
 
 

 
 

SEN Policy 
 
 
At Melksham Oak Community School our vision for pupils with Special Educational 
Needs is that they achieve well in school and college, find employment; lead happy 
and fulfilled lives; and have choice and control. 
 
It is of central importance to us that we are able to raise the self-esteem of pupils 
with SEN through valuing them as individuals and celebrating their strengths and 
successes. 
 
 

 

Definition of Special Educational Needs 
 

 A young person has SEN if they have a learning difficulty or disability which 
calls for special educational provision to be made. 

 A young person of compulsory school age has a learning difficulty or disability 
if they have significantly greater difficulty in learning than the majority of 
others of the same age or has a disability which prevents or hinders them 
from making use of facilities of a kind generally provided  for others of the 
same age in mainstream schools. 

 
Many young people who have SEN may have a disability under the Equality Act 2010 
– that is ‘a physical or mental impairment which has a long-term and substantial 
adverse effect on their ability to carry out normal day-to-day activities’. This 
definition provides a relatively low threshold and includes more children than many 
realise: ‘long-term’ is defined as ‘a year or more’ and ‘substantial’ is defined as ‘more 
than minor or trivial’. This definition includes sensory impairments such as those 
affecting sight or hearing, and long-term health conditions such as asthma, diabetes, 
epilepsy and cancer.  
 
Young people with such conditions do not necessarily have SEN, but there is a 
significant overlap between disabled young people and those with SEN. Where a 
disabled young person requires special educational provision they will also be 
covered by the SEN definition.  
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The SEN Code of Practice 2014 does not assume there are fast and hard categories of 
special educational needs, but recognises that children’s needs fall into four broad 
areas.  These are: 
  

 Communication and interaction 

 Cognition and learning 

 Social, emotional and mental health difficulties 

 Sensory and/or physical. 
 

 
 

Aims 
 
As an inclusive school we believe that pupils with SEN should be offered full access 
to a broad, balanced and relevant curriculum.  SEN provision is aimed at enabling 
pupils with SEN to reach their full potential, to be included fully in their school 
community and make a successful transition to adulthood.  In order for this to be 
practiced across the school, it is imperative that this aim is shared across the whole 
school community involving all staff. 
 

“All teachers are teachers of pupils with special educational needs” 
 

 
 

Objectives 
 
The objectives of this policy are: 
 

 To identify and monitor pupil’s individual needs at the earliest possible stage 
so that their attainment is raised; 

 To provide appropriate and proactive additional out-of-class provisions which 
will aim to fill the gaps in skills and knowledge that the pupil has, with a long 
term aim of reducing the need a pupil has on this intervention; 

 To plan an effective curriculum to meet the needs of pupils with special 
educational needs and ensure that, where necessary, one page profiles or 
individual learning plans are created; 

 To work in close partnership with parents/carers of pupils with special 
educational needs; 

 To raise the self-esteem of pupils having special educational needs 
acknowledging the progress they have made; 

 To ensure that all who are involved with SEN pupils are aware of the 
procedures for identifying, supporting and teaching them. 
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Roles and Responsibilities 
 
Governors’ Role 

 
The Governing Body must: 

 

 Do its best to ensure that the necessary provision is made for any pupil who 
has special educational needs; 

 Ensure that where the SENCO, Assistant Headteacher (SEN Line Manager), 
Head Teacher or the appropriate named governor has been informed by the 
LA that a pupil has special educational needs, those needs are made known 
to all who are likely to teach them; 

 Consult the LA and the governing bodies of other schools when it seems 
necessary or desirable in the interests of co-ordinated special educational 
provision in the area as a whole; 

 Have regard to the Special Educational Needs and Disabilities Code of 
Practice 0-25 years (July 2014) when carrying out its duties towards all pupils 
with special educational needs. 

 
The governors play an important role in ensuring that: 

 

 They are fully involved in developing and monitoring the school’s SEN policy; 

 They are up to date and knowledgeable about the school’s SEN provision, 
including how funding, equipment and personnel resources are deployed; 

 The quality of SEN provision is continually monitored. 
 
The SEN Governor at Melksham Oak Community School is Sarah Stead. 
 
 
Learning Support Department 
 
The Learning Support Department consists of the SENCO, Deputy SENCO, 4 SEN 
Teachers, and 19 Teaching Assistants (TAs).  Two of these TAs are based in the Haven 
and two are based at our off-site provision, the Lancaster Centre.  One TA works as a 
mentor for pupils in need of additional support with attendance and behaviour.  One 
TA has specific responsibility for supporting students in receipt of Pupil Premium 
funding.  There is also a full-time SEN Administrative Assistant.  Additionally, we have 
a team of Casual TAs who are used flexibly to cover absence or to provide additional 
support if needed. 
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The SENCO, Jane Furnivall, ensures all work is conducted in close contact with the 
SEN Line Manager (AHT, Charmian Jones), to ensure the quality of special 
educational needs provision throughout the school.  This includes working with 
subject teachers to review their practice and ensure every pupil with SEN gets the 
personalised support that they need.    
 
 
The SENCO role involves: 

 

 Overseeing day-to-day operation of the school’s SEN policy; 

 Coordinating provision for pupils with SEN; 

 Liaising with parents/carers of pupils with special educational needs and 
ensuring they are notified of a decision by the school that SEN provision is 
being made for their child; 

 Liaising with the Designated Teacher where a Looked after Child has SEN;   

 Advising on the use of delegated budget/other resources; 

 Producing and circulating Individual Learning Plans; 

 Managing the provision map which details all pupils’ entitlements and all 
provisions which we offer; 

 Advising on the graduated approach to SEN Support; 

 Ensuring that teachers in the school are aware of the importance of 
identifying and providing for pupils with SEN; 

 Working alongside staff in assessing the pupil’s needs within the classroom to 
ensure they make progress; 

 Overseeing and maintaining specific resources for special educational needs; 

 Linking with other education settings and outside agencies; 

 Liaising with potential next providers of education; 

 Contributing to Professional Development training of staff; 

 Co-ordinating Annual Review meetings; 

 Co-ordinating the provision of withdrawal interventions for children with 
special educational needs; 

 Monitoring, evaluating and reporting on provision to the SEN governor; 

 Ensuring that SEN records are up to date; 

 Managing Teaching Assistants. 
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Admission Arrangements 
 
Normal admission arrangements apply.  The admissions policy is based on the 
agreed Wiltshire policy.  We strive to be a fully inclusive school.  All children will be 
treated according to their needs in line with the school’s policy for equal 
opportunities.  No child will be denied admission because of his or her creed, race, 
physical ability or academic attainment.  Where a child has a particular need we will 
make every effort to accommodate them.  If a child is transferring with a Statement 
or Education, Health and Care Plan, or has been receiving extra support in their last 
school, the continuation of this support will be negotiated with the LA to ensure 
their needs can be met.   
 
The 2014 Code of Practice states: 
 

 Young people with SEN should be educated in mainstream settings. 

 Schools,  including Academies, must admit a child named on an  EHC plan. 

 Parents and young people can request for a school to be named in an EHC 
plan and the LA must comply with their wish except in exceptional 
circumstances.  

 
The LA must comply with a parent or young person’s wish except when: 

 it would be unsuitable for the age, ability, aptitude or SEN of the young 
person, or 

 the attendance of the young person there would be incompatible with the 
efficient education of others, or the efficient use of resources. 

 
The LA will consult the school and consider their comments very carefully before 
deciding whether to name it in the young person’s EHC plan, sending the school a 
copy of the draft plan. 
 
 
Transition from Primary School 
 
Support for Transition takes several forms:  
 
The SENCO has good links and relationships with Primary SENCOs. She attends Year 5 
and 6 Annual Review meetings and Transition meetings and uses the information 
gained to inform planning for when the pupils come to Melksham Oak.  
 
Teaching Assistants visit Primary Schools with Statemented pupils in the final half of 
the summer term of Year 6 to build a relationship and exchange information about  
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transition groups. Initially TAs visit and observe, then work with pupils and ultimately 
host visits at Melksham Oak for the Year 6 pupil and their TA from Primary School. 
 
The SENCO and the Y7 Learning Director visit Year 6 teachers, SENCOs and Head 
Teachers of all of our feeder Primary schools.  Any vulnerable pupils identified are 
grouped into 5 mixed Primary School groups and attend Melksham Oak one 
afternoon a week for 6 weeks during the summer term of year 6. During these visits 
they experience a wide range of activities aimed at gaining confidence and 
familiarisation with their new school. One of these groups is specifically for pupils 
with Autistic Spectrum Disorder tendencies. 
 
In Terms 5 and 6 the Learning Support team also arrange home visits with all parents 
of pupils joining Melksham Oak in the following September.  The purpose of this visit 
with our future parents is to get to know their child as an individual, to discuss any 
queries or concerns they may have and to make their child’s transition a positive 
experience.  Parents are advised that times are flexible and can be scheduled to 
accommodate them e.g. after school hours.  
 
A pen portrait is then created for every new Year 7 pupil containing information 
from both Primary School and home so that teachers have a thorough knowledge of 
all new pupils, including details of any specific provision or support that needs to be 
provided. 
 
 
Provision Map 
 
The SEN Provision Map is regularly kept up to date by the SEN Administrative 
Assistant, overseen by the SENCO.  
 
This identifies every pupil who is on the SEN register and which provision each 
receives. This further illustrates what provisions are available across the school, how 
often it runs, who staffs it and the cost of that particular provision. 
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Whole School Approach to SEN 
 
The 2014 Code of Practice sets clear expectations on schools to deliver a whole 
school approach to SEN with good quality teaching as a first response, a clear focus 
on outcomes and the involvement of parents and children in decisions over support. 
 
From September 2014 subject teachers are at the heart of the new SEN Support 
system, with parents fully involved in decisions about their child’s support and what 
they want to achieve.  Subject teachers work together with the SENCO, drawing in 
specialist expertise to remove barriers to learning and put in place effective 
provision in  the form of a four part cycle of assessment, planning, action and review 
(the graduated approach). 
 
The Teacher’s Standards 2012, make it clear that it is every teacher’s responsibility 
to “adapt teaching to respond to the strengths and needs of all pupils”. The SEN 
Code of Practice 2014 echoes this point, as it states that “teachers are responsible 
and accountable for the progress and development of the pupils in their class, even 
where pupils access support from teaching assistants or specialist staff”. 
 
Subject teachers: 

 Focus on outcomes for the child and are clear about the outcome wanted 
from any SEN support;   

 Are responsible for meeting special educational needs.  They use the SENCO 
strategically to support the quality of teaching,  evaluate the quality of 
support and contribute to school improvement; 

 Have high aspirations for every pupil.  They set clear progress targets for 
pupils and are clear about how the full range of resources are going to help 
reach them; 

 Involve parents and pupils in planning and reviewing progress.  
 
Subject teachers working with the SENCO assess where a child is not making 
adequate progress, despite high quality teaching targeted at an area of weakness 
and draw on evidence from a clear analysis of pupil’s need such as:   
 

 teacher’s assessment and experience of the pupil;  

 information  on pupil progress, attainment, and  behaviour; 

 pupil’s development in comparison to their peers;   

 the views and experience of parents; 

 the pupil’s own views; and 

 advice from external support services. 
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Teaching Assistants are part of the whole school approach to SEN, working in 
partnership with the subject teacher and the SENCO to deliver pupil progress and 
narrow gaps in performance. 
 

 The SENCO decides how to deploy TAs depending on their level of 
experience. To be most effective the support they give is focused on the 
achievement of specific outcomes within the graduated approach to SEN 
support, agreed with parents in the context of high quality teaching overall. 

 TAs can be part of a package of support for an individual pupil but will never 
be a substitute for the teacher’s involvement with that pupil. 

 
 
 
School Support (SS) 
 
From September 2014 School Support replaces the previous categories – School 
Action and School Action Plus.  The aim of this new category is to focus on the 
impact of the support provided to an individual child, rather than how children 
access support according to the category they fit into. It will also challenge schools to 
improve the quality of teaching and learning for all pupils, rather than 
inappropriately and inaccurately labelling some pupils as having SEN.  The aim is to 
improve the experience and outcomes of school for all pupils by putting the pupils at 
the heart of the provision. 
 
This categorisation is reviewed by the SENCO throughout the year and if it is deemed 
to be being unsuccessful, in conjunction with the Wiltshire Indicators and Provision 
Document, additional information may be sought from parents, and in some cases 
outside agencies, who may be involved with the child.  We will seek ideas on fresh 
targets and strategies or more specialist assessments that can help us with our 
planning.  We will always ensure there is parental consent before any outside 
agencies are involved.  When we have all the available information we will, with the 
parents and child, consider the next strategy for action and level of appropriate 
intervention.  
 
We are committed to person centred planning: supporting the pupil and their 
parent, in order to facilitate the development of the young person and to helping 
him or her achieve the best possible educational outcomes. 
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Individual Learning Plans 
 
The SENCO may decide to create an Individual Learning Plan (ILP) with the pupil.  
This is reviewed regularly during an academic year.  All staff teaching a particular 
pupil will be able to access it on the Staff Shared Area.  Parents are sent copies of the 
ILPs.  
 
Individual Learning Plans provide: 
 

 A brief outline of the pupil’s likes and dislikes; 

 Strategies to support differentiation by support, role, task and resource;  

 Additional significant information from the pupil’s keyworker. 
 
Where, despite our best endeavours, the pupil is still not making satisfactory 
progress we will discuss with the parents and pupil the need for us to approach 
Wiltshire Council to request a Statutory Assessment.  This may or may not result in 
an Education, Health and Care Plan being issued.  Where a student has an EHCP we 
will carry out an Annual Review meeting which parents, pupil, outside agencies, 
tutor and SEN staff will be invited to attend. 
 
 
ELP Provision 
 
Historically children with very severe levels of need in SpLD (Specific Learning 
Difficulty e.g. Dyslexia), MLD (Moderate Learning Difficulty) or ASD (Autistic 
Spectrum Disorder) were educated out of the County in Special Schools; whilst 
students who had less severe need were educated in Special Schools within the 
Authority. This clearly cost the Authority a huge amount of money and meant that  
some of the most vulnerable students in Wiltshire spent long periods of time 
travelling to and from schools in taxis. 
 
From September 2008 the Local Authority changed their policy so that many of the 
students who were sent out of area for their education were moved into local 
Special School places and those in local Special Schools were brought into 
mainstream schools. 
 
Since this date all Secondary Schools in Wiltshire have developed Enhanced Learning 
Provision (ELP) to deal with this increased level of student need. At Melksham Oak 
we have built on the interventions we already have in place and produced a ‘menu’ 
of appropriate activities so that those students who are the most vulnerable will 
have access to a bespoke timetable.  Wiltshire Council will identify students as either 
ELP 1 or ELP 2 (with ELP 2 being the more advanced level of need) and it is up to  
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individual schools to plan how the ELP funding is spent with regard to each child; for 
most students it means there will be a greater level of lesson withdrawal. 
 
One direct result of this change in student placement is that we are now receiving 
students who are operating at a much lower level than we have previously 
experienced; this obviously has an impact on the way in which staff plan their 
lessons so that these students are included.  Whilst they will get ELP provision there 
will be a vast proportion of their week when they will be in normal mainstream 
lessons.  
 
 
Arrangements for Co-ordinating Provision for Pupils with Special Educational 
Needs 
 
The needs of the majority of pupils will be met in the classroom.  Melksham Oak’s 
lesson proforma has a designated SEN section which staff are expected to complete, 
explicitly showing how they will meet the individual needs of pupils with SEN in their 
lessons.   
 
Following a review of abilities it may be necessary to make provision which is 
additional to, or different from, that which is already provided.  Pupils who are 
deemed to require additional intervention (ranging from 1 to 15 hours per week) are 
put onto the Special Needs register under the category of SS.  
 
These pupils may spend time in a small group or one to one, withdrawn from the 
class for specific, timed activities related to their individual needs. This may be 
delivered by one of a range of staff working within the Learning Support 
Department. The work will develop skills, knowledge and understanding for that 
pupil which they will be able to transfer into the classroom.  Pupils who are 
identified by Wiltshire Council as having Enhanced Learning Provision (ELP) need are 
likely to be withdrawn for larger amounts of their time. 
 
 
Triple A Group – ‘Aspire, Accelerate, Achieve’ 
 

In September a group of approximately 30 Year 7 pupils are identified, using Primary 
School data, to join this group.  They have 4 months (September to December) with 
an intensive focus on improving literacy and numeracy skills.  Pupils will be taught in 
the ‘Triple A’ group for the following subjects: English, Maths, History, Geography 
and RE/PSE.  This group is further divided into 6 smaller teaching groups so that 
there is a high teacher to pupil ratio.  Additionally, Modern Foreign Language lessons  
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are also replaced with lessons focusing on developing literacy, numeracy and IT 
skills. 
 
Our aim is that the pupils will benefit from these smaller teaching groups with a 
focus on raising academic levels, self-esteem and self-motivation. Teachers will be 
able to individualise learning by focusing the work at the level of these pupils and 
the pupils will then have frequent opportunities to experience success.  Progress of  
the pupils is closely monitored and by the start of December we have a clear idea of 
which pupils will continue to need this higher level of support from January onwards.  
Pupils for whom this is not necessary will be re-integrated back into mainstream in 
January. These pupils will have intensive catch-up with their Modern Foreign 
Language during December so that they are not at a disadvantage when they return 
to mainstream class.    
 

 

Nurture Group 
 

A maximum of 15 pupils from the Triple A group may be identified as needing 
further support and will form the Nurture group. Pupils will be taught as a discrete 
Nurture group for English, Maths, Science, History, Geography and RE/PSE.   They are 
diapplied from Modern Foreign Language lessons to focus on further improving 
literacy and numeracy skills.  Our aim is for these students to be fully reintegrated 
back into mainstream by the end of Y7.  
 

 

Literacy Intervention 
 
Literacy Intervention is provided for all students in Year 7 who arrive with KS2 SATs 
results below L3 in English and Reading Age Standardised Score below 85.  This is 
also continued in Year 8 for all non-graduates of the Year 7 Literacy Intervention 
scheme who are still at L3. The scheme is overseen by the SENCO. It involves 
teaching and computer supported work including Read, Write, Inc,; Accelerated 
Reader, Accelerated Maths and Nessy interactive programs.  
 
 
Numeracy Intervention 
 
Numeracy Intervention is provided for all students in Year 7 who arrive with KS2 SAT 
below L3 in Maths. The scheme is overseen by the SENCO. It involves teaching and 
computer supported work including Accelerated Maths, Sumdog and Numbershark.  
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SpLD Provision 
 
SpLD provision is provided by the SEN teachers who follow specific programmes to 
meet SpLD needs.  Both the SENCO and the specialist teachers are responsible for 
making SpLD assessments of students.  Teachers are encouraged to refer students 
for assessments if they feel this is appropriate.   
 
 
Speech and Language Intervention 
 
This intervention is provided by the SEN teachers for pupils who may have difficulties 
with one or more of the following areas: understanding and formulating spoken 
language, processing and producing speech sounds, or using and understanding all 
aspects of language appropriately in different social contexts.  Class teachers are also 
expected to recognise children’s communication needs and appreciate the need for 
a variation in approach in order to address each individual pupil’s needs effectively. 
 
 
Social and Communication Skills (SCS) Intervention 
 
At Key Stage 3 pupils receive, in small groups, a Social Use of Language lesson and a 
Social Skills lesson both once a week.  At Key Stage 4 the provision is very similar 
with Social Skills being replaced with Life Skills lessons. This provision is provided by 
teachers holding ASD qualifications.  
 
 
Reading Programme 
 
Students receive additional support with their reading either from TAs or volunteers 
depending on their reading age.  Programmes of study also vary depending on 
reading age, but include Toe by Toe, paired reading and group reading. 
 
 
 
There is rigorous monitoring of the progress made by all of the interventions listed 
above and a thorough evaluation of their impact.  
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The Haven 
 
The Haven is a safe, quiet and calm place which offers a nurturing environment for 
those pupils that need it.  It is staffed throughout the whole school day by two 
members of staff and is somewhere to go if a pupil is upset or needs to talk.  It 
provides proactive, positive interventions for pupils when a need is identified, which 
includes support for pupils who are experiencing difficulties in terms of their 
behaviour.  Pupils can attend supportive interventions in anger management, self-
esteem, behaviour re-tracking, therapeutic storywriting or can receive 1:1 
interventions to help them address their behaviours.  The Haven is open before 
school, break and lunch times. 
 
 
Keyworkers 
 

All TAs are assigned 4 pupils and become their Keyworker.  This involves meeting 
with an individual student once a week for mentoring.  The role also involves liaising 
closely with the tutor, Learning Director and Head of House before fortnightly 
telephone conversations with the pupils’ parents.  The aim of these structured  
conversations is to facilitate a relationship that develops around the shared purpose 
of improving educational achievement.  This allows the free exchange of information 
and views beteen home and school to evolve supportive teaching and learning 
strategies and ensure clarity of learning objectives. 
 

 

Resources 
 
The resources used by children having special educational needs are available in the 
department or in classrooms.  Any particular requests for additional resources 
regarding special educational needs pupils should be made to the SENCO in the first 
instance.   
 
An amount of the school budget is allocated to special educational needs.  This 
amount of money is balanced against the amount of money that the school receives 
for special needs from SENA (Special Educational Needs Allowance), NPA (Named 
Pupil Allowance) and ELP and will be spent on additional resources, staffing costs, 
and to enable the SENCO to co-ordinate, support and meet the objectives set out in 
this policy.  Occasionally pupils may be allocated exceptional needs funding by the LA 
to enable them to receive individual support.  
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Statutory Assessment 
 
Statutory Assessment can be initiated by either school or parental request. In the 
current climate EHCPs are issued very infrequently and parents should be mindful of 
this fact. When an EHCP is issued it will name the school that the SEN panel has 
nominated, and also state personalised targets for the particular student.  If the SEN 
need is deemed to be in either SpLD, MLD or ASD then the student will receive ELP 
funding.  Pupils who have an EHCP will have a ‘One Page Profile’ which is a portable 
document they carry with them to lessons which informs teachers of effective 
strategies to ensure the pupil makes progress in their lessons. 
 
All pupils with existing Statements will transfer to the new EHCP system by April 
2018. 
 
 
Examination Access Arrangements 
 
Access arrangements for external examinations reflect arrangements for tests and 
assessments normally used in classroom settings. All pupils must satisfy 
examination board criteria.  A qualified SEN teacher is responsible for assessing 
pupils’ needs and ensures that reports are submitted to the Exams Officer. 
 
 
Local Offer & SEN Information Report 
 
As well as the SEN Policy, we publish an SEN Information Report which includes 
information for identifying, assessing and making provision for pupils with SEN and 
admission of disabled pupils.  We have also produced a ‘Local Offer’ of services 
offered at Melksham Oak so that parents can understand what is available, and how 
to complain if they need to.    
 
 
Complaints Procedure 
 
If parents/carers have a complaint concerning the provision for their child they 
should initially try and resolve this with the class teacher, tutor or Head of 
Department. If this proves unsuccessful the matter should be referred to the SENCO 
and ultimately the SEN Line Manager.  After this, the Complaints Policy would need 
to be referred to for further action. 
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Glossary 
 
SEN  Special Educational Needs 
SENCO Special Educational Needs Co-ordinator 
EHCP Education, Health and Care Plan 
ELP Enhanced Learning Provision 
TA Teaching Assistant 
SS School Support 
ILP Individual Learning Plan 
LA Local Authority 
 
 
 
Links to External Documents referenced in this Policy 
 
SEND Code of Practice 0 – 25 years (July 2014) 
 https://www.gov.uk/government/publications/send-code-of-practice-0-to-25 
  
Wiltshire Indicators & Provision Document 
http://www.wiltshire.gov.uk/schoolseducationandlearning/specialeducationalneeds
/seninfoforschools/senindicatorsandprovisiondocument.htm 
 

https://www.gov.uk/government/publications/send-code-of-practice-0-to-25

