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This SENDCO toolkit has been produced to provide
primary school SENDCOs with a comprehensive
resource of information and guidance. It should
be used to support and develop inclusive
practice and allow schools to meet their statutory
responsibilities under the Special Educational
Needs and Disability Code of Practice 0 to 25
and the Equality Act 2010. The City of London has
developed the SEND Ranges, which have been
produced by multi-disciplinary teams to support
the ‘graduated approach’ and which clearly
outline what should be ‘ordinarily available’ in
settings, schools and colleges.

We hope this toolkit is both informative and useful
and enables school SENDCOs to fulfil their role
and responsibilities; however, if you require further
support, please contact the City of London Lead
SEND Advisor.

Throughout this document, the term parents will
be used to refer to all parents and carers.
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SCHOOL SENDCO

An overview: getting organised!

Starting points for SENDCOs

The Children and Families Act 2014 heralded
the most radical changes o the laws
governing special educational needs and
disabilities for 30 years. The reforms created
areal change in the way professionals work
with families, children and young people,
with a focus on:

e the aspiration and outcomes for children
and young people

e participation/equal partnership in decision
making for parents, children and young
people

e djoint approach between education,
health and care services

e arequirement to publish information
about all services available locally (Local
Offer)

e education, Health and Care (EHC) plans
for children and young people from birth
to 25 years, which replaced Statements of
Special Educational Needs.

The EHC needs assessment is a single
assessment process, coordinating the
approach across education, health
and social care. This process should be
completed within 20 weeks.

Young people, children and their families
should only have to ‘tell their story’ once and
should be involved from the earliest stage
and throughout the assessment and planning
process.

The Children and Families Act 2014 requires
schools to have arrangements in place to
meet children’s special educational needs.

Schools are expected to identify a qualified
teacher as Special Educational Needs and
Disability Coordinator (SENDCO) and the role
is defined on p108 of Chapter 6 of the
Special educational needs and disability
(SEND) code of practice: 0 to 25 years.

The SENDCO's role is to coordinate the
support for children with SEND, but it does not
mean they need to do everything! Teachers
are responsible and accountable for the
progress and development of the pupils in
their own classes, including where pupils
access support from teaching assistants or
specialist staff.

The Ofsted Inspection Framework has a
clear focus on children and young people
with SEND and/or who are vulnerable.
Ofsted inspectors will look at children and
young people’s outcomes and progress
across the various groups. They will want to
see inclusive values and that senior leaders
have a commitment to every teacher being
a teacher of SEND and that every leader

is a leader of SEND. They will undertake
‘deep dives’ to ensure that children with
SEND or who are vulnerable are receiving
the appropriate teaching, curriculum and
interventions to meet their needs.

2022 has seen a major review of the SEND
Code of Practice and the government will
announce further changes to the guidance
in due course.
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Definition of SEN

Class teachers, supported by the SENDCO
and the senior leadership team, should

make regular assessments of progress for

all pupils. These assessments should identify
where pupils are making less than expected
progress given their age and individual
circumstances. ‘Less than expected progress’
is where the child’s progress:

e is significantly slower than that of their
peers starting from the same baseline

e fails to match or better the child’s previous
rate of progress

e fails to close the attainment gap between
the child and their peers or

e widens the attainment gap.

This progress can be wider than merely
attainment. It could, for example, include
where a pupil needs to make additional
progress with social development or with
communication skills.

The child’s teacher and SENDCO should then
together consider whether the child is making
less than expected progress because of:

e gaps in previous learning or experience

e ofther factors in the child’s life (such as
family breakdown or bereavement)

e less than good quality teaching or

e special educational needs.

The definition of special educational needs
under Section 20 of the Children and Families
Act 2014 and Section 312 of the Education
Act 1996 is:

A child or young person has special
educational needs if they have a learning
difficulty or disability which calls for special
educational provision to be made for
him/her.
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A child of compulsory school age has a
learning difficulty or disability if he or she:

e has a significantly greater difficulty in
learning than the majority of others of the
same age or

e has a disability which prevents or hinders
him or her from making use of facilities of
a kind generally provided for others of the
same age in mainstream schools.

Special educational provision

Special educational provision is provision that
is different from or additional o that normally
available to pupils of the same age, which is
designed fo help children and young people
with special educational needs (SEN) or
disabilities to access the National Curriculum
at school.

Disability
Many children with SEN may have a disability
under the Equality Act 2010 — that is:

A physical or mental impairment which has
a long-term (a year or more) and substantial
(more than minor or frivial) adverse effect on
their ability to carry out normal day-to-day
activities.

This definition includes sensory impairments,
such as those affecting sight and hearing,
and long-term health conditions such as
asthma, diabetes, epilepsy and cancer.
Children with such conditions do not
necessarily have SEN, but there is a significant
overlap between children who have a
disability and those with SEN. Where a
disabled child requires special educational
provision, they will be covered by the SEN
definition.

It is important to remember that the disability
equality duty is anticipatory and covers
prospective pupils.



Children and young people 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.

Identifying and assessing SEND

Some children will start school with an
identified SEND or additional need and some
children will emerge as having a special
educational or additional need once they
have started school.

Early identification is essential to children’s
progress — academic, emotional and social
and general wellbeing. Communication with
parents needs to start as soon as possible,
ideally within the child’s early years. The
SENDCO should collate a list of children who
have SEND in a SEND register and complete
an Inclusion Log for other children who have
additional needs or vulnerabilities. These will
help to identify when additional resources or
staffing is needed.

The SEND Code of Practice sets out four
broad areas of need and support, which
may be helpful when identifying, reviewing
and managing special educational provision.

These are:
e communication and interaction
e cognifion and learning

e social, emotional and mental health
difficulties and

e sensory and/or physical needs.

These four broad areas are merely an
overview of the range of needs that
schools should plan to meet. The purpose
of identification is to work out what action
the school needs to take, rather than to fit
children into categories. Individual children
often have needs that cut across all four
areas and their needs may change over
fime.
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The graduated approach

The SEND Ranges are a useful tool in ferms

of what is ordinarily available through quality
first teaching and then through a graduated
approach across the four areas of the SEND
Code of Practice. The Ranges outline the
curriculum requirements, assessment and
planning and the deployment of resources
in a sequential approach. Ranges 1-3
highlight those needs which should be met in
mainstream school within existing resources
while Ranges 4-6 highlight the more complex
needs which may require additional resources
or an EHC plan.

Children who start school with identified
special educational needs will need
additional planning and support fo settle
info school. An Individual Outcomes Plan

or Provision Map should be implemented

to ensure the child’s needs are met and
progress is monitored. This will be the start of
the graduated approach with its four stages
of action: assess, plan, do and review.
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When children’s difficulties emerge once
they are at the school, the SENDCO will first
need to raise any concerns with parents.

There is a statutory duty for schools to inform
parents when special educational needs
have been identified, but there should
already have been plenty of informall
conversations about the child’s strengths and
interests before this statutory point is reached.
This ensures that parents know you value their
child as an individual and will help to build a
positive partnership. Plan an appropriate and
personalised way of informing the parents
and consider how, where, when and what
will be communicated, always ensuring that
you engage with parents appropriately and
sensitively.



Remember, just as all children are
different, so are their families and carers

In order to collaborate and work effectively
with parents, we need to involve them

in setting targets and strategies and any
planned intervention. Schools should also
support parents to participate in reviewing
targets and outcomes. Parents are the experts
on their own children and it is important

that teachers and other professionals listen
and respond positively to any concerns that
parents raise about their child’s development
and their views about their child’s provision.
Schools should also listen to and address any
concerns raised by children themselves.

For some children, short-term, targeted
interventions and the cycle of assess, plan, do
and review will be sufficient in ensuring their
individual needs are met and that they will
then make good or better progress.

It is important to maintain regular dialogue
with parents throughout any period of
intfervention, so they feel fully informed.

What is an ‘outcome’?

The SEND Code of Practice defines an
outcome as the benefit or difference made
to an individual as a result of an intervention.
An outcome should be an ‘end point’ —what
we expect to be the result of the provision
the school has put in place. Outcomes set
out what needs to be achieved by the end
of a phase or stage of education in order to
enable the child to progress successfully to
the next phase or stage and to prepare for
adult life.

The four Preparation for Adulthood outcomes
— employment/training, independence, good
health and community inclusion — should be
incorporated alongside academic outcomes.
Examples of these can be found in the SEND
Ranges from early years to post-16 under
each area of the SEND Code of Practice.

An outcome should be personal and not
expressed from a service perspective; it
should be something that those involved
have control and influence over, and
while it does not always have to be formal
or accredifed, it should be specific,
measurable, achievable, redlistic and
time bound (SMART). When an outcome is
focused on education, it will describe
what the expected benefit will be to the
individual as a result of the educational
intervention provided.

(SEND Code Practice 2015 page 163)

Definition of SEN support

The 2015 SEND Code of Practice infroduced
a single category of special educational
needs in schools — SEN support.

Where a pupil has been identified as having
SEN, schools should take action fo remove
barriers to learning and put in place effective
special educational provision. The purpose
of special educational provision is to

enable the pupil to participate, learn and
make accelerated progress. The special
educational provision should also include
actions to make sure the school meets its
duty to ensure that pupils with SEN engage in
school activities together with other children
who do not have SEN.

Quality first teaching and ordinarily
available provision

The governance, the senior leadership team
and the SENDCO act as champions for
inclusion, and have evidence of effective
policy, practice and procedures through
minutes and strategy that hold leaders and
managers to account.

The SENDCO has time and administrative
support to carry out their role effectively.
Their fime is spent in supporting quality first
teaching as well as those children with more
significant needs.
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The schools/ethos and values are in fune
with effective inclusive practice. Leaders are
ambitious for children and young people
with additional needs and this is the ambition
shared by staff.

Staff know that they work in an inclusive
school where diversity is valued and
welcomed and can provide examples of
how they establish and maintain an inclusive
environment within day-to-day practice.

There are regular reviews and evaluation,
including deep dives, and the voice of the
child and family in the development of the
bespoke curriculum pathway.

The curriculum:

e is well planned and incorporates the
Preparation for Adulthood (PfA) outcomes
which are embedded from the early years

e meets needs and reflects leaders’ high
aspirations for all children and young
people from disadvantaged groups

e s successfully adapted to be ambitious
and meets the needs of all children,
which includes their independence
and aspirations. The planning of various
professionals reflects this.

e identifies needs, strengths and interests as
well as gains in knowledge

e identifies additional resources needed and
appropriate methods of communication

e pace is good and the environment
effective and regularly reviewed

e staff are committed to developing their
expertise

e PfA s builtin at every level.

10 Primary School SENDCO Toolkit

Staff adapt learning approaches to provide
suitable learning challenges,and cater for
different learning needs and styles with
individual and/or small group planning and
programmes where appropriate.

Every teacher and leader is a teacher and
leader of SEND

e Learning is carefully planned.

o Staff effectively interact with children.

e Reading and communication are at the
heart of the curriculum.

e Staff have the skills to implement
intferventions.

e Multi-sensory teaching techniques are
embedded.

o Handwriting skills, effective approaches to
homework, age-appropriate study skills,

key vocabulary and resources are within
easy reach of all children.

Staff ensure that children and young people
have opportunities to work in different ways,
i.e. independently, peer work and in a variety
of small groups.

o Strategies to promote independent
learning.

e Scaffolding of learning.

o Staff specifically frained in delivering the
intferventions.

e Seafting plans and organisational plans
in place, including the effective use of
additional adults.

o Staff provide regular opportunities for
collaborative learning and peer support.

e Building and maintaining positive
relationships.

e Opportunities to develop peer awareness.

e School promotes the culture of peer
support.



Assessment and individual planning

e Staff are aware of children’s starting
points.

o Staff are aware of children’s strengths
and areas for development through a
diagnostic approach.

e Information is shared effectively between
and across phases.

e All children have equal opportunities
across the curriculu.

e There are regular reviews and the use of
a variety of assessment profiles, including
systems such as the Boxall Profile.

e Pupils’ voices are captured at all fimes.

e Children are aware of what they need to
do to get to the next stage.

Staff ensure that formative assessment and

feedback are a feature of daily practice and

this should be reflected in the marking and

assessment policy.

e There is account of prior learning.

e There is a wide range of assessment
strategies.

e Children have regular opportunities for
reflection.

e Marking clearly moves the child forward in
their learning and understanding.

e The impact of interventions is critically
evaluated.

Expertise is in place to manage access
arrangements

e Adaptations are made.

e Procedures are in place to inform
parents/carers.

e Reasonable adjustments are made in the
light of needs.

e Adapted resources and/or equipment are
available to support the access.

Partnership and co-production with children,
young people and parent carers

The school works in co-production with the
parents/carers:

e Co-production of all materials.
e Understanding and use of the Local Offer.
e Parents are made aware of the

communication channels and their child’s
individual needs.

e Good and effective communication
between the school and parents/carers is
in place.

e Information on the Local Offeris
comprehensive and shows a variety of
bespoke pathways and benefits for 0-25.

e There are formal and informal events for
parents/carers to share their views.

e Transition is carefully and sensitively
managed.

Children and young people are enabled to

participate in their assessment and review

procedures.

e Children actively participate in all reviews
and are a part of decision making bodies.

e Children know their next steps and their
end-of-year targets.

e Person-centred approaches are regularly.
reviewed.
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Supporting social and emotional
development/pastoral care

The school recognises and responds to the
social and emotional aspect and support
needs of these children with additional needs
and the provision takes account of issues and

the impact of these, such as family breakdown,

family illness, moving home, bereavement and
other key challenges and changes.

There is a calm and purposeful environment.

Language is differenfiated to meet needs.

Strong relationship with sexual and mental
health.

School promotes the emotional regulation
of all children and young people.

Children and young people feel safe and

valued and know that they can approach staff

who will listen to their opinions and concerns.

Negative beliefs are challenged.

The voice of the child is central to the
school's improvement and is encouraged
and acted upon.

Schools’ councils are active and include the

voice of children with SEND and/or who are
vulnerable.

The physical and sensory environment
The physical environment is adapted to meet
the needs of children and young people.

12

There is a purposeful and well organised
learning environment.

Physical accessibility checks of the building
and individual learning spaces are regularly
carried out with various fools such as an
environmental audit.

The furniture and equipment are of the right
size and quality.

Extra-curricular activities and visits are
planned to fully include all.

Children’s views are regularly sought to plan
for the future provision in this area.

Use of funds is targeted within a clear
strategic plan.

Primary School SENDCO Toolkit

Staff are aware of the sensory needs and
issues that may impact on children and
young people.

e Needs are known and planned for.

e Equipment is readily available to support
equal access.

e The environment is adapted to meet the
needs of sensory impaired children and
young people.

e Displays are meaningful and there is
access to safe spaces.

o Staff are aware of lighting, smells and
noises in the room that could affect
those children with sensory needs.

e All sensory experiences are risk assessed.

Equipment and resources

Resources are available in every classroom
or learning environment and the quality
and impact of the support is scrutinised.

e Resources are easily accessible and
readily used to promote leaning and
independence and reduce stigma.

e There is easy access to sensory
equipment.

e Resources are clear, uncluttered and
labelled using text and images.

Specific resources and strategies are
provided to overcome potential barriers to
learning.

e Resources are available.

e Information and Communications
Technology (ICT) and Augmentative
Assistive Technology are available for
those with more complex needs.

e These are planned and used effectively
to support learning.

e Staff have access to fraining to build on
their skills and expertise.



All staff, including feaching assistants, make
a positive confribution to the progress

of children with SEND and/or who are
vulnerable.

e Addifional adults are employed
effectively.

e Clear and regular communication
between adults is in place.

e Group/seating arrangements are
reviewed to ensure that independence is
developed as far as possible.

o Staff are well frained and there is a
clear plan for ongoing professional
development, and best practice is shared
across the school.

All fransitions during the day are well
planned and well managed and provide
opportunities for the children to develop the
skills to manage change.

e Some of the fransitions include the start
and end of the day, moving between and
within lessons, changing from structured
to unstructured time, breaks from lessons,
special events and life events.

e Staff prepare the children for the
forthcoming events through visual
timetables and discussions about daily
fransitions.

e Support for children is readily available on
enfry to school and exit.

e 'All About Me’ plans are in place.

e There is strong licison with parents and
carers and the staff within the next stage
of education, employment and/or
fraining.

For some children, additional support from
specialist agencies may be required and
parental permission will be needed to
involve sources of specialist advice,
resources, fraining, etc. Agencies such as
Educational Psychology, Speech and
Language Therapy Service, and ASD
Specialist Support Teams. can offer more
diagnostic assessment and helpful advice.

The role of class teachers in SEN
support

The role of the class teacher is to make the
education of all their pupils their first concern
and to enable them to achieve the highest
possible standards. As well as providing
inspiring learning experiences, teachers

are also at the forefront of forging positive
professional relationships with parents so that
they can work together in the best interests of
the children. Class teachers are responsible
for sefting targets that stretch and challenge
pupils of all backgrounds, abilities and
dispositions.

A class teacher’s first response to a child
making less than expected progress should
be high quality feaching targeted at the
child’s particular areas of weakness. Where
progress continues to be less than expected,
the class teacher and SENDCO should,
together, assess whether the child has SEN or
whether additional amendments need to be
made to the teaching and learning
approaches on offer.

While the SENDCO will offer advice and
guidance, it is the responsibility of the class
teacher to implement the graduated
approach and regularly assess the progress
made by children with SEND, especially
when interventions are delivered by teaching
assistants outside the classroom.

In deciding whether to make special
educational provision, the teacher and
SENDCO should consider all of the
information gathered from within the school
about the pupil’s progress, alongside
national data and expectations of progress.
This should include high quality and accurate
formative assessment, using effective tools
and early assessment materials. For higher
levels of need, schools should have
arrangements in place to draw on more
specialised assessments from external
agencies and professionals.
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In relation to all pupils, class teachers are
expected to:

e be accountable for attainment, progress
and outcomes

e be aware of pupils’ capabilities and their
prior knowledge, and plan teaching to
build on these

e adapt teaching to respond to the
strengths and needs of all pupils

e know when and how to differentiate
appropriately, using approaches which
enable pupils to be taught effectively

e have asecure understanding of how a
range of factors can inhibit pupils’ ability
to learn, and how best to overcome these

e demonstrate an awareness of the
physical, social and intellectual
development of children, and know
how to adapt teaching to support
pupils’ education at different stages of
development

e have a clear understanding of the
needs of all pupils, including those with
special educational needs; those of high
ability; those with English as an additional
language; and those with disabilities; and
be able to use and evaluate distinctive
teaching approaches to engage and
support them

e manage classes effectively, using
approaches which are appropriate to
pupils’ needs in order to involve and
motivate them.

Teachers’ Standards, 2011 (updated 2013)

The SEND Code of Practice underscores in
Section 6.36 the class teacher’s responsibility
towards children with SEND:

Teachers are responsible and accountable
for the progress and development of the
pupils in their class, including where pupils
access support from teaching assistants or
specialist staff.
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Teaching assistants

Teaching assistants (TAs) are now employed
in a broader range of roles in schools. A set of
revised Professional Standards for Teaching
Assistants was published in June 2016 with a
clearer and more concise description of the
role, reflecting the diversity of the existing
roles carried out by support staff, particularly
within a self-improving system.

The main purpose of the standards is to
improve the status and professionalism of TAs
and to position their role within a community
of professionals, including teachers and
school leaders, all working together to
improve outcomes for children and young
people.

In many schools, overall management

of TAs falls to the SENDCO. In addition to
more strategic TA deployment, part of the
SENDCO'’s role should be to monitor and
evaluate the effectiveness of the support
given by TAs and theirimpact on the progress
and wellbeing of children with SEND.

A key element in the level of impact that TA
support can have is how classroom teachers
deploy them and the TAs' preparedness and
knowledge to be able to support children
with significant needs. These are the children
who most need good teaching and time
with the tfeacher.

In addition to training TAs to support children
with SEND, it is just as important to frain
teachers in effective classroom deployment
of additional adults.

To support teachers to improve classroom
deployment of TAs, in 2015 the Education
Endowment Foundation (EEF) published its
report Making Best Use of Teaching Assistants,
usefully outlining seven evidence-based
recommendations:



TEACHING ASSISTANTS'
SEVEN GOLDEN RULES

1. Teaching assistants should not
be used as an informal teaching
resource for low-attaining pupils

2. Use teaching assistants to add value
to what teachers do, not replace
them

3. Use teaching assistants to help
pupils develop independent study
skills and manage their own learning

4. Ensure teaching assistants are
fully prepared for their role in the
classroom

5. Use teaching assistants to deliver
high quality one-to-one and small
group support using structured
inferventions

6. Adopt evidence-based
intferventions to support teaching
assistants in their small group and
one-to-one instruction

7. Ensure explicit connections are
made between learning from
everyday classroom teaching and
structured interventions

Early Help

The Early Help approach is a constructive tool in
supporting children and families and providing
early intfervention. Early Help means taking
action to support a child, young person or their
family early in the life of a problem, as soon as

it emerges. It can be required at any stage in a
child’s life, from pre-birth to adulthood, and
applies to any problem or need that the family
cannot deal with or meet on their own.

EHC plan

Some children may already have an EHC plan
and this plan will specify the provision that the
school and other agencies must put in place.
Additional funding will be provided to cover the
additional cost of this provision (after the first
£6,000 which comes from the school delegated
SEN budget). Further support and guidance on
this can be found in the Education, Health and
Care Plans section of this toolkit.

Transitions

For any child with additional or special
educational needs, it is important to consider in
advance any point of change or fransition. The
effective sharing of information is part of high
quality provision during the period of change
from early years setting fo school, and transitions
within and between schools.

Primary School SENDCO Toolkit
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Primary school inclusion flowchart

Supporting children with SEND or other vulnerabilities
is the responsibility of all staff.

- WAVE 1

In everyday, practical situations, the best
schools do what is necessary fo enable
children to develop, learn, participate
and achieve the best possible outcomes,

first teaching, reasonable adjustments for
a disabled child or special educational
provision.

High quality teaching (quality first tfeaching),
differentiated for individual pupils, is the
first step in responding to pupils who have
or may have SEN. Additional intervention
and support cannot compensate for a lack
of good quality teaching. Schools should
regularly and carefully review the quality
of teaching for all pupils, including those
at risk of underachievement. This includes
reviewing and, where necessary, improving,
teachers’ understanding of strategies to
identify and support vulnerable pupils and
their knowledge of the SEN most frequently
encountered.
SEND Code of Practice 2015 page 99

-

irespective of whether that is through quality

UNIVERSAL PROVISION FOR ALL

Inclusive schools:

have many informal conversations with
parents/carers about their children’s
strengths, interests and areas for
development so that they know you
are concerned about their child as an
individual

provide high quality environments,
relationships and teaching that are
differentiated and personalised,
promoting positive outcomes for all

commit to inclusive practice and
removing barriers to learning

know children well and are able to make
judgements about their progress

have high expectations of all children
may call on outside specialists/experts as
part of the identification process as well as
after a need has been identified.
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WAVE 2

A. Children whose special educational
or additional needs emerge while
they are attending the school.

Once you have tried support through quality
first teaching, appropriately differentiated
for the child’s individual needs, and you are
still concerned about their progress, plan

an appropriate and personalised way of
discussing concerns with the parents/carers.

Obtain parental involvement and permission
to put in additional or different support.

Find out if other agencies/professionals are
already involved. Other professionals can be
asked to support the identification process.

In co-production with parents, together
agree targets, outcomes and provision. Write
these up as an intervention plan, which the
parents sign. This can be in the form of an
Individual Outcomes Plan (IOP) or Provision
Map. It will include 