked at both 

the beginning and the end of an activity or a lesson.  CD ROMs and paper are 

examples of materials that require extra vigilance. 

g). Tidying/clearing up after a lesson should be an accepted part of a lesson and time 

always needs to be allowed for this to take place safely and effectively.  The type of 

work, number of pupils present, the variety of equipment/hardware used and the 

proximity of storage facilities will dictate the time that is needed, but clearing up 

should never be left until the very last minute.  The major safety consideration is that 

equipment/hardware is stored in its designated locations so that the next lesson is not 

compromised, and equipment/hardware will not be found by subsequent classes in an 

unsafe condition, or in locations which might cause injury. 

 

Excessive dust from 'walked in' dirt (clay particles) contributes to respiratory 

problems and can seriously affect the operation of the laser units in CD ROM drives.  

Therefore the dust should be removed by vacuuming on a regular basis rather than by 

normal sweeping.  Filters on warm air central heating systems should be checked and 

cleaned regularly in particularly dusty environments. 
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At the end of a lesson staff is to ensure that all equipment/hardware has been switched 

off.  If equipment/hardware is to be left unattended then cleaners must be notified and 

adequate notices must be deployed.  The notices must not be removed except by those 

authorised to do so. 

Staff should ensure that the pupils leave the area in an orderly manner.  If fire exits 

are used this can reduce the congestion, which is often heavy, in the corridors. 

At the end of the day and particularly at weekends, all storage cupboards should be 

locked, mains electricity supply isolated, and all appropriate electrical 

equipment/hardware turned off.  It should never be assumed that the caretaker or 

cleaning staff will notice that the room is in an unsafe condition - it is the 

responsibility of the teacher in charge of the room to make sure that all systems are 

safe.  Rooms that are carpeted pose a major problem with respect to dust creation and 

the effective operation of CD ROMs – this is why some libraries experience an on 

going problem with hardware 'going down'. 

 

h). Dealing with accidents and emergencies: 

i. ACCIDENTS: 

In the event of a pupil injuring themselves, dealing with that incident must 

take priority.  All work in the S.E.N. room must STOP and pupils must be 

asked to sit quietly without working or using equipment/hardware further, 

until the incident has been dealt with and the welfare of the injured party has 

been organised.  Pupils must be made aware of the circumstances leading up 

to the accident and an appropriate short discussion about the incident should 

serve as an example to others. 

Small cuts and abrasions can be dealt with using the first aid facilities 

available in each room if this is permitted by the LEA.  More serious matters 

which require the attention of a qualified 'first aider' should be referred to the 

school office.  (Phone extension 0).  A runner may be sent from a room not 

served by a phone. 

All accidents however minor should be reported in the SCHOOL 

ACCIDENT BOOK by the end of the day on which they occur.  The accident 

book must then be countersigned by the Head teacher.  A photocopy of the 

accident book entry must be forwarded to the HOD so that any incident 

involving faulty or dangerous equipment/hardware/situations can be dealt with 

at the earliest opportunity.  A file to contain such entries is held in the 

Departmental office. 

Pupils should be encouraged to report all injuries however minor and should 

be reassured that no punishment or sanctions will be taken against them.  
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Pupils should also be reminded at regular intervals about the course of action 

that they should take immediately following a personal injury.  Any cuts and 

abrasions should be dealt with in accordance with the 'HIV preventative 

protocol'  

 

ii. ILLNESS & SICKNESS DURING LESSONS: 

Pupils must be encouraged to report that they are feeling unwell during a 

lesson if it is likely that their condition would cause them to loose 

concentration or become faint.  They should have confidence in knowing that 

such matters are regarded seriously from a health and safety point of view, e.g. 

the unwell pupil may have an increased chance of an accident.  Opportunities 

must be afforded in such circumstances for the pupil to leave the room to visit 

the cloakroom, get some fresh air, have a drink of water, etc.  and the advice 

of the school first aider should be sought if there is cause for concern, or if it is 

thought that the incident is not genuine. 

However, pupils must not leave the S.E.N. room without first informing the 

member of staff of the situation and then being issued with an 'OUT OF 

CLASS' pass. 

 

iii. EMERGENCY PROCEDURES: 

In the event of accidents or faults with electrical equipment/hardware - it is 

important that the equipment/hardware be disconnected from the power supply 

and an 'EQUIPMENT/HARDWARE OUT OF USE' sign secured to the 

equipment/hardware.  Portable electrical equipment/hardware, e.g. power 

packs, should be removed from the room and locked away until such time that 

the equipment/hardware has been inspected and/or repaired. 

Pupils must be made aware of all incidents where damage occurs to 

equipment/hardware so that they are not tempted to use such items, and they 

should always be encouraged to report any situation or equipment/hardware 

which appears to present a hazard. 

 

i). Jewellery (except closely fitting and non protruding ear studs) should not normally be 

worn to school.  If jewellery is worn for cultural reasons, religious observance or as a 

means of ethnic identity then every endeavour will be made to reach a safe 

compromise, e.g. adhesive tape may be wrapped around the finger or wrist in order 

that the risk of that item 'catching' or being damaged is minimised.  When such 
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instances occur the advice of the HOD must be sought and parents must be informed 

in writing (using a pro forma letter) of any remaining risk. 

 

Advice for healthy use of displays, keyboards and other hardware 

 

Working in a suitable environment: 

A work room must be well ventilated and illuminated.  It should also be comfortable in terms 

of temperature, humidity and noise level.  It must be feasible to reduce glare from windows 

and other reflections to a safe level.  Work tables should be suitable in terms of height, leg 

room and space available for hands to effectively operate the keyboard.  ALN pupils will be 

provided with specially adapted work tables if this is deemed necessary – this can involve 

cutting an insert into the work table for wheel chair access and/or lowering of the table 

height. 

 

The operators' chairs should be comfortable, stable and adjustable for height, tilt and back 

support.  Display screens must be adjustable for height, tilt, swivel, and there should be an 

effective way of reducing the glare and reflections. 

 

Achieving a good 'sitting posture': 

The Department uses adjustable chairs which give support to the lower back.  The chairs 

should be adjusted by the operator so as he/she obtains: 

 a straight back; 

 horizontal upper legs; 

 feet flat on the floor (for smaller/younger children a foot rest may be 

employed to make up for the gap between the feet and the floor; 

 upper arms at right angles to the forearm/hands. 

 

Regular changes in activity and/or short rests should be used to reduce eye strain, muscle 

tension, stress and tiredness.  Operators should be encouraged to stand up from their seats and 

to walk around the room if they are involved in lengthy sessions working on a computer. 
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Keyboards that respond to a light pressure should be used and wrist supports are available in 

the Department.  Document stands are used to hold worksheets and texts, etc. 

 

Using the monitor correctly: 

The monitor should be placed so that the top of the screen is at eye level when the operator is 

in a 'good sitting posture' - see above.  The neck muscles should be kept relaxed and the head 

not allowed to hunch forward.  The actual monitor screen should be about 50 to 70 cm.  away 

from the operator.  The monitors can be rotated, turned or moved to reduce glare and 

reflections – to this end all S.E.N. rooms can be blacked out to remove intense glare and 

reflections.  In addition the screens are cleaned regularly and the actual monitor settings for 

brightness and contrast are reduced to acceptable minima.  All our monitors are MPR II 

compliant. 

 

Section 3. Control. 

a). Where to find information: 

i. The 'LEA.  Safety File'  This contains safety circulars from the LEA.  and is 

stored in the school office.  It also contains the following important 

documents: 

 the School's 'Health and Safety Policy'.  It contains amongst other 

information a list of safety representatives and details of how to liaise 

with them; 

 the LEA.'s 'Health and Safety Policy'.  It contains amongst other 

information a list of safety circulars. 

ii. Location of equipment/hardware handbooks and instruction manuals.  These 

are stored in a clearly labelled box in the Department office. 

iii. Teachers need to be familiar with the procedures for reporting accidents, 

particularly those that constitute an emergency.  Notices clearly stating the 

action to be taken in the case of a fire or someone receiving an electric shock, 

must be prominently displayed throughout the Department's accommodation. 

iv. The qualified first aid person in the ALN Faculty  Mrs Nadine Broom. 

 

b). Regular safety checks: 

i. Electrical equipment/hardware is regularly monitored by teaching staff and the 

technician(s).  In addition the whole stock of electrical equipment/hardware is 
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checked/maintained annually by the LEA who is classed as competent to 

perform Portable Appliance Testing (PAT). 

iii. The technician(s) regularly clean/maintain all equipment/hardware.  In order 

to facilitate the regular review/maintenance of equipment the technician(s) 

should be provided with a 'work diary' where the specific jobs can be entered 

at appropriate times. 

iv. Each of the Department's rooms is provided with a first-aid box, which must 

be readily accessible and suitably maintained in accordance with LEA.  

guidelines. 

v. Electrical integrity of each S.E.N. room is checked/maintained annually by the 

LEA who are registered electrical engineers. 

 

c). Effective storage: 

 This contributes to good Health and Safety practice.  Large items of 

equipment/hardware and trolleys that cannot be centrally stored, should be located in 

the safest possible position in the room, taking account of the amount of space needed 

to operate them. 

 

d). Safety Training: 

 Student teachers and new teaching staff are given an induction programme that 

includes training in safety procedures.  All of the Department's staff are trained in the 

use of new equipment/hardware and must become familiar with the contents of this 

safety policy. 

 

i. Safety Training For Staff: 

It is expected that staff will make every effort to attend any training courses 

which are run from time to time by the LEA or other qualifying authority.  

Funding for training which involves an element of safety training will be given 

priority over other courses wherever possible. 

It is expected that members of the Department will make it known to the HOD 

if they feel that their experience does not extend to equipment/hardware or 

facilities which they are expected to use in the course of their employment.  

The HOD will endeavour to arrange informal instruction/safety sessions to 

ensure adequate safety cover and familiarity until a recognised course 

becomes available. 
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ii. Safety Training For Pupils: 

A major Health and Safety input is conducted in Year 7 when pupils enter the 

Department and constant reference is made regularly thereafter, and on every 

occasion when a new method/technique or piece of equipment/hardware is 

introduced.  They are made aware of their responsibility for their own health 

and safety and their general responsibility to others.  Particularly important is 

the consideration of situations which do not always appear to be dangerous, 

but which often are, and of which pupils must be made aware – this should 

help prepare the pupils for work in a modern technological society. 

 

Examples include: 

 incorrect body posture or use of hardware/peripherals leading to stress, 

fatigue, discomfort, eyestrain and possibly physical injury to elbows, 

wrists, hands and fingers (RSI); 

 things which are unusually heavy; 

 things which have sharp edges, e.g. metal shutters on broken floppy 

disks; 

 things which stick out from under benches; 

 things which are very hard and which they can fall against (table 

corners); 

 things which may overbalance (items on top of monitors); 

 things which can trip them up (trailing cables); 

 things which they can slip on (water/liquids on the floor); 

 things which can cause electric shock (exposed contacts); 

 things which can damage eyesight (having a poor resolution monitor or 

one set at too bright a level); 

 

More general safety matters will include reference to Section 2 a) of this policy and 

specifically to: 
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General Behaviour: 

 no running, chasing, fighting or unruly behaviour; 

 no throwing of books or equipment/hardware; 

 no excessive noise so that instructions can be heard; 

 always obeying instructions. 

 

Good practice: 

 tidiness in working; 

 careful handling of equipment/hardware; 

 switching off appliances after use; 

 never using electrical equipment/hardware with wet hands; 

 overbalancing due to incorrect placing of equipment; 

 insecure fixings and fixtures; 

 exposed electrical wiring. 

 

Reporting damage and breakages: 

Pupils must be encouraged to report all breakages/damage to 

equipment/hardware or problems with their work, at the earliest opportunity.  

They should have confidence in knowing that they will not be criticised or 

disciplined, provided that the damage has been caused accidentally and during 

the course of their work. 

It is departmental policy that pupils are not charged or criticised for breakages 

that occur normally during the course of their work.  This is so that repairs and 

replacements can be put in hand immediately rather than finding the evidence 

later.  The need for co-operation and mutual trust between staff and pupils in 

the room must be stressed. 
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Section 4. Monitor And Review. 

a). Procedures for reporting safety matters: 

 e.g. a suspicion/reporting of faulty/inadequate equipment/hardware including 

fire fighting apparatus: 

i. Always inform the Head of Department, technician(s) and colleagues.  Also 

inform the Head teacher, Safety Representative, the Bursar and the Premises 

Officer as appropriate.  Once the Head of Department has been informed it 

will be his/her responsibility to make appropriate decisions, e.g. 

 immediately taking the relevant piece of equipment/hardware out of 

service and making the appropriate entry in the 

'EQUIPMENT/HARDWARE OUT OF USE' book - see below; 

 organising a replacement item of equipment/hardware. 

ii. After isolating any defective equipment/hardware, all incidences where 

inspection or repair is required should be reported in the 

'EQUIPMENT/HARDWARE OUT OF USE' book.  This is a duplicate 

page type book which is kept in the Department office.  Duplicate pages 

should be passed to the HOD for referral to either the Bursar (so that repair 

work can be put in hand) or to the technician(s), so that an in house repair can 

take place at the earliest available opportunity.  The HOD will make a decision 

as to when equipment/hardware can be safely used again, following 

consultation with either the technician(s) or the outside contractors brought in 

to make the repair. 

iii. Safety matters are regular items on the agendas of the Department Meetings. 

 

b). Procedure for Circulating Safety Information: 

 N.B.  In the following section the term 'staff' refers to both teachers and 

technicians.  On receipt of a safety document the contents are analysed and 

categorised by the Head of Department under one of three headings: 

i. Immediate action required. 

Staff are verbally informed by the Head of Department and are asked to read 

their own copy of the circular as soon as possible - risk assessments are then 

altered as appropriate.  The document will then be discussed at the next 

department meeting. 

N.B.  If the document is very long it may be circulated without staff being 

given their own copy. 
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ii. Medium/long term action required. 

The document is circulated to all S.E.N. staff and then filed - risk assessments 

are then altered as appropriate.  The document will be discussed at the next 

department meeting. 

iii. No action required. 

If the contents confirm what we already practice then the document will still 

be discussed at the next department meeting.  The document will always be 

filed. 

 

Use Of Rooms By Non-S.E.N. Specialists 

 

1. The S.E.N. rooms are to be kept locked at all times when they are not occupied.  

Pupils are therefore not to enter a room until a member of staff has arrived. 

2. Good advice on the supervision of pupils in S.E.N. departments states that: 

"Staff should actively ensure that there will be adequate levels of supervision in such 

areas at all times." 

 Therefore it is not acceptable for a member of staff to leave pupils in an S.E.N. room 

whilst the member of staff goes to collect resources, etc.  Thorough planning and 

organisation is vital in order to avoid difficulties in complying with this directive. 

3. Staff must ensure that pupils do not interfere with equipment/hardware of any kind. 

4. The mains electricity supply to each room is switched off by S.E.N. staff at the end of 

the day.  Therefore staff using an S.E.N. room should make themselves familiar with 

the location and mode of operation of the 'Mains electricity switch' - in each room this 

is indicated by a yellow label stating: "Electricity Mains Switch". 

5. No eating, drinking or chewing is to take place in an S.E.N. room. 

6. Staff must lock the door to the S.E.N. room at the end of the lesson. 
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Homework Policy. 

GENERAL CONSIDERATIONS 

Homework is valuable for the following reasons: 

1. It can help pupils reinforce basic skills and thereby make more rapid progress in 

learning. 

2. It can allow pupils to develop the practice of working on their own without the 

constant presence of the teacher or other pupils. 

3. Work at home can provide the quiet and private conditions needed for creative and 

thoughtful work of all kinds. 

4. It can allow valuable practice of skills learned in the classroom or with the ALN  

teacher. 

5. It can allow pupils to use materials and other sources of information that are not 

always available in the classroom. 

6. It can involve parents and others in the pupils' work for their mutual benefit.  Parents can 

gather information about the nature and standards of their children's work, progress and 

education. 

7. It can give opportunities for long term research and other work. 

8. It can form an important part of a pupil's notes. 

9. This gives pupils valuable experience of working to dead lines and facilitates staff 

with their marking schedules. 

 

Considering the nature of much of the work involved and the pupils' domestic circumstances, 

some pupils may not always be able to complete homework at home.  Accordingly, for all 

ALN pupils, one ALN room is made available during most lunch times and sometimes at the 

end of the school day. 

Each form/group has a homework timetable detailing when each piece is set and to be given 

in.  Set homework’s are displayed in the classrooms or workshops.  Subject specialists and 

ALN staff help ALN pupils to complete their homework diaries so as parents can monitor 

and assist their child. 

It is expected that completed homework is given in on time. This gives pupils valuable 

experience of working to dead lines and facilitates staff with their marking schedules - again 

ALN staff helps pupils to work to a deadline. 
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ALN  DEPARTMENT HOMEWORK 

In the ALN Department, homework, as traditionally understood, is not set on a regular basis 

for all pupils.  For those for whom it is set, it is conceived and implemented by the ALN staff 

as an important element in pupil learning and the reinforcement of basic skills.  Its values are 

taken to be those outlined above. 

 

SUBJECT BASED HOMEWORK 

In all years we work closely with the subject teachers to ensure that homework is 

differentiated and/or modified by ALN staff to match individual pupil needs. 

In Years 7 to 9, homework often require pupils to carry out preparatory work for a 

forthcoming task or lesson-activity - ALN  pupils often lack the self confidence to carry out 

such work and so staff will support the pupils in the completion of such tasks.  Such 

homework could mean, for example, acquiring information from a library, watching a 

television programme, recording observations of something in the locality, or collecting 

certain materials. 

In Years 10 and 11, we assist pupils in the completion of their subject based homework and 

in the meeting of strict coursework deadlines.  Pupils are often helped to engage in research, 

collect/record information, and/or prepare, continue or evaluate work in their own time. 
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Display work 

PRINCIPLES 

The quality of display work within a school has much to say about the values and ethos of 

that school. This policy is written giving due consideration to the following principles: 

 

 that the visual appearance of the School contributes to its image, and ethos; 

 that the displays in the public areas of the School should reflect its life, work and 

values; 

 that the displays in question should be educative, informative and visually 

stimulating, not only for the School's population, but also for its numerous visitors; 

 that such displays may have a positive effect on pupils' interest and motivation; 

 that pupils and others tend to respect and to look after an environment that has a 

pleasant, orderly and cared for appearance, and one that they or their peers have 

helped to create. 

 

CONSIDERATIONS 

 displays should be related to the recent, current or impending learning of pupils and 

on occasions it may be focused on some topical personality, matter or issue concerned 

with the relevant subject in the locality or in general; 

 displays should be labelled in order to identify the work by name and age/school year, 

and to indicate the learning with which the whole display or individual items within it 

are concerned; 

 displays should be 'neat and tidy' and 'well-arranged'; 

 displays should be well-maintained, and modified or dismantled when they have 'run 

their educational course', rather than being allowed to 'age' or disintegrate; 

 displays should be made secure when any valuable items are included, at those times 

when a room or the School premises generally, are at their most vulnerable. 
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DISPLAYS IN PUBLIC AREAS OF THE SCHOOL 

A 'Display Committee' considers issues such as 'Who displays what?' and 'When and where 

they display it?' It is chaired by a teacher (usually Design and Technology) and it has 

representatives from each of the School's major departments, including ALN, and a member 

of the senior Management team.  This committee, which meets at least three times during the 

academic year, produces a calendar for the year which allocates time and display space to 

each department in rotation.  On occasions, members of the committee, working in concert, 

organise a non-departmental display, typically to coincide with or to commemorate some 

local or international event.  As a consequence, the display areas in question are properly 

occupied and maintained throughout the year. 

The public display areas currently include a number of boards and glass-fronted cabinets 

located at various positions around the building, several strategically placed notice boards, 

cabinets containing the School's sporting and other trophies, and a collection of photographs 

of people or events significant in the School's history. 

(For a plan identifying the locations of these areas, see Appendix __). 

 

The Display Committee members also have overall responsibility for displays within their 

own departments, and for keeping any notice-boards designated for use by their departments 

in good order. 

On request, teachers from the Design and Technology Department offer advice, guidance and 

materials (when available) for displays and related matters to other staff, both teaching and 

non-teaching. 

 

DISPLAYS IN SUBJECT SPECIFIC AREAS OF THE SCHOOL 

As a general rule, each teaching area reflects its use as a specialist subject area and hence if 

staff have one room/area in which they carry out most of their teaching then they are 

individually responsible for the displays in that area. 

Typically, displays in subject specialist rooms will contain one or more of the following: 

 designs, products, posters and written work produced by pupils who normally use the 

room for their related lessons. N.B. Work displayed is usually completed work, 

accompanied by associated preliminary studies where appropriate, though 

occasionally it may be work in progress; 

 designs, products and the work of others, e.g. by professionals and other experts; 

 collections from different countries and cultures; 

 collections or illustrations of local, national and international environments; 
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 items of information and potential interest in the form of posters, newspaper or 

magazine cuttings, or details of radio or television programmes or publications etc., 

pertaining to a range of relevant products, to designers, to exhibitions, or to a variety 

of matters or issues of current concern. 

 

All displays in the teaching areas/rooms are designed and produced on the general 

understanding that they should serve to promote an educative and a visually stimulating 

environment. In addition, any display is mounted with one or more specific purposes in mind 

which predominantly include:- 

 to show exemplary work of a particular kind (in terms of approach, conception, 

imagination, technique, skill, use of materials, etc.) by pupils of a particular age, 

ability and experience; 

 to show a varied but praiseworthy selection of approaches and responses to a common 

starting point provided by an initial brief or stimulus; 

 to show the entire range of responses to a common starting point, irrespective of their 

nature and quality, by one or more pupil groups; 

 to reward a pupil or pupils for outstanding effort and progress, relative to their 

previous achievements; 

 to act as teaching and learning aids. (While some displays may be mounted 

specifically as teaching and learning aids, teachers are encouraged to use any display, 

or any item within a display, in that capacity); 

 to present work for examination or formal inspection; 

 to help inform visitors, (parents, governors, other teachers and other pupils, etc. ) 

about the nature, standards and ethos of the educational provision in the Department, 

or for a particular age range or pupil group. 

 

 

 

 

 

 


