
   Inclusion Policy 

  

“Everyone who works with children should do what is in the best interests of the child.” 

  Article 3 United Nations Rights of the Child  

Opening Statement 
At Trinity School we believe that all children are entitled to a curriculum that takes into account their individual 
strengths and learning needs and enables them to fulfil their individual potential.  We are an inclusive school that 
aims to provide a safe and rich learning environment for all. All school procedures are in line with the Special Needs 
Code of Practice, Jersey. 
 
Aims 

We aim to provide a system which: 

 identifies all pupils with Special Educational Needs including Gifted and Talented; 
 supports all pupils in working to achieve their full potential; 
 involves the child with their learning and targets;  
 informs and works with parents;  
 creates a supportive environment where children feel safe to learn, whatever their needs; 
 supports the class teacher; 
 is non-discriminatory; 
 tries something new if an individual’s needs are not being met. 

 
Principles 

Trinity School recognises the following principles: 

 Every teacher is a teacher of SEN - the class teacher has an important role to play as the first 
identifier of and provider for a child with special needs and has overall responsibility for a pupil’s 
progress at all times; 

 High quality teaching, including differentiation, will reduce the number of pupils who require 
interventions (School Action); 

 A child has special educational needs if: ‘the child has a significantly greater difficulty in learning 
than the majority of children of the child’s age’ (Education (Jersey) Law revised in January 2007); 

 Pupils and their needs are individual; 
 Pupils with special educational needs require strategies and teaching approaches which may 

differ from those being used with the rest of the class; 
 Consultation and communication between the teacher, Learning Support Assistants, parent/carer, 

pupil, and SENCO is essential; 
 children with SEN should be offered full access to a broad, balanced and relevant education, 

including an appropriate curriculum. 
 

Procedures 
 
SEN Register and definitions: 

All children with SEN (at SA or SA+) should be entered on the SEN register under one of the following 
categories: 
 Specific Learning Difficulty,  
 Moderate Learning Difficulties, 
 Severe Learning Difficulty (SLD), 
 Profound and multiple learning difficulties,  
 Social and Behavioural Difficulty, 
 Social and Emotional Difficulty, 
 Speech, Language and Communication Needs, 
 Autistic Spectrum Disorder (ASD), 
 Visual Impairment, 
 Hearing Impairment, 



 Physical disability or medical condition. 
The ‘Ordinarily Available Provision’ document should be referred to as guidance of what these areas 
include and strategies to use. 
The register is to be updated termly by the SENCO. 

Identification 
Pupils with special educational needs will be identified through the following: 

 identification and support in the first instance by their class teacher;  

 analysis of progress and gaps on SPTO; 

 analysis of standardised test results;  

 analysis of Special Needs assessment tools; 

 identification through discussion at Pupil Progress or SEN Meetings; 

 identification by SLT / subject leaders when analysing data and progress of children; 

 discussion with parents; 

 reports from other schools when children transfer.  
 

Graduated Response  

The following procedures will be used when identifying pupils with special educational needs and allocating 

support for those needs.  The process is in line with the Special Needs Code of Practice (Jersey 2001), 

works through the Graduated Response and is guided by the ‘Ordinarily Available Provision’ document. 

Class action – High quality teaching 
 The majority of pupils with special educational needs will be identified through class assessments 

and the tracking system used throughout the school. 
 Pupils with special educational needs often require strategies and teaching approaches which 

may differ from those being used with the rest of the class.  
 Most pupils will be supported by high quality teaching and differentiation within their classroom. 
 This action will be evident and identified within their weekly planning and their differentiated target 

setting (individual SMART targets might be appropriate at this point). 
 General differentiation strategies that are used within the class will also be recorded and updated 

on the Class Provision Map.  
 Children with learning needs that require ongoing strategies to help meet their needs (e.g. 

coloured board backgrounds, spelling checks, repetition of instructions, ICT etc…) should have 
these detailed on their Learning Passports which is updated, added to and passed on. 

 Any pupil who is not making progress with differentiated support in class may be referred to the 
Special Educational Needs Co-ordinator (Senco) for support and advice on setting appropriate 
targets or providing appropriate intervention support.   

 Class teachers should use either the Initial concerns for SENCO form if they feel further action 
and investigation is required for a child or that the child would benefit from support or intervention.   

 The SENCO might carry out some initial assessment to identify a pupil’s individual needs e.g. 
SPACES, COPs, LASS etc… – this will build up a picture of a child’s needs over a period of time 
and should be carried out in conjunction with parent / carer whenever possible. 

 
School Action 

 School Action is initiated where high quality teaching is not achieving appropriate progress.   
 This involves targeted intervention where additional support from a learning support assistant 

(LSA) or programmed intervention might be implemented and monitored. 
 The Assess, Plan, Do and Review Cycle will be used to plan and implement the most 

appropriate strategies and interventions.    
 This will be recorded on the Class Provision Map.  
 Where a period of School Action arrangements has resolved the identified need, high quality 

teaching will be sufficient. 
 Where School Action interventions are needed to maintain progress, these can continue for 

extended periods.  
 If progress continues to be slow for individual pupils in an area, then the class teacher, with 

support from the SENCO, will look deeper into the needs and areas for concern for that child. 
 Where School Action interventions do not maintain progress in meeting the identified need, a 

move to School Action Plus should be discussed with the appropriate external agency. 
 



School Action Plus 

 If necessary, the SENCO will refer for outside intervention to receive advice and support from 
agencies like: Educational Psychologist, Speech and Language, Occupational Therapy and the 
Outreach services.   

 Records of the school assessment, planning, intervention and review at School Action will form the 
basis of initial discussion.  

 Where a period of School Action Plus arrangements resolves the identified need, the pupil can 
move back to School Action or high quality teaching may be sufficient. 

 Interventions at School Action Plus, however, may also continue to be needed to maintain 
progress.  

 

Exceptional Action  
 This will be applied for if a child is requiring over and above the 15 hours of supported 

recommended in the OA Document.  
 It will normally arise out of extended interventions and will involve EP support.  
 The outcome might be to be given extra funding for support or to be offered advice on what action 

to take next. 
 It might lead to a ‘Record of Need’. 
 

Record of Need 
 This is put in place where Exceptional Action assessment indicates that the Department (rather 

than the school) needs to specify a child’s special educational needs and arrangements to 
address these.  

 A Record of Need is subject to Annual Review. 
 
Target Setting  

 The Assess, Plan, Do and Review Cycle will be used to help identify specific targets. 

 Individualised targets will be used for children that have been identified with Special Needs in order to 
show the progress they are making at an appropriate challenge. 

 Where possible these targets should be SMART –  
S specific  
M measurable  
A achievable  
R relevant and realistic  
T time bonded 

 All children at School Action and above should have regular targets set, monitored, recorded and 
reviewed. 

 It might be appropriate for appropriate targets to be set for children on ‘class action’. 

 Targets should be recorded on the Class Provision Map and be monitored using a Target Record 
sheet. 

 
Interventions and support 

 SEN interventions will occur at School Action and above. 
 Support will be allocated to pupils according to the level of identified need and not shared equally between 

classes. 
 All children receiving intervention will need a Learning Passport. 
 All interventions will be mapped out in Class Provision Maps.  
 Interventions will be allocated for a set period of time and then reviewed.  
 Support may be given individually or in groups either within class or by withdrawal.  
 There might be Gifted and Talented opportunities and sessions. 
 Support may be offered in any area including behaviour where there is an identified need. 
 Wherever possible, children should not be withdrawn from the core subjects of English and Maths (unless 

it is to support the learning relevant to that lesson). 
 Progress books or record sheets should be used to keep track of the progress that is being made during 

the interventions. 
 LSAs (or other adults) should be aware of the targets and needs of the child they are working with. 
 LSAs should not just be used as a teaching resource for low-attaining pupils.  They can do whole class or 

high ability support, freeing up the teacher to work with those in most need.   



 Parents should be notified that their child is on the SEN register. 
 Parents should be notified of interventions through the intervention letters in the shared area. 

 
Record keeping 

 Each year group will have a separate Inclusion folder that will be the responsibility of their current class 
teacher and will move up through the school with them.   

 These should be kept securely in the lockable filing cabinet or safe in the classroom, for confidentiality 
reason. 

 The file contains recent information on any SEN children.   These might include: 

 Notes from SEN meetings; 

 ILPs; 

 Precision teaching work and graphs; 

 Intervention progress records and notes; 

 Observations; 

 Relevant assessments (including benchmark); 

 Referral forms for outside agencies; 

 Letters from outside agencies; 

 Reviews and advice from outside agencies; 

 Meetings with parents. 
 Teachers are responsible for keeping this file up to date and collecting progress notes, assessments and 

observations from other staff members. 
 They should be a working document.  
 Inclusion folders need to be handed up at the end of each academic year to the next class teacher. 
 Individual record folders for pupils with Special Educational Needs are stored in a locked filing cabinet in 

the Deputy Headteacher’s office.  The SENCO also keeps a copy of all relevant information sent from 
outside agencies. 

 Older records for pupils are stored in a locked filing cabinet in the secretary’s office. 
 

Reporting  
 All children’s learning and progress, regardless of whether they have Special Educational Needs, 

is communicated to parents through two parent consultation sessions and an end of year report.  
 Contact for parents of children with Special Educational Needs will be more regular to discuss 

their child’s progress and needs:  
 Autumn Term consultation:  Class teacher to discuss, review and update Learning 

Passport and targets with child and then discuss it with parents at this meeting (an earlier 
meeting might be appropriate in some cases); 

 Spring Term consultation:  at parent consultations sessions targets and progress to be 
discussed; 

 2
nd

 half Summer term:  a completed copy of the ILP will be sent home with the end of 
year report. 

 Short letters will be sent out to parents throughout the year that informs them of any 
intervention/support that they are currently having.  This will include the target/s that they are 
working on.  

 
Assessment  

 Assessment of a pupil’s need for learning support is based on teacher judgement through on-going 
monitoring of progress, noting success and agreeing next steps of learning in line with the school 
assessment policy. 

 Children with additional needs might need some specific assessments (such as benchmarking) to be 
administered and recorded.  In addition, the SENCO might carry out assessments.  In these cases a report 
will be written which is to be read by the class teacher. 

 Progress will also be assessed in line with SMART targets and using progress books and record sheets 
from interventions. 

 Where progress is slow, appropriate small steps targets can be used (such as B-Squared) to help 
demonstrate and celebrate the successes pupils have. 

 Record keeping is vital in being able to assess a pupil’s progress, particularly when in some cases the 
steps are small and the movement is slow. 

 All records should be kept in either the assessment file or the Inclusion folder. 
 



Resources 
Resources such as information books and learning resources are kept in the Deputy Head’s office/SEN room. They 
may be borrowed by any member of staff to support pupils in their class, but should be returned at the earliest 
possible time to allow others access. 
 
The SENCO also has access to centrally stored resources available for the cluster to use.  
 
Resources are also available within the Inclusion folder on the Teacher Shared and on the VLE. These include 
strategies for specific learning difficulties and various administrative resources for use by the SENCO.  
 
Monitoring and Review 
The SENCO will monitor the provision of support for pupils with special educational needs throughout the school by: 

 holding termly Inclusion meetings with class teachers;  

 meeting regularly with support staff; 

 assisting class teachers with documentation for pupils when required; 

 overviewing the work of support staff; 

 regularly reviewing the Assess, Plan, Review and Do Cycle; 

 checking Initial concerns for SENCO forms; 

 termly provision mapping; 

 checking SEN files;  

 monitoring the impact of intervention; 

 analysing test results; 

 monitoring progress; 

 monitoring differentiation within planning; 

 termly PARM meetings; 

 providing access to CPD opportunities.  
 

Reviewed by Chris Godden, SENCO, September 2016 

Please see Trinity SEN forms – a guide for further information. 


