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1. Overarching Values 
Expect: 
We all expect to work hard, and meet our own high expectations, in a safe environment with access to 
high quality resources and opportunities that broaden our horizons. 
  
Believe: 
We all believe in ourselves, and each other, and know that everyone has something special to 
contribute. 

  
Achieve: 
We all have the opportunity to achieve, and fulfil our potential, regardless of our backgrounds. 
 
Enjoy: 
We all strive to develop passionate and determined life-long learners who enjoy learning, understand 
how to progress and take pleasure in succeeding. 
 
2. Definition 

Definitions of special educational needs (SEND) taken from section 20 of the Children and Families 
Act 2014. A child or young person has SEND if they have a learning difficulty or disability which calls 
for special educational provision to be made for them. A child of compulsory school age or a young 
person has a learning difficulty or disability if they:  
a) have a significantly greater difficulty in learning than the majority of others of the same age; or  
b) have a disability which prevents or hinders them from making use of educational facilities of a 
kind generally provided for others of the same age in mainstream schools or mainstream post-16 
institutions. 
 A child under compulsory school age has special educational needs if they fall within the definition 
of (a) or (b) above or would do so if special educational provision was not made for them. Children 
must not be regarded as having a learning difficulty solely because the language or form of language 
of their home is different from the language in which they will be taught.  

 
3. Aims and Objectives of Approach to SEND support overview document  

Within our school’s SEND policy (Section 1) we outline our aim to provide every child with access to 

a broad and balanced education. This includes the National Curriculum and Foundation Stage 

Curriculum in line with the Special Educational Needs Code of Practice. The purpose of this 

document is to outline our procedures to ensure that these statutory documents are consistently 

embedded within our school’s day to day provision. 
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4. Key Responsibilities for the coordination and delivery of SEND provision across the school  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In addition to the SEND policy (section 1), see section 2 which outlines staffing structure for current 

academic year.  

 

 
 
 
 
 
 
 
 
 
 

The person responsible for overseeing the provision for Inclusion is Mrs Cristelle Ellis (Deputy Head teacher and 

Safeguarding Lead) 

The person co-ordinating the day to day 

provision of education for pupils with SEND is 

Miss Keane (SENDco)  

 

Pastoral team 

and SEND team 

work very 

closely together 

to ensure SEND 

pupil’s needs 

are catered for 

in a holistic 

manner and 

specific 

vulnerabilities 

are considered 

throughout their 

time at Pirton 

Hill.  

 

HLTA in the Hive/SEND teaching 

assistants are responsible for supporting 

pupils according to their EHCPs and with 

direction from SENDco and child’s class 

teacher.   

Middle leaders 

are responsible 

for being 

knowledgeable 

of the specific 

needs of SEND 

pupils across of 

the school, 

liaising and 

working with 

SENDco to 

ensure school’s 

SEND policy is 

embedded 

within their 

subject areas.  

Phase leaders  

are responsible 

for monitoring 

teaching and 

learning within 

their phases 

working with 

conduction with 

SENDco. Phase 

leaders discuss 

progress of 

disadvantaged 

pupils during 

pupil progress 

meetings with 

teachers.  

Class teachers are accountable for the quality of teaching and learning, 

progress and attainment of SEND pupils within their classrooms.  This 

includes additional interventions to accelerate learning.  

Teaching assistants are responsible for supporting key pupils or 

groups of pupils following the direction of their class teacher.  

Midday supervisors are responsible for following 

provision guidance from SENDco and class 

teachers.  
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5. Assess, plan, do and review  
 
At Pirton Hill we follow the graduated approach to provided SEND provision. The process takes 
place throughout the year and is conducted in a child centred way: this means that the child is at 
the centre of our work and their needs are paramount. As a result of this, the graduated approach 
cycle may be accelerated to ensure sufficient evidence is gathered to support the child’s need.  
 
Assess: In the ‘assess’ stage of the graduated approach teachers gain a growing understanding of a 
pupil’s needs. A clear understanding of a child’s needs is a critical precondition to: • planning 
effective teaching • determining appropriate provision • informing adjustments to teaching that will 
lead to good progress and improved outcomes for pupils 
 
Plan: In the ‘plan’ stage of the graduated approach teachers gain a growing understanding of what 
teaching approaches work. This part of the graduated approach cycle will be most effective when 
teachers, working with the SENCO, have completed a thorough assessment of a pupil’s needs during 
the ‘assess’ phase described earlier. 
 
Do: In the ‘do’ stage of the graduated approach teachers gain a growing understanding of effective 
support. The SEND Code of Practice (2014) emphasises that the teacher has day-to-day responsibility 
for the learning and progress of all pupils. It also sets out the role of the SENCO.  
 
Review: In the ‘review’ stage of the graduated approach teachers gain a growing understanding of 
what approaches secure better outcomes. Teachers continually review pupils’ progress, formally and 
informally, and this should be no different for pupils with SEND. 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

Assess cycle activities: Read documentation and 

information on child (including any review 

documents from previous interventions), complete 

baseline assessments (section 3), get to know the 

child including the teaching strategies that may be 

appropriate and gather parents/ pupil voice 

(section 4).   

Plan cycle activities: use assessment 

information to inform: document in class 

provision (section 3), possible interventions, 

write and set SMART plan targets (section 

4) and request further outside agency 

support from SENDco.  

 

Do cycle activities: Interventions take place 

(section 3), SMART plan targets are worked 

on/adapted to ensure progress (section 4), 

pupil/parents informed of progress, accurate 

and timely records are kept on the child’s 

progress and monitoring of interventions will 

take place to ensure they are following policy. 

Review cycle activities: Complete exit data 

assessment (section 3), analyse data and 

information gathered throughout the 

graduated approach, gather parent/pupil 

voice (section 4) complete PPM documents 

(section 5) , complete SMART plan reviews 

(section 4) and complete pupil concern 

forms with evidence of strategies tried 

(section 5).  

Child  
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6. Termly overview  

This section outlines the cycle of work that takes places in each half term considering the graduated 

approach taken at Pirton Hill Primary School. Our graduated approach started during the Summer 2 

term as this is when transition starts and staff are allocated their new classes.  

Summer 2 teacher overview:         Summer 2 SENDco overview:  

      

 
 

 

 

 

 

 

 

 

 

 

 

Autumn term teacher overview:    Autumn term SENDco overview:   

 

 

 

 

 

 

 

 

 

 

• SMART plan reviews , transition meeting notes and 
assessment information is passed onto child’s new 
class teacher and or SENDco if child is moving to a new 
school  

• Ensure that all evidence linked to child’s progress 
throughout the academic year is passed to the child’s 
new class teacher and or the SENDco if child is moving 
to a new school 

• Read all transition forms, outside agency reports and 
SMART plan reviews for new class asking for clarity 
from the SENDco if needed  

• Meet knew SEND pupils and if additional transition is 
needed due to the child’s need, accommodate this  in 
conjunction with the SENDco 

• Ensure classroom environment planning has 
considered all children’s needs/barrier to learning  

• Communicate effectively with new support staff that 
are joining their classes 

• Set deadlines for transition documents to be 
completed and communicate this effectively to all 
staff  

• Monitor SMART plan reviews and ensure they are 
accessible/actioned appropriately  

• Provide staff with provision map information for 
their new classes, outlining which outside agencies 
are involved  

• Provide further CPD time for staff who have EHCP 
children and or children with significant needs joining 
their classes  

• Complete detailed and efficient transition meetings 
for children leaving and or joining Pirton Hill 
(Reception and Year 6) 

• Establish which children will require further outside 
agency intervention next year and begin forward 
planning for this  

• EHCP annual reviews  

• Get to know children within classroom and their 
needs. Trial various teaching and learning strategies to 
ensure correct provision is in place following 
observations and evidence of pupil needs  

• Ensure classroom is set up in an accessible manner for 
all pupils  

• Complete baseline assessment information to inform 
SMART plan target setting  

• Report any concerns to SENDco about children within 
the classroom using pupil concern form and make 
adaptions to provision collecting evidence of this  

• SENDCo may come to observe the child or arrange a 
meeting with class teacher to support writing the plan 

• Write SMART plan targets following both outside 
agency advice and parent, carer and pupil voice  

• Complete intervention documentation/baselines 
ensuring a copy is given to the Inclusion team 

 

• Ensure correct provision is being offered for send 
pupils according to SEND information report 

• Review SEND information report and policy 

• Meet with allocated SEND governor 

• Identify target children for specific interventions  

• Hold SMART plan writing sessions  

• Monitor and support the settling in process of SEND 
children 

• Observe and assess children who are causing concern  

• Adapt provision map according to SMART plans, 
interventions and baselines  

• Meet with and report to relevant outside agency 
professionals  

• EHCP annual reviews  
• Monitor data and progress of all SEND pupils. Identify 

and report to phase leaders/teacher which children 
are causing concern 

•  

Summer 2 key documents: Provision map (section 3), PPM documents (section 5), SMART plans (section 4), outside 

agency reports (section 6) and EHCP review documentation (section 7)  

Autumn term key documents: Provision map (section 3), PPM documents (section 5), SMART plans (section 4), outside 

agency reports (section 6), EHCP review documentation (section 7) pupil concern form (section 5).  
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Spring term teacher overview:                                                Spring term SENDco overview:  

 

 

 

 

 

 

 

 

 

 

 

 

 

Summer 1 teacher overview:     Summer 1 SENDco overview:         

                        

 

 

 

 

 

 

 

 

 

 

 

• Review intervention progress against baseline (Aut 
term) and adapt SMART plan targets and provision 
accordingly. Ensure Inclusion team have copies of 
intervention documentation 

• Complete intervention documentation and new 
baselines for Spring interventions 

• Attend SMART plan writing session with SENDco for 
further support if needed 

• Write SMART plan targets following both outside 
agency advice and parent, carer and pupil voice. Smart 
plan targets must be progressive and not a repeat of 
the previous target. Staff to adapt targets to make 
them achievable for the child. 

• Report any concerns to SENDco about children within 
the classroom using pupil concern form  and make 
adaptions to provision collecting evidence of this  
 

• Monitor SMART plan reviews  
• Monitor data and progress of target pupils  
• Monitor data and progress of all SEND pupils. Identify 

and report to phase leaders/teacher which children 
are causing concern 

• Monitor provision on offer within classrooms and 
across the school 

• Allocate specialist interventions according to need and 
progress  

• Adapt provision map accordingly focusing on 
interventions, SMART plan targets and progress  

• Hold SMART plan writing sessions  
• Meet SEND governor  
• Meet with or report to relevant outside agency 

professionals 

• EHCP annual reviews  

Spring term key documents: Provision map (section 3), PPM documents (section 5), SMART plans (section 4), outside 

agency reports (section 6), EHCP review documentation (section 7) pupil concern form (section 5).  

• Review intervention progress against baseline (Spr 
term) and adapt SMART plan targets and provision 
accordingly. Ensure Inclusion team have copies of 
intervention documentation 

• Complete intervention documentation and new 
baselines for Summer interventions 

• Attend SMART plan writing session with SENDco for 
further support if needed 

• Write SMART plan targets following both outside 
agency advice and parent, carer and pupil voice. Smart 
plan targets must be progressive and not a repeat of 
the previous target. Staff to adapt targets to make 
them achievable for the child. 

• Report any concerns to SENDco about children within 
the classroom using pupil concern form  and make 
adaptions to provision collecting evidence of this  
 

• Monitor SMART plan reviews  
• Monitor data and progress of target pupils  
• Monitor data and progress of all SEND pupils. Identify 

and report to phase leaders/teacher which children 
are causing concern 

• Monitor provision on offer within classrooms and 
across the school 

• Allocate specialist interventions according to need and 
progress  

• Adapt provision map accordingly focusing on 
interventions, SMART plan targets and progress  

• Hold SMART plan writing sessions  
• Meet SEND governor  
• Meet with or report to relevant outside agency 

professionals 

• EHCP annual reviews  

Summer term key documents: Provision map (section 3), PPM documents (section 5), SMART plans (section 4), 

outside agency reports (section 6), EHCP review documentation (section 7) pupil concern form (section 5).  
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Section 1: SEND policy 

Access to school SEND policy, LAC policy and SEND information report please visit 

https://www.pirtonhill.com/send/ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section 2: current staffing structure  

To view the current staffing structure please see the school’s staff handbook or visit the school 

website for up to date information https://www.pirtonhill.com/whos-who/.  

 

 

 

 

 

 

https://www.pirtonhill.com/send/
https://www.pirtonhill.com/whos-who/
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Section 3: Provision map documents  

The provision map consists of 1 document. Each year group has a provision map which contains the 

provision on offer for children who receive pupil premium funding and those who have special 

educational needs. The provision map also records who is responsible for specific aspects of each 

child’s provision and the cost paid by the school to provide it. On the provision map, there is 

information about the specific interventions on offer within the school and allows staff to track a 

child’s progress baseline to exit data. This sheet is completed by the individual leading the 

intervention. If a child has achieved the outcome of the intervention then the target they have been 

given can be extended. If a child has not, a specific comment is to be made about the child and the 

gaps within their learning. If a teaching assistant is leading an intervention this sheet must be shared 

with each child’s class teacher regularly so that they are aware of the child’s progress. The 

intervention sheet must be shared with the Inclusion team prior to the intervention taking place and 

once it has finished so that progress can be collated and placed onto the provision map.  

 
An example of the new provision map can be found below. 
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Section 4: SMART plan, pupil and carer/parental voice  

In 2018, we changed the way we record pupil’s individual education plans IEPs) to better match the 

SEND code of practice guidance. As a school, we now record pupil’s individual targets on SMART 

plans and follow a similar structure to that of an education health and care plan (EHCP). SMART 

plans focus on a child’s specific area/s of need or barriers to their learning. There will be certain 

children identified as benefiting from a SMART plan, alongside the provision map. The SENDCo will 

then be responsible for writing/reviewing the plans and deciding upon objectives and outcomes for 

the year. A child’s objective is a target/skill that the child will have achieved by the end of the 

academic year. A child’s outcome is the small steps their class teacher is going to take to ensure that 

the child meets their outcome.  

Smart plans are written and reviewed in partnership with both the child and their carer/parent. A 

plan cannot be agreed and in place without this information. Smart plan reviews are based around 

needs and progress being made- this could be fortnightly, monthly or termly. The SENDCo will 

discuss the plans with parents and the relevant staff members.  

Copies of a child’s previous SMART plan should be shared as part of transition and can be found on 

the staff shared drive.  

All relevant sections of the SMART plans must be completed before it is uploaded to CPOMS and 

then sent home for parents/carers to have a copy.  

The SENDco creates a termly overview of the SMART plan process and shares this with staff at 

regular points throughout the year.  Deadlines are also shared with staff using the school’s 

handbook and calendar.  

 

Blank SMART plan template:  

 

 

 

 

 

 

 

 

SMART plan process documents are emailed termly and look like this:  
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Section 5: PPM document, teaching and learning policy and pupil concern form 

All staff attend pupil progress meetings. Within these meetings, the provision of SEND pupils is 

considered both individually and against that of their peers. Provision is then adapted if the child 

requires additional support to achieve/meet their targets. SEND children are considered within 3 

waves and classroom provision is adapted to meet their needs accordingly. Please see out teaching 

and learning policy for further information about the wave definitions. 

https://www.pirtonhill.com/curriculum-overview/  

If a staff member is concerned about a pupil within their class they must follow a specific process.  

1. Assess child and establish their barriers and your concerns  
2. Discuss your concerns with the child’s parent/carer and suggest which strategies are going 

to be trialed to see if progress is made. Inform SENDco via cpoms of this discussion so they 
are aware a child is being monitored   

3. Review progress after trailing strategies and discuss with parent/carer again. Decide upon a 
way of moving forward and if SENDco involvement is needed. Parents must be informed 
every step of the way 

4. If parents agree, a pupil concern form is to be recorded including all of the above 
information. The more detail a teacher can provide the better. All pupil concern forms need 
to be uploaded to cpoms 

5. SENDco will respond to pupil concern as soon as possible. Usually, an observation will take 
place, a further parental meeting will be conducted by the SENDco and then outside agency 
advice/referrals will be made.  

 

Pupil concern forms can be found on the staff shared drive.  

 

 

 

 

 

 

 

 

 

 

 

 

https://www.pirtonhill.com/curriculum-overview/
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Section 6: Outside agency reports  

As a school, we work with a number of outside agency professionals to support children. Some of 

these services are traded and others are statutory within Luton’s local offer 

(https://directory.luton.gov.uk/kb5/luton/directory/localoffer.page?localofferchannel=0). Referrals 

are made by the SENDco following in depth discussions and information gathering with all 

stakeholders.  

An overview of the service we regularly use can be found below: 

• Special Educational Needs team 

Statutory service within Luton’s local offer. Team consists of: ASD team, SLCN team, under-
fives service, visual and hearing impairment team. Referrals need to be specific and match 
the service requested referral thresholds.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Learning support service 

Traded service paid for using school’s allocated budget. Team consists of early years and 
primary advisors.  School choose how to use their allocated hours with the team. Permission 
form and additional information required prior to advisors coming into school and offering 
advice.  
 
 
 
 
 
 
 
 
 
 
 
 

https://directory.luton.gov.uk/kb5/luton/directory/localoffer.page?localofferchannel=0
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• Educational Psychology team 

Traded service paid for using the school allocated budget. School choose how to use their 
allocated hours with the service. Parental permission and additional information needs to be 
sent to the service prior to them coming into school.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Edwin Lobo 

Edwin Lobo is a statutory service within Luton’s local offer. The Edwin Lobo Centre is a base 
for the community paediatric service, providing specialist secondary care services for 
children living in Luton and Central Bedfordshire presenting with developmental, physical 
and learning disabilities. Referrals to this service require parental permission and additional 
information regarding the child’s development. Edwin Lobo have guidelines for referrals 
within their referral documentation.  
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• Community paediatric occupational therapy service  

This is a statutory service within Luton’s offer. The Bedfordshire and Luton paediatric 
occupational therapy service offers assessment and intervention as indicated for difficulties 
with functional skills due to motor difficulties. Referrals require parental permission and 
additional information on the child’s development.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Magic Words speech and language therapy 

This is a service that is funded by the school using the schools allocated budget. This service 
is renewed annually if there is capacity to do so. Magic Words offer speech and language 
therapy within the school as directed by the SENDco. Referrals need to be made prior to 
children accessing this provision and parental permission is required. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• NHS speech and language service  

The Speech and Language Therapy (SLT) Service works across the whole county of 
Bedfordshire and Luton providing help in both community i.e. health centres, schools, pre-
schools and hospital settings. They treat children up to the age of 16 years (up to 19 years in 
special education), who have a difficulty with communication or swallowing. The Service is 
provided in a number of ways, depending on the need of the child. Referrals to this service 
require parental permission and additional information to show the child’s need meet’s their 
threshold.  
Referral forms can be found here: https://childspeechbedfordshire.nhs.uk/how-to-refer/  
 
 

https://childspeechbedfordshire.nhs.uk/how-to-refer/
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• The Special Educational Needs Assessment Team 

The Special Educational Needs Assessment Team (SENAT) is responsible for coordinating 
Education, Health and Care (EHC) needs assessments, overseeing the assessment and 
planning process, ensuring timely decision making and producing coordinated EHC Plans. 
Further information about this service can be found within Luton’s local offer and by 
accessing this web link: 
https://directory.luton.gov.uk/kb5/luton/directory/service.page?id=JEftR37V-68  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Child & Adolescent Mental Health Service – Luton 

This is a statutory service within Luton’s local offer. CAMH is a specialist service dedicated to 
supporting the mental well-being of young people. Parental permission is required before a 
referral can be submitted or discussed with this service. CAMH have detailed guidance on 
their thresholds and what information is required before a child or young person can be 
accepted to their service.  
 
 

 

 

 

 

 

 

 

 

 

 

 

https://directory.luton.gov.uk/kb5/luton/directory/service.page?id=JEftR37V-68
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Section 7: EHCP annual review documentation  

It is a school’s statutory duty to review EHCP documents annually. The SENDco is aware of which 

children’s plan need reviewing and when. The annual review process is conducted as follows: 

1. Class teacher, child’s adult support and SENDco meet to discuss child’s progress against 
targets. Class teacher and adult supportprovide evidence of achievement to SENDco. A 
discussion is had regarding next steps and how EHCP targets can be adapted to show 
progression 

2. SENDco collates information from discussion and analyses information given. If further 
evidence is required, SENDco will arrange for our outside agency professional to complete 
an assessment and observation. This will be with parental permission  

3. SENDco arranges a meeting with parent, child’s adult support, class teacher if available and 
the child to formally review EHCP and decide upon new targets  

4. SENDco emails copies of evidence and reviewed EHCP documentation to SENAT 
5. SENAT adapt the plan accordingly and send parents a copy to approve 
6. Once approved, new EHCP targets are in place and should be used to plan child’s provision 

 

EHCP review document:  
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Section 8: The Hive  

For the academic year, the school has created the provision ‘The Hive’. This is for a maximum of 6 

pupils and there is a specific criterion the children must meet to be able to attend it. The Pastoral 

team make decisions about which children can be offered a place and their places are reviewed 

weekly at Pastoral team meetings. Please see additional document attached for further information 

about this provision.  


