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INTRODUCTION 
Introduction 
Hylton Castle Primary School has a named special educational needs coordinator (SENCO), who has 
completed and successfully passed the Government SENCO qualification, and two named governors 
responsible for SEND (Mrs Lakeman and Mrs Atkinson).  They ensure that Hylton Castle Special 
Educational Needs Policy works within the guidelines and inclusion policies of the Code of Practice 
(2014), the Local Authority and other current policies in school. 
 
Here it is the belief that all children have an equal right to a full and rounded education which will 
enable them to achieve their full potential.  We use our best endeavours to secure special 
educational provision for pupils for whom this is required, that is ‘additional to and different from’ 
that provided within the differentiated curriculum to better respond  to the four areas  of need 
identified in the new Code of Practice (September 2014). 

 Communication and interaction 

 Cognition and learning 

 Social, emotional and mental health difficulties 

 Sensory and/or physical needs 
 
Mission Statement 
We aim to provide a happy, secure and caring environment where everyone in the school and its 
community is valued. We will encourage our pupils to use their time with us to develop as socially 
responsible individuals. We aim to offer a broad, balanced curriculum to stimulate and motivate our 
pupils, encouraging them to achieve their full potential.  We seek to develop and maintain close links 
with the local community, and promote the active involvement of parents/ carers in their child’s 
education. 
 
As an Inclusive school, we endeavour to meet the academic, social, and emotional needs of all 
children, regardless of their disability, demonstrating that EVERY CHILD MATTERS. 
 
Here it is the belief that all children have an equal right to a full and rounded education which will 
enable them to achieve their full potential.   
 
 
What are special educational needs? 
A child or young person has special educational needs if he or she has a learning difficulty or 
disability which calls for special educational provision to be made for him or her.  A learning difficulty 
or disability is a significantly greater difficulty in learning than the majority of others of the same age.  
Special educational provision means educational or training provision that is additional to, or 
different from, that made generally for others of the same age in a mainstream setting in England.  
Health care provision or social care provision which educates or trains a child or young person is to 
be treated as special educational provision.  (Code of Practice 2014)  
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There are four areas of Special Educational Needs:  
 
Communication and Interaction  
Children with speech, language and communication needs (SLCN) have difficulty in communicating 
with others. This may be because they have difficulty saying what they want to, understanding what 
is being said to them or they do not understand or use social rules of communication. The profile for 
every child with SLCN is different and their needs may change over time. They may have difficulty 
with one, some or all of the different aspects of speech, language or social communication at 
different times of their lives.  
 
Children with an Autism Spectrum Disorder, including Asperger’s Syndrome and Autism, are likely to 
have particular difficulties with social interaction. They may also experience difficulties with 
language, communication, social interaction and imagination, which can impact on how they relate 
to others.  
 
Cognition and Learning  
Support for learning difficulties may be required when children and learn at a slower pace than their 
peers, even with appropriate differentiation. Learning difficulties cover a wide range of needs, 
including moderate learning difficulties (MLD), severe learning difficulties (SLD), where children are 
likely to need support in all areas of the curriculum and associated difficulties with mobility and 
communication, through to profound and multiple learning difficulties (PMLD), where children are 
likely to have severe and complex learning difficulties as well as a physical disability or sensory 
impairment.  
 
Specific learning difficulties (SpLD), affect one or more specific aspects of learning. This encompasses 
a range of conditions such as dyslexia, dyscalculia and dyspraxia.  
 
Social, emotional and mental health needs  
Children may experience a wide range of social and emotional difficulties which manifest themselves 
in many ways. These may include becoming withdrawn or isolated, as well as displaying challenging, 
disruptive or disturbing behaviour. These behaviours may reflect underlying mental health 
difficulties such as anxiety or depression, self-harming, substance misuse, eating disorders or 
physical symptoms that are medically unexplained. Other children and young people may have 
disorders such as attention deficit disorder, attention deficit hyperactive disorder or attachment 
disorder.  
 
In our school, we have clear processes to support children, including how we manage the effect of 
any disruptive behaviour so it does not adversely affect other pupils.  
 
Sensory and/or Physical  
Some children require special educational provision because they have a disability which prevents or 
hinders them from making use of the educational facilities generally provided. These difficulties can 
be age related and may fluctuate over time. Many children and young people with vision impairment 
(VI), hearing impairment (HI) or a multi-sensory impairment (MSI) will require specialist support 
and/or equipment to access their learning. Children with an MSI have a combination of vision and 
hearing difficulties, which makes it even more difficult for them to access the curriculum or study 
programme than for those with a single sensory impairment.  
Some children with a physical disability (PD) require additional ongoing support and equipment to 
access all the opportunities available to their peers. 
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Gifted underachievers are not mentioned in the code of practice but the school is equally committed 
to ensuring their academic achievements are commensurate with their ability.  The school 
endeavours to ensure that all children reach their full potential. 
 
This SEND policy details how, at Hylton Castle, we will do our best to ensure that the necessary 
provision is made for any pupil who has special educational needs and that those needs are known 
to all who are likely to work with them.  We will ensure that teachers are able to identify and 
provide for those pupils with special educational needs, allowing them to join in all school activities 
together with pupils who do not have special educational needs. 

 
AIMS 
 
At Hylton Castle Primary School we provide an inclusive environment which enables all children to 
gain access to a broad, balanced and appropriately differentiated curriculum. 
 
Our aim is to ensure all children have high aspirations and that they are able to work confidently 
towards reaching their full potential. Policy and practice reflects the philosophy and fundamental 
principles within the SEND Code of Practice 0-25 (2014) which states: 
 

“Mainstream schools must use their best endeavours to make sure that a child with SEN gets the 
support they need – this means doing everything they can to meet children and young people’s SEN” 

(6.2) 

To achieve our aims we will: 
 
 Identify additional needs as early as possible and provide effective support.  
 Adopt a whole school approach to the identification, assessment and provision for children with 

special educational needs and/or disabilities. 
 View our special needs and disabilities provision as an ongoing, developing process.  
 Provide appropriate in-class support which enables all children to have access to the whole 

curriculum, including the National Curriculum and Early Years Foundation Stage.  
 Create an effective partnership between school, parents/carers and outside agencies. 
 Encourage children and parents/carers to participate in decision-making about provision to meet 

their special educational needs. 
 Regularly review, develop and evaluate policy and guidelines alongside the governing body.  
 Track and monitor provision and procedures which have been put into place to ensure children 

with SEND make significant progress as they move through the school 
 
 
IDENTIFICATION OF SPECIAL EDUCATIONAL NEEDS 
All children at Hylton Castle  Primary School are reviewed for their progress half termly. At the end 
of each term children take assessments to record a standardized level. This plays a central role in 
assessing whether children have additional needs. The SENCO attends all Pupil Progress meetings 
along with Phase Leaders and Class Teachers. In these meetings individual children’s progress is 
discussed and any additional requirements discussed. 

Special Educational support in school  
If a teacher has concerns relating to any aspects of a child’s academic, social or emotional progress 
they will approach parents for a meeting. During this meeting a record of the meeting, and action to 
be taken will be recorded on CPOMs.  
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When a pupil is identified as having difficulties, it is important to ensure that effective special 
educational provision is put into place to prevent any barriers to learning. Working in partnership 
with the parents/ carers a graduated approach is put into place to support over a four part cycle 
through which earlier decisions and actions are revisited, refined and revised. This is a detailed 
approach which draws on more frequent reviews and specialist expertise in successive cycles in 
order to match appropriate interventions for children with special educational needs.  

At Hylton Castle Primary School, any concerns identified for individual children are highlighted 
quickly and children are identified on the class action list. Children identified on the list could require 
support for a short period of time, have a medical condition or could be identified as vulnerable. The 
up to date documentation ensures that staff are aware of any needs the child may have.  
 
If following assessments it is it is agreed that interventions are needed that are additional to, or 
different from the school’s differentiated curriculum, the child is placed on the school’s Special 
Needs register as requiring SEN support.  
 
SEND support  
Class Action Support  
The criteria for placing a child at this stage is because they are unable to make the expected level of 
progress and there is a need for resources or activities which are additional to or different from 
those normally available.  
Class Action might include:  
• Different learning methods and adaptation of teaching activities to the preferred learning style of 
the child.  

• Special equipment  

• Additional resources such as word banks, number square, visual prompts etc. or use of ICT to 
support learning  

• Individual behaviour reward charts or incentives  

• Alternative methods of recording work  

• Individual or group support with a teacher or teaching assistant  

• Occasional advice from Support Services, specialist teachers and outside agencies.  
 
Pupils with a disability will be provided with reasonable adjustments (such as auxiliary aids and 
services) to overcome any disadvantage experienced in schools and increase their access to the 
taught curriculum. 

SEND support  
The school may involve specialists at any point to advise on early intervention of SEN and effective 
support and interventions.  
 
If a child continues to make little or no progress in learning or behaviour, the school should always 
seek help from outside agencies. The SENCo/Phase Leader and class teacher will be responsible for 
liaising with any outside agencies and any conversations be logged on CPOMs. 
 
Parental agreement must be obtained before the child becomes involved with other specialists such 
as the Educational Psychologist and both the children and parents will be involved in any decisions 
to involve the specialist. A record will be kept of what further advice is being sought and what will 
happen in terms of interventions, while the advice is being gathered. This information will be shared 
with parents and staff supporting the child.  
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When any assessments carried out indicate that support from a specialist outside agency or service 
is required, it is important that the child receives that support as quickly as possible. The school has 
access to a range of support services and use them effectively to support children with specific 
needs, including:  

• Educational Psychology services  
• Speech and Language Therapy  
• Occupational Therapy  
• Local authority attendance officer  
• CAMHS (Child and mental health services)/CYPS (Children and Young People Service) 
• School nurse  

 Autism Outreach Team 

 Physical and Disability Support Service 
• Specialist Visual impairment and hearing impairment teachers through the Sensory Support 

Service  
• Language and Learning Specialists  
• KS1 and KS2 behaviour intervention team  
• Other medical professionals 

 
Requesting an Education, Health and care plan 
For a very small percentage of pupils, whose needs are significant and complex and the SEN Support 
Plan required to meet their needs cannot reasonably be provided from within the school’s own 
resources, a request will be made to the local authority to conduct an assessment of education, 
health and care needs. This may result in an Education, Health and Care Plan (EHCP) plan being 
provided. 

The purpose of the EHC plan is to make special educational provision to meet the special educational 
needs of the child and to ensure improved outcomes for individuals. The EHC needs assessment may 
not always lead to an EHC plan. Information gathered throughout the assessment may indicate that 
the school can provide provisions and meet the needs of the child without an EHC plan.  
The local authority must determine whether an EHC needs assessment is necessary following the 
request for an assessment. A decision must be made within 6 weeks of the request being made and 
the Local Authority must communicate its decision with parents.  
 
Educational health Care Plans  
The EHC plans are used to actively monitor the children’s progress towards the carefully planned 
outcomes and long term aspirations. The Local Authority must review the plans annually. 
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SEN support process overview 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Assess, Plan, Do, Review cycle should work on three stages all of which should involve both the 

children and parent/carer voices: 

Stage 1 – completed by the class teacher (documentation should show evidence of the additional 

support, provision and assessment outcomes from the support in place).  

Stage 2 – completed by the class teacher working alongside the SENCO.  

Stage 3 – Completed by the class teacher, SENCO and the additional outside agencies supporting the 

child/young person.   

Stage 1 and 2 can continue on a review cycle if proven to be successful.  
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The four part cycle  
Assess  
Staff in school work in partnership with the SENDCo to carry out an assessment of the child’s needs. 
This helps to identify the support required including that from outside agencies. The analysis of the 
pupils needs should draw on the detailed assessments and knowledge of the pupil, their previous 
progress, attainment and behaviour. In addition to the information provided by school, concerns and 
issues raised by parents should be viewed and included into the assessment procedure. The 
assessments will be recorded and compared to assessments and information on how the pupil is 
developing. Assessments should be reviewed regularly and recorded in the schools assessment 
system termly. When outside professionals are already working with a child and their family, the 
school will seek to gain advice and assessment information to ensure that all provisions are in place 
through shared information.  
 
Plan  
From the assessments carried out and in consultation with parents, it may be decided that SEN 
support is needed; therefore suitably timed interventions will be planned, delivered and assessed. 
This assessment will evaluate the progress in the child’s learning or behaviour. All teachers and 
support staff who work with the pupil will work together with the SENDCo to ensure that 
appropriate support and intervention is in pace to support and meet the outcomes identified for the 
child. Parents will be updated and made fully aware of the planned support and interventions.  
 
Do  
The class teacher, support staff and SENCO work closely to plan and assess the interventions in place 
to support the child. The class teacher is responsible for working with the child on a daily basis. The 
class teacher will work closely with any teaching assistants or specialist staff involved, to plan and 
assess the impact of support and interventions and how they can be linked to classroom teaching.  
 
Review  
The child’s progress will be monitored and reviewed regularly. Parents, SENCO and class teacher 
agree any changes to the outcome or support in place to help the child progress.  
Parents are given information regarding the impact of the interventions in place and ask to 
contribute to the planning of future activities to support progress.  
 
Individual Support plans  
 
A child identified on our Special Needs register and have had or continue to have additional support 
from an outside agency will provided with targets identified on a Learning Support Plan.  
 
A Learning Support Plan is a record of outcomes expected for the child with specific targets needed 
to reach those outcomes. These are set for individual children to support them with a specific area 
of difficulty. Support plans should only record details that are additional to or different from the 
differentiated plan for the class.  
 
Each outcome is broken down into steps to help the child achieve the outcome.  These steps should 
be SMART targets (Specific, Measureable, Achievable, Relevant and Time bound) and should be 
based on current assessment of the child’s needs.  
 
The Learning Support Plan includes details of resources / teaching strategies and success criteria to 
meet learning milestones. Learning Support Plans need to be clear and easily understood by teacher, 
support staff, parent and child. The Learning Support Plan is a working document and is accessible 
by all staff working with the child; with a copy being held in the class SEN file.  
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Outcomes and steps for Learning Support Plans should be completed with the child’s wishes and 
thoughts about their learning in mind. Children should be involved as much as possible in their own 
Learning Support Plan targets and the provisions put in place to support their learning/strategies to 
develop positive behaviour. The child’s voice should be evidenced and dated.  
 
Learning Support Plan are shared with parents on a termly basis and opportunities for them to add 
their comments to the plans are made at open evenings. 
 
Assessment of children requiring Support Plans 
Learning Support Plans are reviewed and updated regularly. They are reviewed regularly and 
evaluated each term. Steps should be evaluated and new steps should be set to show progress. 
Where a child has not reached a specific step, this step is evaluated and adapted.  
 
Pupil Review (parent and pupil participation)  
A pupil’s progress is reviewed with the parent and child when the support plan has have been 
evaluated and new targets have been set. Meetings can coincide with the termly open evenings. The 
parents’/carers’ views are recorded on the support plan, along with the teacher’s comments about 
the child’s overall progress.  
 
The school actively encourages the involvement of the children in their education and seeks their 
views regarding their steps and evaluations of the work they have covered and comments on the 
provision in place. This is often referred to a person-centered approach. This ensures that the 
children and their families are involved in all aspects of planning and decision making. 

SEND support/Statement/ Educational Health Care Plan review meetings  
Children who are identified as SEND support or those with a Statement/EHCP have an annual review 
meeting. Outside agencies working with these children, adults working with the child in school and 
parents are invited to discuss the progress of the child and ensure appropriate provisions are in 
place to support them in making progress.  
 
When a child is in Year 6, staff from the Secondary School are invited to the review meetings. This 
helps us to support them, parents and the children in the transition into a new setting.  
 
 
Transferring to or from a new setting  
If a child has received any level of Special Needs support, information concerning the school’s 
interventions is transferred to the receiving school. The SENDCo ensures that information is received 
or transferred to ensure that a smooth transition for a child with SEN.  
 
If a child has an Educational Health Care Plan, the new school will have to be named in an amended 
plan before the transfer takes place. 

Monitoring 

The quality of classroom teaching provided to pupils with SEND is monitored through a number of 
processes that includes: 

o Classroom observation by the senior leadership team, the Inclusion Manager, external 
verifiers, 
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o Half termly assessment of progress made by pupils with SEND in line with the schools 
monitoring calendar, 

o Work sampling and scrutiny of planning to ensure effective matching of work to pupil need, 
o Teacher meetings with the SENCO to provide advice and guidance on meeting the needs of 

pupils with SEND, 
o Pupil and parent feedback on the quality and effectiveness of interventions provided. 
o Attendance and behaviour records. 

Pupils’ attainments are tracked using the whole school tracking system and those failing to make 
expected levels of progress are identified very quickly. These pupils are then discussed in termly 
progress meetings that are undertaken between the class/subject teacher and a member of the 
Senior Leadership team and if appropriate, the pupil themselves. 

 
 
PARTNERSHIP WITH PARENTS/CARERS 
 
Parents and Carers are fully supported in planning and reviewing provision and progress of their 
child.  

 The class teacher is regularly available to discuss children’s progress and to share 
information about what is working well at home and school, so similar strategies can be 
used.  

 The SENCO is regularly available to discuss children’s progress or any concerns/worries 
parents/carers may have. 

 All information from outside professionals will be shared directly, or where this is not 
possible, in a report.  

 Learning Plans/strategies and outcomes will be reviewed with parent/carers involvement, 
where possible.  

 Homework will be adjusted, as needed.  

 A home/school contact book/chart may be used to support communication between home 
and school.  

 Information on SEND support and provision in school and across the local authority is made 
available to all parents/carers in the LA Local Offer and School SEND Information Report.  

 
PUPIL PARTICIPATION 
 

           The Children and Families Act 2014 requires local authorities to provide children with information, 
advice and support relating to their SEND. Many children access information, advice and support via 
their parents. However, some children, especially older children, may want to access information, 
advice and support separately from their parents. At Hylton Castle Primary School, pupils will be 
involved in reviewing their progress and planning support for them at an age appropriate level.  

ACCESSIBILITY  
 
Hylton Castle Primary School enables all pupils, including those with SEND, to participate in activities 
together. The deputy headteacher, alongside the school site manager, regularly reviews the building 
and surrounding area to ensure accessibility for all.  
 

 The school is fully compliant with DDA requirements.  

 The school has a lift to allow access to Level 1.  

 There is a disabled toilet, shower area and changing facilities.  



 10 

 We ensure, wherever possible, that equipment used is accessible to all children regardless of 
their needs.  

 Breakfast Club is accessible to all children including those with SEND.  

 Extra-curricular activities are accessible for children with SEND.   
 
EMOTIONAL, MENTAL AND SOCIAL DEVELOPMENT 
 
At Hylton Castle we recognise that pupils with SEND may well have emotional and social 
development needs that will require support in school. In order to address these issues we have an 
Inclusion Team which meets weekly. The Inclusion Team (alongside all staff in school) monitor the 
emotional health and well-being of all pupils and their families.  
 
The Inclusion Team  
 
The team consists of:  

 The headteacher 

 The SENCO. 

 Nurture and welfare leader - who works with children and families  
 
Hylton Castle Primary School is an anti-bullying school.  
 
We have a robust child protection policy in place and we follow National and Local Authority 
Guidelines. 
 
STAFF TRAINING AND DEVELOPMENT 
 
The Inclusion Team, particularly the SENCO, support class teachers when planning for children with 
SEND. The school provides training and support to enable all staff to improve the teaching and 
learning of children, including those with SEND. This includes whole school training on SEND issues 
such as mental health issues and autism spectrum disorder.  
 
Individual teachers and support staff attend training courses run by outside agencies that are 
relevant to the needs of specific children in their class e.g. from the Speech and Language Therapy 
Department.  
 
The SENCO will regularly attend local network meetings. 
 
MEDICAL CONDITIONS 

The Children and Families Act 2014 places a duty on maintained schools and academies to make 
arrangements to support pupils with medical conditions. Individual healthcare plans will normally 
specify the type and level of support required to meet the medical needs of such pupils. Where 
children and young people also have SEND, their provision will be planned and delivered in a co-
ordinated way with the healthcare plan.  

Children in Hylton Castle Primary School, who have medical problems, will not be placed on the 
School’s Special Needs Register unless their condition is significant enough to affect learning 
achievement. A form is given to parents to complete, before their child enters school requesting 
significant medical details. This is updated on a regular basis.  
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There is medical information in the office, which holds emergency references for every child, in case 
they may require hospital treatment. Safeguarding files and the First Aid Policy contains the 
emergency procedures which have been agreed by the Governors, the Headteacher, the parents and 
medical advisors, in case emergency medical treatment should become necessary for a particular 
child.  

If any child on this register has an individual medical plan, the plan will be shared with class teachers 
and kept in the class SEND file.  It is the responsibility of each member of staff to familiarise 
themselves with such information 

Children with medical problems which do not affect learning achievement will be placed on an 
additional needs register. 

 
FUNDING 
 

The school receives its budget from Sunderland LA. This includes money for supporting children with 
SEND, as identified in the census.  

 The Headteacher decides on the deployment of resources for Special Educational Needs and 
Disabilities alongside school governors.   

A whole school provision map is used to identify the needs of the children with SEND. It highlights 
support and intervention given within school, and is reviewed regularly, so that needs of children are 
met, and resources are deployed effectively.  

 
Roles and responsibilities 
 
Pupils  
 
Pupils are responsible for: 
 

 Contributing to termly reviews, expressing their views about their progress and areas where 
they may need more support.  

 Communicating with school staff on a daily basis about their progress and areas where they 
may need more support.  

 
Parents/Carers 
Parents/Carers are responsible for: 
 

 Speaking to the child’s class teacher and/or SENCO if they have any concerns about 
children’s progress.  

 Attending termly review meetings to discuss the progress of children and review plans of 
support.  

 

Teaching Assistants and Support Staff 
Teaching Assistants and Support Staff are responsible for: 
 

 Providing relevant support to identified pupils 
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 Developing positive working relationships with parents and professionals 

 Assisting with the recording, monitoring and evaluation of pupils’ progress 

 Assisting with the identification and effective provision of appropriate resources 

 Attending liaison, team and service meetings and undertake appropriate INSET 

 Contributing to the school’s SEND policy 
 
 
The Class teacher 
Responsible for: 
•Checking on the progress of your child and identifying, planning and delivering any additional help 
your child may need (this could be things like targeted work, additional support) and letting the 
Special Education Needs/Disabilities Coordinator (SENCO/Inclusion Manager) know as necessary. 
•Writing Pupil Progress targets/ Learning Support Plans, and sharing and reviewing these with 
parents at least once each term and planning for the next term. Personalised teaching and learning 
for your child as identified on school’s provision map. 
•Ensuring that the school’s SEND Policy is followed in their classroom and for all the pupils they 
teach with any SEND. 
 
The SENCO - Mrs L Wood  
Responsible for: 

• Developing and reviewing the school’s SEND policy and SEND Information Report. This can 
be found on the school website –  www.hyltoncastleprimary.org.uk 

• Coordinating all the support for children with special educational needs or disabilities (SEND)  
• Coordinating all the support, throughout school, for children with special educational needs 

or disabilities (SEND) and evaluating its impact.  

 Making sure that parents and carers are involved in supporting their child’s learning, kept 
informed and involved in reviewing progress.  

 Talking to other people who may be coming into to school to help support children’s 
learning e.g. Speech and Language Therapy, Educational Psychology etc.  

 Updating the school’s SEND register (a system for ensuring that all the SEND needs of pupils 
in this school are known).  

 Making sure that a record of all children’s progress is kept.  

 Providing specialist support for teachers and support staff in the school, so that they can 
help children with SEND in the school to achieve the best progress possible.  

 
 
The Headteacher – Mrs E Armstrong 
Responsible for: 
• The day to day management of all aspects of the school, this includes the support for children with 
SEND. 
• The Headteacher will give responsibility to the SENCO/Inclusion Manager and class teachers, but is 
still responsible for ensuring that your child’s needs are met. 
• The Headteacher must make sure that the Governing Body is kept up to date about issues relating 
to SEND. 
      
The SEND Governors – Mrs C Lakeman and Mrs A Atkinson 
Responsible for: 
• Making sure that the necessary support is given for any child who attends the school, who has 
SEND. 
 
School contact telephone number 0191 562 3299 
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Confidentiality and Information Sharing  
The school, and all members of staff at the school, will ensure that all data about pupils is handled in 
accordance with the requirements of the law, and any national and local guidance.  
Any member of staff who has access to sensitive information about a child or the child’s family must 
take all reasonable steps to ensure that such information is only disclosed to those people who need 
to know.  
 
Regardless of the duty of confidentiality, if any member of staff has reason to believe that a child 
may be suffering harm, or be at risk of harm, their duty is to forward this information without delay 
to the Headteacher, designated safeguarding lead or their deputy member of staff for child 
protection.  
 
Every class has an SEN file which must be kept up to date by Class Teachers. These are kept in an 
accessible but secure place.  
 
Confidential information is kept by the SENDCO in a secure place. 
 
 
Admission Arrangements  
The Headteacher meets potential pupils and parents/carers prior to school entry.  The admission 
arrangements and procedures are explained to the parents/carers of reception age pupils.  For 
pupils transferring in from other schools, verbal and written evidence is sought along with SATs 
results, where appropriate.  
Admission arrangements for disabled pupils is organised by the Headteacher in collaboration with 
parents following the guidance in the Disability Discrimination Act. 
 
 
 
COMPLAINTS PROCDEDURE 
 
Parents/Carers have the right to contact the Governor responsible for SEND to discuss any concerns 
or complaints that they may have regarding the school’s SEND provision.  
 
The school’s complaints procedure is outlined in the School Prospectus. Parents/carers will be given 
the necessary information upon request 
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Inclusion Statement 
 
 At Hylton Castle Primary School, we are committed to offering an inclusive curriculum to ensure the best 
possible progress for all of our pupils whatever their needs or abilities. 
 
Pupils have Special Educational Needs if they have a learning difficulty which calls for special educational 
provision to be made for them. Pupils with a disability have special educational needs if they have any 
difficulty in accessing education and if they need any special educational provision to be made for them, 
which is anything that is additional to or different from what is normally available in schools in the area. 
 
At Hylton Castle Primary School we undertake the duties, including in relation to this policy: 
• Not to treat disabled pupils less favourably for a reason which relates to their disability 
• To take reasonable steps to avoid putting disabled pupils at a substantial disadvantage 
• To do our best by all disabled members of our school community in relation to the requirements of this  
    particular policy 
 
Equality & Diversity Statement 
 
Hylton Castle Primary School fully recognises its duty to comply with equality and diversity legislation, and its 
Gender Equality Scheme sets out the school’s aims in relation to equality and what it will do to ensure that 
equality is fully embedded in practice. The school fully acknowledges its responsibilities in terms of equality 
issues in relation to gender, age, race, disability, religion or belief, sexual orientation and gender 
reassignment, including in relation to this policy.  
 
Hylton Castle Primary School is firmly committed to equality and diversity, and when carrying out our 
functions, we shall have due regard to the need: to eliminate unlawful discrimination and harassment; to 
promote equality of opportunity between men and women. 
 
 
This Policy should be read in conjunction with the School’s : 

 Behaviour Policy 

 Teaching and Learning Policy 

 Marking and Feedback Policy 

 School SEND Information Report 

 Child Protection Policy 
 
 
 

 

 


