
1 

 

 

 

St Hugh’s provides a broad and balanced curriculum for all children and it is non-selective, 

welcoming children of different abilities and backgrounds.   Some children who have barriers 

to learning, and those such as the ‘Gifted and Talented’ may require particular action by the 

school.  Such children may need additional or different help from that given to other children of 

the same age (See separate policy for Gifted and Talented).   

 

Teachers take account of these requirements and make provision, where necessary, to support 

individuals or groups of children and thus enable them to participate effectively in curriculum 

and assessment activities.  This programme is overseen by the school special educational needs 

coordinator (SENCO) in conjunction with the other members of the Learning Support team. 

 

Aims and objectives 

 To create an environment that meets the special educational needs of each child. 

 To ensure that the special educational needs of children are identified, assessed and 

provided for at the earliest stage possible. 

 To provide advice and support to the teachers responsible for the pupil’s progress. 

 To liaise with parents and outside agencies, providing a base for all remediation. 

 To meet the demands of the SEN Code of Practice. 

 To create targets within the framework of an individual education plan (IEP) for every 

pupil deemed to be in need of learning support. 

 

Assessment 

It is the aim of the Learning Support Department to diagnose a pupil’s special needs early.  This 

is particularly important in the area of reading.  With appropriate intervention at an early stage 

the development of secondary problems such as cognitive delay, omission of parts of the 

curriculum or low self-esteem may be prevented. 

 

In the Foundation year pupils are screened using a Baseline Assessment.  If this assessment 

flags up any particular concerns, not felt to be developmental, the individual child is screened 

by the Learning Support teacher in Pre-Prep using the ‘Lucid Cops’ cognitive assessment.  This 

computer-based, standardised diagnostic test provides a graphical profile of children’s 

cognitive strengths and weaknesses which can be used to identify difficulties that they are 

likely to encounter in their learning, and can also be used to assist in the development of 

Individual Education Plans (IEPs). 

 

All Key Stage 1 pupils are routinely tested using the above system, the first test being carried 

out at the start of the school academic year for both Year 1 and Year 2.  If problems, such as 

anomalies in phonological skills, are detected at this stage, the Learning Support department is 

alerted and advice is given to the class teacher so that the teaching can be tailored to the specific 

area of difficulty.  (See Procedure for referral of child in Pre-Prep – Appendix 2a)    
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A RWI (Read, Write, Inc. – literacy scheme) assessment is also carried out when the child first 

joins the school.  Following this, the child is put in the appropriate RWI group.  If the teacher 

observes that the child is failing in any way another RWI assessment will be carried out, the 

Lucid Cops Profile will be consulted and again a plan of action will be developed in 

consultation with the Learning Support teacher in Pre-Prep.     

 

In the rest of the school, regular exams and diagnostic assessments (such as Reading and 

Spelling Age tests and CAT tests) give a continuing picture of pupil’s progress and teachers are 

asked to report any of the concerns detailed in the flow chart in Appendix 1.   

 

The school follows existing good practice and a rigorous process (see Appendix 1 for example) 

is followed should teachers identify potential learning difficulties in the children they teach.   

There is a systematic procedure (See Appendix 2/2a) for teachers to raise concerns about pupils 

who are subsequently tested and the results acted upon.   

 

At this point in Pre-Prep, the parents will be contacted informally and a decision made by the 

Class Teacher and Learning Support teacher in Pre-Prep whether the child should be 

recommended for ‘School Action’ (discussed and monitored only); ‘School Action +’ (an IEP 

created and set up for action) and inclusion on the SEN Register.  

 

In the rest of the school the Learning Support department will contact parents and decide 

whether the children should be monitored, be classified as ‘School Action’ or ‘School Action +’.   

Where intervention is necessary then pupils, their tutors and parents are invited to be part of 

the IEP process and sign the form.  Parents are sent a copy of the form which is updated at least 

twice a year. 

 

Procedure for Referral 

It is understood that children develop at differing rates and their progress, for example, may be 

hindered by a family upset or a period of ill health.  It is necessary to move with caution and 

observe the child over a period of a few weeks before taking action.  When it seems wise to 

formalise the teacher’s concerns these are the steps to take. 

1. If the concern in Pre-Prep is primarily about literacy progress the teacher should voice their 

query to the member of staff responsible for RWI assessment who will undertake an 

assessment on the child to check correct groupings and to see if any progress has been made.  

All other concerns regarding attention, sociability, speech clarity and motor skills should be 

discussed with the Learning Support teacher in Pre-Prep and the Pre-Prep Head. 

2. If there are concerns from the assessment of RWI progress then either the current ‘Lucid 

Cops’ cognitive profile assessment will be referred to or, if it is felt to be necessary, another 

will be carried out by the Learning Support teacher in Pre-Prep.  These results will be 

compared to the pupil’s base line assessment to check if progress is being maintained. 

3. If the concern is primarily about mathematical weakness, it will be discussed with the 

Learning Support teacher in Pre-Prep and appropriate games, equipment and strategies will 

be advised and some support during lessons established. 
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4. If all staff involved continue to feel a level of concern then a referral form should be filled 

out (see Appendices 2 & 2a) which will involve gaining the Head’s permission and then 

parental permission for further assessment or observation. 

5. Further testing will be carried out by the Learning Support teacher in Pre-Prep who will feed 

back to class teacher and Parents. 

6. At this point, a decision may be made to make a referral to an outside agency such as an 

Educational Psychologist and this would always be carried out in consultation with parents.  

Usually, the Aspire Practice is used and assessments conducted at school. 

7. After the testing procedure is complete an Individual Education Plan (IEP) will be devised 

by the class teacher and Learning Support teacher in Pre-Prep in consultation. Parents will 

be sent a copy of the IEP. 

8. Extra 1:1 Learning Support will then be scheduled during the week with a member of the 

Learning Support team.  Sometimes the support will be provided in small groups. 

9. Pupils who have learning difficulties will be included in the ‘Confidential Pupil Notes’ 

produced by the Learning Support department.  This is a register of all those who either 

receive Learning Support or for whom there are concerns.  This is given to all teaching staff 

and updated at least twice a year.  It contains brief details of the pupil’s difficulty as well as 

a summary of the target. 

10. These lessons are scheduled within the school day with every effort made to ensure 

curriculum time is not lost.  In Year 7 and 8 examined subject time would not normally be 

used for Learning Support.  A timetable is published but it is flexible enough for changes to 

be made on an ad hoc basis. 

11. Review meetings take place when progress towards the agreed objectives contained within 

the IEP is assessed.  Meetings with parents also take place and written reports produced at 

least twice a year which form part of the subject report form. 

 

Monitoring and Record Keeping 

Individual Education Plans (See Appendix 3 and 3a) are devised by the Learning Support 

department and circulated to all staff concerned in the pupil’s education.  They are kept as the 

front page in their files in the Learning Support office, or by the Learning Support teacher in 

Pre-Prep, and can be accessed by all staff at any time.  

 

Furthermore, the strategies relating to classroom management are summarised in the Learning 

Support  ‘Pupil Notes’ register which is circulated to all staff and updated at least twice a year.   

 

At staff meetings, regular discussion takes place about those who appear on the SEN register 

and all staff are fully briefed when new specialist reports are produced.  Relevant INSET 

training takes place regularly so that all staff are kept fully aware of developments in SEN and 

also the various different difficulties children at St Hugh’s may experience. 

 

Training & Development 

The Learning Support staff take advantage of the many training opportunities associated with 

this expanding field.  It is hoped that as the school develops the department will be given a 

larger office space to reflect the sensitivity of the role and the growing need for more teaching 

space. 
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Resources  

 Harcourt Assessment (dyslexia/ SPLD) 

 B.P.V .S (British Picture Vocabulary Test) 

 W.R.A.T (Wide Range Achievement Test) 

 Neale Reading Test 

 Letter Chains (NFER) 

 

Staff 

Mrs Marianne Lewis  BA PGCE OXPQ (dyslexia) 

Mrs Suzanne Dams BA PGCE 

Mrs Claire Berry  BA 

Mrs Sally Hume  BA, PGCE 

Mrs Sally Strange BSc, PGCE (Maths) 

 

Outside Agencies 

The Aspire Practice (Educational Psychologists) 

Mrs Myra Pontac (Speech & Language Therapist) 

Mrs Cathy Shilling (Speech & Language Therapist) 

 

 

Reviewed: September 2009 

Review date: September 2010 



5 

 

Appendix 1 
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St Hugh’s School 

Name of Child  ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ 

Form   ΧΧΧΧΧΧΧΧΧΧ 

Date   ΧΧΧΧΧΧΧΧΧΧ 

Reason for referral to Learning Support department 

 

 

 

 

 

 

 

 

Examples of work supporting referral - Please attach a photocopy 

Recommended Action 

 

 

 

 

School Action?   Ã please tick relevant box 

School Action +?  Ã please tick relevant box 

Inclusion on SEN Register? Ã please tick relevant box 

 

Approval of Headmaster  ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 
Parents contacted    ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 
Parents agreement given  ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 
Referral to outside agency?  ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 
Learning Support Teacher  ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 

Appendix 2 
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St Hugh’s School – Pre-Prep Department 

Name of Child  ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ 

Form   ΧΧΧΧΧΧΧΧΧΧ 

Date   ΧΧΧΧΧΧΧΧΧΧ 

Reason for referral to Learning Support department 

 

 

 

 

 

 

 

 

Examples of work supporting referral (If applicable) - Please attach a photocopy 

Recommended Teaching Strategies 

 

 

 

 

School Action?    Ã please tick relevant box 

School Action +?   Ã please tick relevant box 

Inclusion on SEN Register?  Ã please tick relevant box 

Parents contacted    ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 
Parents agreement given  ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 
Referral to outside agency?  ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 
Learning Support Teacher  ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 

Appendix 2a 
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St Hugh’s School 
Name_________________________           Ed. Psych_____________________ 

Form________________            DoB_________________________ 

Term_________________________ 

 

Nature of Difficulties Objectives and Targets Criteria 
Provision 

(eg. programmes, 
activities, equipment) 

Suggestions for Classroom 
Management 

Agreed Home 
Support  

(if appropriate) 
 
 

 
 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 

Chron. Age:     Other Information   SENCO involved:  

Reading SAS:     No. Lessons per week:    Review Date:  

Appendix 3 
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Spelling SAS:     L/R Laterality?    SEN Alert on 
Database? 

[please tick] 

     Other Therapies?     
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St Hugh’s School – Pre-Prep Department 
 

Name_________________________            

Form________________             

Term_________________________ 

 

Concerns Target Review Date 
Provision 

(eg. programmes, 
activities, equipment) 

Suggestions for Classroom 
Management 

Agreed Home 
Support  

(if appropriate) 
 
 

 
 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 

Appendix 3a 
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Chron. Age:     Other Information   Class Teacher:  

Reading SAS:     L/R Laterality?    SEN Alert on 
Database? 

[please tick] 

Spelling SAS:     Other Therapies?     

  


