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Definition of Special Educational Needs 
 
The following definition is taken from the 2001 Code of Practice.  
 
Children have a learning difficulty if they:  
 
a) Have a significantly greater difficulty in learning than the majority of children of the same age; or  
b) Have a disability which prevents or hinders them from making use of educational facilities of a kind 

generally provided for children of the same age in schools within the area of the local education 
authority  

c) Are under compulsory school age and fall within the definition at (a) or (b) above or would so do if 
special educational provision was not made for them.  

 
Children must not be regarded as having a learning difficulty solely because the language or form of 
language of their home is different from the language in which they will be taught.  
 
See Section 312, Education Act 1996 
 
Notting Hill Prep Schools Principles and Aims 

As a school, we have high expectations of both our children and staff. We are proud of our mixed 
community, as we believe that it enriches our school. We believe that every pupil should be treated as 
an individual, whatever their gender, race, faith, ability, nationality or age. 

 
We aim- for each child to achieve their academic potential and enjoy learning. Each 
child's needs are supported so that they may feel happy, confident and valued. 
 
We aim- to teach a broad range of subjects to a high standard. 
 
We aim- to work in partnership with parents/carers to achieve the best outcomes for 
the child and, by providing development opportunities and supporting our staff, to work together as an 
effective team. 

Special Educational Needs Policy 

 
All children at Notting Hill Prep have an entitlement to classroom based support as set out in the 
School Action/Early Years Schools Action Framework of Special Educational Needs Code of Practice 
(2002) and access to the whole range of school activities. A small number of pupils requiring School 
Action Plus/ Early Years Action Plus can be accommodated by the school with the parents/carers 
funding specialist provision either in school (by 'withdrawal' provision) or externally (at off site 
locations). It is integral to the school's ethos that all children experiencing special educational needs 
are respected, encouraged and viewed in a positive way. 

The objectives of the policy and how the policy will contribute towards meeting those 
objectives 

 
Our objectives are: To ensure that the curriculum is tailored to the needs of each child and that it 
extends to meet his/her competence. 

This policy will contribute to these objectives by: 

 
• Identifying children at an early stage in their school years and keeping parents/carers informed 

at every stage. 
• Putting into effect a plan of action involving the parents at every stage. 
• The use of outside agencies and/or resources as appropriate. 
• Evaluating the results of the plans regularly. 
• Revising the plan of action when/if appropriate. 
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Who is responsible for coordinating the day-to-day provision? 
The Senior Management Team 
Headmistress: Jane Cameron 
Deputy Head: David Gee 
Deputy Head Academics: Carol Ford 
Bursar: Caroline Armstrong 
  
 
Special Educational Needs Co-ordinator (SENCO) and KS1 Resource Teacher:  Lisa Low 
(Maternity Leave replacement Patti Millar/Chloe Dale-Jones) 
Specific Learning Difficulty Teacher and KS3 Resource Teacher:  Sarah Cox 
Specific Learning Difficulty Teacher and KS2 Resource Teacher: Chloe Dale-Jones 
Numeracy Specialist: Penny Kane 
 
What is the Role of the SENCO? 
Roles, responsibilities and skills of SENCOs (DfES, 1994:9) 
 

Responsibilities Skills 
• Co-ordinating provision for students 

with SEN/LDD 
• Organisational, knowledge of 

SEN/LDDs, managing staff, time 
management 

• The day-to-day running of the 
school’s SEN/LDD policy 

• Organisational, planning 

• Liaising with and advising fellow 
teachers 

• Communication, respect of 
colleagues, knowledge of SEN/LDDs 

• Maintaining the school’s SEN/LDD 
register and overseeing the records 
on all students with SEN/LDD 

• Ability to design and manage 
administrative systems, 
organisational 

• Liaising with parents/carers of 
students with SEN/LDD 

• Communication skills, empathy, 
supportive 

• Contributing to the in-service training 
of staff 

• Knowledge, training, skills and 
expertise 

• Liaising with external agencies 
including educational psychologists, 
social services, health and voluntary 
services 

• Communication, willingness to 
collaborate, understanding of other’s 
roles and responsibilities, 
experience, knowledge. 

 
 
What is the role of Senior Management, Head Mistress and Governor? 
The governing body determines with the Head Mistress, the school’s general policy and approach to 
provision for children with SEN/LDD, establishes appropriate staffing and funding arrangements.  They 
take a particular interest in, and closely monitor, the school’s work on behalf of students with 
SEN/LDD.  The Head Mistress has responsibility for the day-to-day management of the provision for 
students with SEN/LDD.  The senior management team and teachers should be fully aware of the 
school’s procedures for identifying, assessing and making provision for students with SEN/LDD.  They 
should also be involved in the development of the school’s SEN/LDD policy. 
 
What are the admission arrangements for students with SEN/LDD? 
The school operates a selective admissions policy for entry at Year 2 and above. Each case is 
considered on its merits. In the event that a pupil who has a statement of Special Educational Needs 
can be accommodated by the school, the SENCO will work very closely with the pupil's key carer/ 
Learning Support Assistant to ensure that a successful outcome is possible for all concerned. The 
SENCO is willing to undertake further specialist training (as appropriate) to gain a greater practical 
understanding of the pupil's needs and learning requirements. 

The school is based on a spilt site that allows easy access on the ground floors for 
pupils/parents/carers and staff who experience mobility problems. Lavatories for young children and 
adults are on the ground floor, but wheelchair access is not available in the Old Building (OB).  There 
is a lift available in the Jane Cameron Building (JCB) for wheelchair access to all levels.  The OB does 
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not have a lift and there is no naturally occurring site to locate one.  Special arrangements have been 
considered in the OB should a wheelchair user attend classes in KS1.  Please see School Accessibility 
Plan.  

Pupils with a Statement of Educational Needs 

Pupils with a Statement of Educational Needs have targets set on an IEP, with strategies outlined to 
help them address these targets.  These targets are reviewed termly.  An annual review of the 
Statement is conducted in conjunction with any external agencies such as LEA and Support Services.  
In some cases, pupils have privately funded Learning Support Assistants who meet regularly with the 
SENCO and prepare targets on an IEP. 

 
In what kind of provisions for SEN does the school specialise? 
 
Provision for students with special educational needs is a matter for the school as a whole.  In addition 
to the governing body, the school’s Head Mistress, SENCO and learning support team, and all other 
members of staff have important operational responsibilities.   
 
All teachers are teachers of pupils with special educational needs.  Teaching such students is 
therefore a whole-school responsibility, requiring a whole-school response.  In practice the way in 
which the responsibility is exercised by individual staff is a matter for schools…. 
 
         (DfES, 2001) 
 
The Learning Support Department offers a 3-pronged approach in provision for children with 
SEN/LDD.  It offers services to children, parents/carers and teachers. 
 
Provision for Children includes: 
 

• 1:1 withdrawal learning support lessons 
• Small group intervention 
• Learning Support Assistant in class 
• Differentiated curriculum 
• Teaching assistant support (KS1) 

 
In addition to: 

• Workshops 
• Personalised learning 
• Social Skills Groups 
• Motor movement groups 
• Maths Clinics 
• Homework/tutorial support 
• Handwriting and presentation clubs 
• Laptop/keyboarding Instruction 
• Gifted and Talented Learning 

 
Support for Parents: 

• Curriculum Evenings 
• Workshops 
• Assessment, IEP and IBP 
• Consultation and advice 

 
Support for Teachers: 

• Continuing Professional Development through ‘In service’ training 
• In class support 
• Planning and Curriculum support 
• Consultation and advice 
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Teaching assistants work with individuals and small groups of children in class or outside the 
classroom when appropriate.  The SENCO, the SEN/LDD team and external specialists work with 
individuals or small groups either in the Learning Centre or in the classroom (when appropriate). 
The school is able to provide for a number of pupils with a wide range of SEN through a ‘withdrawal’ 
procedure and through classroom differentiation.   
 
At present, the school supports children experiencing a range of Specific Learning Difficulties (SpLDs) 
including Dyslexia, Dyspraxia, Dysgraphia etc.  There are also pupils with mild Speech and Language, 
Social and Communication difficulties and mild Emotional and Behaviour difficulties.  Pupils with 
Sensory Integration Difficulties are well supported as are children experiencing difficulties transferring 
from one system of education to another.  
 
 
 
What facilities/ equipment exists for pupils with SEN? 
Pupils have access to a range of learning support aids including: 'wedge' supports for writing, 
specialist pens, pencils and grips, materials to develop fine and gross motor skills. The Learning 
Centre has a computer available for pupil use during the time that they are learning to master this 
mode of working. It is strongly recommended that families purchase a laptop computer for their child's 
exclusive use (if this has been recommended by an external specialist), as this ensures that files are 
stored correctly and can be retrieved with support at home with minimal support. A personal computer 
also affords the pupil privacy.  We encourage children to become independent and competent touch 
typers aiming for 25 – 30 words per minute.  Children have opportunities to attend Touch Typing club.   

The staff at Notting Hill Prep are in exceptional circumstances to be able to organise for SEN/LDD 
pupils to have additional time to complete their papers. A request for additional time to be used in 
public examinations can be accommodated if the pupil has been externally assessed by an 
Educational Psychologist, and this prescriptive recommendation has been made. Permission must 
then be sought from the relevant Examining Board and/or future school to which the pupil is applying. 

The school is open to the use of Laptop computers in class and in school examinations, but only when 
the child has received the appropriate training to use and organise their Laptop learning independently. 
 
What ‘In service’ training is available for staff working with pupils with SEN? 
All school staff are kept up to date with current development in the field of SEN/LDD in light of the 
Code of Practice (2002).  Development of a comprehensive ‘In-service’ training is ongoing and reflects 
the changing needs of the children, staff, school, educational policies and current trends in education.   
 
Use is made of a wide range of external teaching/lectures/workshop programmes to facilitate the 
continuing professional development of all staff.   
 
The following areas will be key focuses for future ‘In-service’ training: 

• A ‘whole school’ review of SEN 
• ‘Wave Model’ of Intervention 
• Dyscalculia 
• Contributing to IEPs and meeting targets 

 
How resources are allocated among students with SEN 
Teaching assistants in Reception, Years 1, 2 and 3 can provide additional support where necessary if 
it does not deter from other members of the class. Members of the SEN/LDD team can provide further 
support ‘in class’ where necessary or by withdrawing small groups.   
 
A supplementary fee is incurred by parents for one-to-one withdrawal support with a trained member of 
the SEN/LDD team.  Under exceptional circumstances, parents may employ a full-time learning 
support assistant to support their child in all areas of the curriculum. 
 
The Learning Support Department is extensively resourced with a wide range of specialist materials 
including: computer software, visual and auditory processing materials, language support packs, 
specialist dyslexia and dyspraxic resources, practical mathematical materials and a broad range of 
reading texts.  A wide range of software is also used to support learning. 
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How students with SEN/LDD are identified and their needs determined and reviewed 
In order to help children who have special educational needs, Notting Hill Prep School has adopted a 
‘graduated response’ that encompasses an array of strategies. This approach recognises that there is 
a continuum of special educational needs and, where necessary, brings increasing specialist expertise 
to bear on the difficulties that a child may be experiencing. However the school should, other than in 
exceptional cases, make full use of all available classroom and school resources before expecting to 
call upon outside resources.  
 
The ‘graduated response’ model of the SEN department shown below outlines the stages of 
identifying, assessing, meeting and reviewing special educational needs and outlines the details of 
how parents/carers, staff and outside agencies are involved.  Please note, this is not a linear model, 
but best represents the flow of information within Notting Hill Prep. 
 . 

• By Autumn half-term, teachers submit a Class Concern Sheet, listing each child who may be a 
concern, together with a detailed but brief description of the concern, and the action taken so 
far, in the previous years or in the present class. 

 
• The SENCO will review the Class Concern Sheet with the Year Group Resource Teacher and 

respond accordingly in communication with the class teacher and/or Head Mistress and decide 
what further action will take place. 

 
• If a child on the concern sheet requires further action, the class teacher initially alerts 

parents/carers of the concerns of an individual child by direct contact with the parents/carers.  
This may take the form of an individual meeting, or be part of a meeting requested by 
parents/carers.  The SENCO will attend the initial meeting if requested by the class teacher. 

 
• The child (where appropriate), class teacher, Head Mistress and SENCO meet to discuss what 

might be appropriate to introduce as classroom support and the provision is put in place.  The 
class teacher advises the teaching assistants of the measures that they can help to implement 
to support the child.  The class teacher keeps notes/records of support given and oversees 
notes kept by classroom assistants. 

 
• Observations should be enhanced by knowledge built up over time of an individual child’s 

strengths and weaknesses. Using this evidence, class teachers may come to feel that the 
strategies they are currently using with the child are not resulting in the child learning as 
effectively as possible. Under these circumstances, they will need to consult the SENCO to 
consider what else might be done. The starting point will always be a review of the strategies 
currently being used and the way in which these might be developed. The review may lead to 
the conclusion that the child requires help over and above that which is normally available 
within the particular class or subject.  

 
• Consideration should then be given to helping the child through School Action or Early 

Years Action.  
 

• Parents/Carers are invited to consult the class teacher, Head Mistress (where appropriate) 
and SENCO to discuss the concerns raised and the strategies in place so far.  Notting Hill 
Prep encourages parents to contribute their knowledge and understanding of their child, and to 
raise any concerns they may have about their child’s needs and the provision, which is being 
made for them.  

 
• The parent/carer’s views are discussed and recorded and further provision is put into place 

and a pupil profile, IEP or IBP (Individual Education Plan or Individual Behaviour Plan) is 
drawn up. 

 
• The SENCO and/or Year Group Resource Teacher discusses the child’s provision with staff in 

the key stage staff meeting, so that all members of staff are aware of the concerns raised.  
 

• If the school is providing ‘in class support’ (School Action or Early Years School Action) then 
the child’s name is added to the SEN/LDD register only after parents are aware that the school 
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have concerns about the learning needs of that child.  Under no circumstances will the 
SENCO begin to assess a child’s needs (formally or informally) or ask an outside agency to 
become involved until the parents/carers are aware of the school’s concerns and have given 
written consent.  The SENCO reviews past reports, test papers, class work and observation 
notes (where appropriate) in order to provide suggestions for classroom based intervention 
ideas or suggestions for further provision such as small group support or withdrawal sessions.  
She may also assess the child using psychometric testing or other diagnostic assessments 
and contribute the findings to her notes. 

 
• The SENCO and the child’s class teacher should decide on the Action needed to help the child 

to progress in the light of their earlier assessment. There is sometimes an expectation that this 
help will take the form of the deployment of extra staff to enable one-to-one tuition to be given 
to the child. Parents pay a supplementary fee for one-to-one tuition or small group tuition with 
the SENCO, SpLD teachers and Numeracy Specialist. If one-to-one tuition is necessary, the 
parents will be consulted immediately and must agree to this level of provision. 

 
• However, this may not be the most appropriate way of helping the child. A more appropriate 

approach might be to provide different learning materials or special equipment; to introduce 
some group or individual support; to devote extra adult time to devising the nature of the 
planned intervention and to monitoring its effectiveness; or to undertake staff development and 
training to introduce more effective strategies.  

 
• After approximately a term, parents/carers are invited to school to meet with staff for a full 

review of the IEP/IBP and the progress made.  Decisions are taken as to: whether the pupil 
should continue with School Action (or Early Years Action), should begin to receive specialist 
provision in school or with a specialist agency outside of school and if an Educational 
Psychologist or other assessment should be pursued.  The SENCO records the meeting 
outcomes and the parent/carers views.  She may give referral details at this point to the 
parent/carers. 

 
• Outside specialists can play an important part in the very early identification of special 

educational needs and in advising schools on effective provision designed to prevent the 
development of more significant needs. They can act as consultants and be a source for in-
service advice on learning and behaviour management strategies for all teachers.  

 
• If the child is to move to School Action Plus (or Early Years Action Plus), the SENCO will 

enter the child’s details on the SEN/LDD register. 
 

• The outside specialists are responsible for writing their own therapy plans and reviews and will 
feed back information and reports directly to the parents who pay privately for the provision.  
The outside specialist will consult the SENCO and the class teacher about any ‘in class’ 
strategies or programmes to implement in school.  A copy of all reports are kept in the child’s 
confidential file in the Learning Support Room and in the Head Mistress student files. 

 
• A copy of the Individual Education Plan or Individual Behaviour Plan is sent to the parents by 

the SENCO or member of the SEN/LDD team, following a detailed review in school.  The plan 
is discussed with the child so that all parties are aware of the targets set and how the child can 
be best supported both in class and at home.  The class teacher, head teacher and SENCO 
hold copies of the IEPs or IBPs.  A copy of all IEPs and IBPs are kept in the staff room, so that 
all staff have the opportunity to read the plans for all children in their classes.  The SENCO 
and SEN/LDD team monitor the targets and record details of the outcomes.  Class teachers or 
subject teachers should also record details of outcomes on the child’s IEPs or IBPs.  The 
outcomes of the IEPs or IBPs are discussed in the meetings with the head teacher, SENCO 
and other staff (as appropriate) and targets are reviewed twice each academic year.  In the 
event of targets being met earlier, new targets will be implemented in consultation with 
teachers, child and parents. 

 
• IEPs and IBPs are reviewed at least twice each academic year.  Parents are invited to come 

into school to discuss with the SENCO, SEN/LDD team and the class teacher the child’s 
progress and to discuss the ‘next steps’ to be put into place. 
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• A new or amended IEP or IBP may be devised as an outcome of this meeting and completed 

by the SENCO or member of the SEN team. 
 

• The SENCO, SEN/LDD team member, class teacher and Head Mistress (where appropriate) 
completes an END OF YEAR concern sheet, which is used to springboard discussions and 
provision arrangements for the start of the next academic year.  Parents are consulted and 
appropriate provision is put into place.   

 
• An end of year review meeting may take place between parents, SENCO, Head Mistress and 

the Learning Support teacher to discuss future provision. 
 

• If a child has remained on School Action Plus for 5 terms, without progress, a review meeting 
with parents/carers will be arranged and the school may recommend that an alternate 
schooling environment would be more suitable in meeting the child’s needs.  Similarly, if a 
child has reached the end of Key Stage 1 and is performing a year or more behind their 
chronological age and is failing to make progress, a meeting with parents will be arranged to 
discuss ‘next steps’ to ensure that the child’s needs are being met in the most effective way.  

 
What are the arrangements for providing access by pupils with SEN/LDD to a balanced and broadly 
based curriculum? 
All help given to children experiencing SEN/LDD is directed towards helping the child gain greater 
access to the curriculum. This is achieved through extensive use of all forms of differentiation, 
modification where appropriate and disapplication of parts of the curriculum if necessary. 
At Notting Hill Prep no pupil will be treated less favourably than any other pupil for a reason that 
relates to his or her disability. While the school will attempt to make any 'reasonable' adjustment to 
elements of the curriculum in order to allow SEN/LDD pupils to maximise their learning opportunities, 
we recognise that the lower school building (OB) prevents full access to mobility disabled pupils.  
However, the Jane Cameron Building (JCB) can provide full access to wheelchair users. 

Pupils can expect reasonable adjustments to be made depending on: 
• Academic standards 
• Current resources available in the school 
• Additional costs that access may incur 
• Practicality of the adjustments recommended by specialist bodies 
• Practicality of undertaking such adjustments 
• Health and safety issues 
• The interests of the existing pupils in the school 

 
How do pupils with SEN/LDD engage in the activities of the school along with their contemporaries? 
Every effort is made to integrate children with SEN/LDD into the whole of school life. Where 
appropriate printed materials may be enlarged for visually impaired pupils and larger print books may 
be accessed from local libraries etc. Braille books and a Brailler machine may be used in the 
classroom by a specialist Learning support assistant as/when required. 

The physical organisation of the classroom can in some instances be manipulated to provide greater 
ease of access for pupils with mobility difficulties. A thorough Health and Safety review will be 
undertaken to ensure the safety of pupils as they move around the school and its external 
environment. If a pupil is hearing or visually impaired the staff will ensure that the pupil is placed in the 
most effective place within the classroom to promote learning opportunities. 
 
Pupils who experience difficulties recording information from the board or printed materials will be 
supported by classroom assistants wherever possible.  Teachers will provide printed version of 
materials to support children with recording difficulties. 

How does the school evaluate the success of the provision, which is provided at the 
school to pupils with SEN/LDD? 
The Head Mistress has regular reviews with the SENCO to ensure that suitable progress is being 
achieved by each child. All pupils who are at School Action /Early Years Action level of support and 
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are receiving withdrawal provision in school delivered by the SEN/LDD department have Individual 
Education Plans (lEP's) prepared by the SEN team. The regular review of lEP's and School 
Action/Early Years Action Plans (e.g. work differentiated by input and outcomes as prepared and 
monitored by class teachers) ensures that a pupil's progress is assessed in relation to specified 
measurable targets.  The Year Group Resource Teacher will monitor the children they are responsible 
for, once a term, to see if their needs are being met and if they are making progress. 
 
What arrangements are in place concerning complaints from parents/cares of pupils with SEN/LDD? 
Complaints from parents/carers should be addressed in the first instance to the Head Mistress. The 
Head Mistress will investigate the complaint and take appropriate action. If the complaint is not 
resolved, the matter will be referred to the School Governors. 
 
What role is played by parents/carers of pupils with SEN/LDD? 
Parents/carers are involved in all stages of the SEN process. Their views are listened to and 
respected. Appropriate support and guidance will be offered if it is necessary to refer the child to any 
external specialists or agencies. 
 
 
What links exist for the transition of pupils with SEN between schools? 
Before a child joins the school, as much information as possible is obtained from previous 
schools/nurseries. Often parents will submit an Educational Psychologist or specialist report along with 
the application. For pupils entering the school at Year 2 or above, the initial pupil profiling session will 
usually be completed as part of a comprehensive individual or group assessment session. In some 
instances the SENCO will assess a pupil on a one-to-one basis when this is deemed to be more 
appropriate. 
In the event that SEN details are not disclosed on the school admissions form, it may be necessary for 
the prospective pupil to re-visit the school when a Special Educational Needs report and additional 
details are available. Following the pupil profiling session and a discussion with the parents/carers, it is 
usually possible to assess the amount of extra provision that will be required for the pupil in order to 
meet his/her special needs. All pupils are regularly reviewed and the allocation of extra provision can 
be adjusted according to the pupils' performance in school. In the event that a SEN pupil is transferring 
to a new school, the SENCO liaises (when appropriate) with the new school SENCO and forwards any 
details required in relation to the provision that the pupil has received at Notting Hill Prep. 
 
What links exist with: health organisations, social services and education welfare services and any 
other voluntary organisations, which work on behalf of children with SEN? 
Contacts with Westminster Education Department, Hammersmith and Fulham LEA, Ealing LEA and 
Kensington and Chelsea LEA are well established. Links have also been formed with Kensington and 
Chelsea Social Welfare Service and with Hammersmith and Fulham Social Welfare Service. Close 
links exist with the Tavistock Clinic (child therapy), Christopher Place (specialist provision for the under 
5's) and The London Children’s Practice (Speech and Language therapy; Educational Psychologist; 
Occupational Therapy). The SENCO has well-established links with a variety of Educational and 
Clinical Psychologists. The SEN/LDD department has a directory of voluntary organisations, which 
work on behalf of children with SEN/LDD, and this information is available on request from the school. 
 

 

 

 


