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Teachers 

Teaching 
Assistants

SENDco

Mrs Liz Birchal

The office staff

SEND Governor

Mrs 

Denise Whalley

Headteacher and 
SLT

Mrs Sara Sankey

The Class Teacher  
endeavours to build positive relationships with all the 

students and promote their wellbeing and 

engagement. If you have any concerns regarding your 

child’s development, please talk to their class teacher 

and likewise they will communicate any concerns they 

have with you. 

Teaching Assistants  
work across the year groups  at Engayne. 

They run interventions and support 

children in the classroom. 

Mrs Birchall 

INCLUSION MANAGER 

SENDco 
 She oversees all of the SEND provision by 

liaising with teachers, teacher assistants, 

parents and outside agencies; providing 

training and monitoring intervention and 

progress. 

Mr Moss 
SEND Governor. 

 

 

Mrs Sankey 

Head teacher 
Oversees the progress and support for 

all the children. 

Mrs Moore 

 SEND admin support. 
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The SEND Code of Practice 2014 identified four main areas of need: 

 

At Engayne, we identify and support children across all four areas of need. 

Cognition and 
learning

Sensory and or 
physical

Social, 
emotional and 
mental health.

Communication 
and interaction
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THE GRADUATED APPROACH FOR SEND PUPILS 

 

STAGE 1

• QUALITY FIRST TEACHING

• High quality inclusive classroom practice where teaching is carefully planned, adapted and responsive to the needs of 
the class

• FUNDING: School budget

STAGE 2

• SEND REGISTER SCHOOL SUPPORT.

• ASSESS baseline and barriers to learning /PLAN SMART targets for passport / DO work towards targets / REVIEW cycle

• FUNDING: School budget 

Stage 3

• OUTSIDE AGENCY

• The school works closely with a range of external professionals and services, seeking and following specialist advice to 
support pupils with SEND and ensure their needs are met effectively.

•SERVICES: Educational Psychologists, Advisory teachers, Speech and Language Therapy, Child and Adolescent Mental Health Service, Paediatrician, Occupational Therapist, Physiotherapy.

•FUNDING: School funding (HSIS), NHS funds Speech and language Therapists, Child and Adolescent Mental Health Service, Paediatrician, Occupational Therapist, Physiotherapist.

Stage 4

• EDUCATION, HEALTH AND CARE (EHC) NEEDS ASSESSMENT

• Alternative provision if needs are not being met.

• FUNDING: High needs funding.
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•FORMATIVE ASSESSMENT - teachers identify gaps in learning and barriers to progress on a day to 
day basis through ongoing observation, questionning, discussions and reviewing work.

•WRITTEN ASSESSMENTS

•Reception - baseline assessment

•Y1 Phonics Screening Test

•Y2 Key stage one SATs and Phonics Screening Test

•Y3-5 - NFER assessments

•Y4 Multiplication Tables Check (MTC)

•Y6 - Key Stage 2 SATs

•BENCHMARKING MEETINGS Each child's progress is and adaptations and interventions are put in 
place to help each child make good progress.

•PARENTS' EVENING, parents wil be updated with their child's progress and if they are working at, 
below or above the expected level for their year group

ASSESSMENT  
and data.

• SENDco, class teacher and parent /carer review progress towards current 
targets and discuss new targets.

Passport 
Meetings

•In Reception, class teachers highlight children to be screened for any delays in 
speech development.

•In Year 1, class teachers highlight children who are then screened for any delays 
in language development.

Screening
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Many children in school, of all different abilities, receive extra support to help them to fulfil 

their potential. Teachers remove barriers to learning by using a range of strategies 

(scaffolding work, different groupings, explicit instructions, cognitive and metacognitive 

strategies and using technology). In addition to this, groups go out to work on specific skills, 

such as reading, writing, handwriting or maths skills. Teachers and Teaching assistants focus 

on specific children within a lesson to help them move on to the next stage. Teachers give 

the children feedback that they have to respond to, so they can improve their work.  

All children learn at a different pace. If a child needs support that is different from or 

additional to the support provided in class, they are put on the SEND register and specific 

targets and adaptations are put in place (See the process on the following page) 

Trained members of staff accompany children with SEND or medical needs on school trips. 

Individual needs and support will be planned for each trip and will form part of the risk 

assessment. Support will also be put in place for before/after school clubs run by the school. 

If your child attends a club run by an outside provider, please liaise directly with them and 

inform them of your child’s needs. 
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CLASS TEACHER 
DISCUSSION

• If we feel that your child would benefit from going on the SEND register the class teacher will 
initially discuss this with you.

SEN MEETING

• You will then be invited in to meet with the SENDco and the class teacher.

SEND REGISTER

• If you are in agreement, your child will be put on the SEND register. This is recorded on our 
database - SIMMs and Edukey. Children in EYFS will be on the register whilst they are doing speech 
link

PASSPORT

• A passport  / learning plan will be written for your child on Edukey Provsion Map. This outlines your 
child's needs, strategies and interventions in place and the targets for the following term  Some 
children may have a 5P plan or a one page profile instead of a passport.

REVIEWS

• Twice a year (Autumn and Summer) you  will be invited to a passport meeting with the class 
teacher and SENDco.

• EHCP annual reviews will occur in the Spring term.
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Stage 1 Quality first

•Communication and Interaction skills are developed within the primary classroom through modelling of language, structured opportunities for discussion, collabartive 
learning activities and targeted support to help pupils express them selves, listen to other and build positive interactions.

Stage 2 Assess Plan Do Review

School Support

•SPEECH -In EYFS and KS1 - online tool used to identify and address speech difficulties through specific small group intervention.

•LANGUAGE LINK- In YEAR 1, online tool used to identify and address language difficulties through specific small group intervention.

•Language interrventions: Colourful semantics, language for thinking, Black sheep press and Language Link.

•Interaction - social communication groups support the development of social skills across both key stages. The school uses a range of programmes including'Time to talk'

Stage 3

Collaboration wthoutside agencies

•SPEECH AND LANGUAGE THERAPIST (SALT) and Advisory Teachers. the school is allocated visits for the pupils with the highest needs. Pupils are assessed / reviewed. 
Targets are set and form part of the pupil's learning plan /passport.

•PAEDIATRICIAN REFERRALS - will be made (with the parent/carer's agreement) where there are significant concerns about a child's development.

•Recommendations from professionals will be transferred to a pupil's passport and will be reviewed termly.

Stage 4

Further Assessment

•Children with EHCPs for communication and interactionreceive provision tailored to their needs including specialist devices, AAC devices and communication tools such 
as core boards and visuals (widgit).
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Stage 1 Quality first

• Teachers plan lessons that are appropriate to the needs of the children in the class. Teachers remove barriers to learning 
through a range of strategies including scaffolding, explicit instructions, cognitive and metaconigitive strategies, flexible
grouping and technology so it is both challenging and achievable. Pupils will be taught strategies to help them become 
independent learners.. Teachers receive training on meeting the different needs of the pupils in their class.

Stage 2 Assess Plan Do Review

• Interventions are in place for pupils who need support that is additional to and different from the rest of the class.

• READING - Precision teaching, Phonological awareness training, Comprehension intervention.

• SPELLING / WRITING : SNIP high frequency words, spelling shed, Phonological awareness training and cued spelling

• MATHS - numicon, targetted intervention (eg ordering numbers, number bonds). White rose maths.

Stage 3

Collaboration wthoutside agencies

• Educational Psychologist - The school uses the allocated time for the children with the highest need based on their progress 
and level of development.

• Recommendations from professionals will be transferred to a pupil's passport and will be reviewed termly.

Stage 4

Further Assessment

• An EHCP will be applied for if a child needs more support than can be provided at SEND support. A child on an EHCP plan 
may follow an individualised curriculum. Targets from the EHCP will be broken down to create their passport targets. These 
will be reviewed termly. An annual review will take place.
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Stage 1 Quality first

•Five steps: connect,be active; get creative; give to others and be mindful

•Build resilience through the schools PSHE curriculum.

•Positive, trusting  teacher / student relationships. Each class has a worry box or monster.

•Good communication between parents and teachers.

•School parliament promote the emotional well being of the children. OPAL (Outdoor Play and Learning)

Stage 2 Assess Plan Do Review

•Targets on either a passport, a 5P/ positive handling plan or a behaviour plan.  Please see Engayne Behaviour Policy.

•Support and intervention in place to support regulation- Well-being groups. Emotional Literacy Support Assistant programme, Drawing and Talking 
and Sensory Circuits / breaks

Stage 3

Collaboration wthoutside agencies

•Educational Psychologist will assess children with significant needs and advise strategies.

•SEMH advisory teacher and assistant will conduct assessments and consultations.

•CAMHS referral.

•Early Help referrals will be made to support vulnerable families

Stage 4

Further Assessment

•EHCP application for funding for additional provision beyond the schools resources.

•Alternative Provision for SEMH - Olive Academy

•Children who are looked after will have a designated teacher. 

•Children on a 'Child in Need' or 'Child Protection' plan will have a member of the safeguarding team  attached to their case and they will work with the social workers and parents/carers.

•If despite all of the above support, there are serious or persistent breaches of the school’s behaviour policy, and If allowing the pupil to remain in school would seriously harm the 
education or welfare of others than the Headteacher or SLT will consider excluding the pupil. Please refer to the schools exclusion policy.
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Stage 

1 Quality first

•Class teachers will be aware of the needs within their class and will arrange their classroom to best meet the needs of those pupils.

•The school has ground level classrooms for each year group to improve accessibility. Disabled toilets in KS1 and main building. Height adjustable sink in the Garden 
room. Adjustable changing table in KS1.

•Refer to the accessibility plan.

Stage 2 

Assess Plan Do Review

•Pupils with specific sensory or physical needs will have their needs met through either a One Page Profile, Health Care Plan, 5P plan or a Pupil Passport.

•Each of the above will make the need clear and give instructions on what measures need to be in place so that the child is able to attend school and feel safe, 
comfortable and happy.

•Support and intervention is planned on an individualised basis but some examples are 'Happy Hands' for fine and gross motor skills, TACPAC for sensory and 'Start to 
Write'.

Stage 3

Collaboration wthoutside agencies

•School Nurse - writes the Health Care plans for pupils where medical conditions are long-term and complex and require specific management.

•Occupational Therapists and Physiotherapists - give advice for schools to follow. This information will be transferred to a pupils passport if they are on the SEND 
register or on to a one page profile if not.

Stage 4

Further Assessment

•EHCP application for funding for additional provision beyond the schools resources.
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Medical Needs (see Engayne Medicines Policy)

At Engayne Primary School children with medical conditions, in terms of both physical and mental health, will be appropriately 
supported in school so that they can play a full and active role in school life, remain healthy and achieve their academic 

potential. Children with medical conditions will be encouraged and supported to access and enjoy the same opportunities at 
school as any other child. 

The school uses a digital system called 'Medical Tracker' to record and monitor medical needs, medication use and other 
incidents.

Health Care Plans / Individual 
Health Plan

These are written by the school 
nurse in collaboration with the 
parent/carers and school. They 

give clear instructions about how 
to manage the condition and, 

where appropriate, how to 
administer emergency 

medication. A copy of the HCP is 
kept in the medical room, with 
the child's medication ,in the 
class confidential file and on 

medical tracker. It is the parent's 
/carer's responsibility to provide 
medication and ensure it is kept 

in date.

One Page Profile.

These are written by the school 
and parent/carers for long term 
conditions that do not require a 
Health Care Plan.  They are used 
to ensure that staff are aware of 
any adptations that may need to 

be made because of a child's 
health. A copy of the OPP  is kept 

in the medical room, with the 
child's medication, in the class 
confidential file and on medical 

tracker. 

Asthma

Asthma pumps are kept in the 
class first aid box . The school 

holds emergency asthma pumps 
in case a child's own asthma 

pump fails to work. The 
emergency asthma pumps can 
only be used for children who 

have a prescribed asthma pump.  
If a child has an asthma pump in 
school, a consent form must be 
completed by the parent/carer. 
Parents must also complete a 

consent form for the emergency 
asthma pump. It is the parent's 

/carer's responsibility to provide 
medication and ensure it is kept 

in date.

Form 3B

This form must be completed if a 
child needs to take medication in 
school. The school will only give 

medications in their original 
containers. Medication will only 
be administered if it would be 

detrimental to a child's health or 
attendance not to do so.
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PASSPORT MEETINGS –twice a year (Autumn / Summer) where you will be able to give your 

views on the targets, provision and progress. However, if you have any concerns don’t wait 

for the meeting, please let the class teacher or SENDco know. We can then look into how we 

can support your child differently. You can contact us via email ‘contact@engayne.co.uk’ or by 

phoning the school office and leaving a message (01708 223492). 

ANNUAL REVIEWS – for students with EHCP in spring term. You will be sent an invitation 

via email along with any paperwork to be completed. 

HEALTH CARE PLAN MEETINGS – initially parent/carers will meet with the school nurse to 

write the HCP. Each year you will be asked to review the HCP. If any changes need to be 

made, you will be invited in for a meeting with the school nurse. Please keep us up to date 

with any changes to your child’s health needs. 
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To find out more about what support is available for children with SEND 

please click on the link below: 

https://familyserviceshub.havering.gov.uk/ 

It is in everyone’s interest that concerns and complaints are resolved at the earliest possible stage. Many issues can be resolved informally, without the need to use the formal 

stages of the complaints procedure. Engayne Primary School takes concerns seriously and will make every effort to resolve the matter as quickly as possible. 

In the first instance, please discuss your concern or complaint with either the class teacher or SEND co. 

We understand however, that there are occasions when people would like to raise their concerns formally. In this case, Engayne Primary School will attempt to resolve the 

issue internally, through the stages outlined within the school’s complaints procedure and outlined below. 

Stage 1 

Formal complaints must be made to the headteacher (unless they are about the headteacher), via the school office. This may be done in person, in writing (preferably on the 

Complaint Form), or by telephone. 

The headteacher will record the date the complaint is received and will acknowledge receipt of the complaint in writing (either by letter or email) within 2 school days. 

Within this response, the headteacher will seek to clarify the nature of the complaint, ask what remains unresolved and what outcome the complainant would like to see. The 

headteacher can consider whether a face to face meeting is the most appropriate way of doing this. 

Note: The headteacher may delegate the investigation to another member of the school’s senior leadership team but not the decision to be taken. 

During the investigation, the headteacher (or investigator) will: 

· if necessary, interview those involved in the matter and/or those complained of, allowing them to be accompanied if they wish 

· keep a written record of any meetings/interviews in relation to their investigation. 

At the conclusion of their investigation, the headteacher will provide a formal written response within 10 school days of the date of receipt of the complaint. 

If the headteacher is unable to meet this deadline, they will provide the complainant with an update and revised response date. 

The response will detail any actions taken to investigate the complaint and provide a full explanation of the decision made and the reason(s) for it. Where appropriate, it will 

include details of actions Engayne Primary School will take to resolve the complaint. 

The headteacher will advise the complainant of how to escalate their complaint should they remain dissatisfied with the outcome of Stage 1. 

https://familyserviceshub.havering.gov.uk/
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If the complaint is about the headteacher, or a member of the governing body (including the Chair or Vice-Chair), a suitably skilled governor will be appointed to complete 

all the actions at Stage 1. 

Complaints about a member of the governing body must be made to the Clerk, via the school office (we would seek support from the LA and Governor services). 

If the complaint is: 

· jointly about the Chair and Vice Chair or 

· the entire governing body or 

· the majority of the governing body 

Stage 1 will be considered by an independent investigator appointed by the governing body. At the conclusion of their investigation, the independent investigator will provide 

a formal written response. 

Stage 2 If the complainant is dissatisfied with the outcome at Stage 1 and wishes to take the matter further, they can escalate the complaint to Stage 2 – a meeting with 

members of the governing body’s complaints committee, which will be formed of the first three, impartial, governors available. This is the final stage of the complaints 

procedure. 

A request to escalate to Stage 2 must be made to the Clerk, via the school office, within 5 school days of receipt of the Stage 1 response. 

The Clerk will record the date the complaint is received and acknowledge receipt of the complaint in writing (either by letter or email) within 2 school days. 

Requests received outside of this time frame will only be considered if exceptional circumstances apply. 

The Clerk will write to the complainant to inform them of the date of the meeting. They will aim to convene a meeting within 10 school days of receipt of the Stage 2 request. 

If this is not possible, the Clerk will provide an anticipated date and keep the complainant informed. 

If the complainant rejects the offer of three proposed dates, without good reason, the Clerk will decide when to hold the meeting. It will then proceed in the complainant’s 

absence on the basis of written submissions from both parties. 

The complaints committee will consist of at least three governors with no prior involvement or knowledge of the complaint. Prior to the meeting, they will decide amongst 

themselves who will act as the Chair of the Complaints Committee. If there are fewer than three governors from Engayne Primary School available, the Clerk will source any 

additional, independent governors through another local school or through their LA’s Governor Services team, in order to make up the committee. Alternatively, an entirely 

independent committee may be convened to hear the complaint at Stage 2. 

The committee will decide whether to deal with the complaint by inviting parties to a meeting or through written representations, but in making their decision they will be 

sensitive to the complainant’s needs. 

If the complainant is invited to attend the meeting, they may bring someone along to provide support. This can be a relative or friend. Generally, we do not encourage either 

party to bring legal representatives to the committee meeting. However, there may be occasions when legal representation is appropriate. 

For instance, if a school employee is called as a witness in a complaint meeting, they may wish to be supported by union and/or legal representation. 

Note: Complaints about staff conduct will not generally be handled under this complaints procedure. Complainants will be advised that any staff conduct complaints will be 

considered under staff disciplinary procedures, if appropriate, but outcomes will not be shared with them. 

Representatives from the media are not permitted to attend. 

At least 3 school days before the meeting, the Clerk will: 

· confirm and notify the complainant of the date, time and venue of the meeting, ensuring that, if the complainant is invited, the dates are convenient to all parties and that the 

venue and proceedings are accessible 

· request copies of any further written material to be submitted to the committee at least 3 school days before the meeting. 

Any written material will be circulated to all parties at least 3 school days before the date of the meeting. The committee will not normally accept, as evidence, recordings of 

conversations that were obtained covertly and without the informed consent of all parties being recorded. 
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The committee will also not review any new complaints at this stage or consider evidence unrelated to the initial complaint to be included. New complaints must be dealt with 

from Stage 1 of the procedure. 

The meeting will be held in private. Electronic recordings of meetings or conversations are not normally permitted unless a complainant’s own disability or special needs 

require it. Prior knowledge and consent of all parties attending must be sought before meetings or conversations take place. Consent will be recorded in any minutes taken. 

The committee will consider the complaint and all the evidence presented. The committee can: 

· uphold the complaint in whole or in part 

· dismiss the complaint in whole or in part. 

If the complaint is upheld in whole or in part, the committee will: 

· decide on the appropriate action to be taken to resolve the complaint 

· where appropriate, recommend changes to the school’s systems or procedures to prevent similar issues in the future. 

The Chair of the Committee will provide the complainant and Engayne Primary School with a full explanation of their decision and the reason(s) for it, in writing, within 5 

school days. 

The letter to the complainant will include details of how to contact the Department for Education if they are dissatisfied with the way their complaint has been handled by 

Engayne Primary School. 

If the complaint is: 

· jointly about the Chair and Vice Chair or 

· the entire governing body or 

· the majority of the governing body 

Stage 2 will be heard by a committee of independent, co-opted governors (we would seek support from the LA and Governor services). 

The response will detail any actions taken to investigate the complaint and provide a full explanation of the decision made and the reason(s) for it. Where appropriate, it will 

include details of actions Engayne Primary School will take to resolve the complaint. 

The response will also advise the complainant of how to escalate their complaint should they remain dissatisfied. 

Next Steps 

If the complainant believes the school did not handle their complaint in accordance with the published complaints procedure or they acted unlawfully or unreasonably in the 

exercise of their duties under education law, they can contact the Department for Education after they have completed Stage 2. 

The Department for Education will not normally reinvestigate the substance of complaints or overturn any decisions made by Engayne Primary School. They will consider 

whether Engayne Primary School has adhered to education legislation and any statutory policies connected with the complaint. 

The complainant can refer their complaint to the Department for Education online at: www.education.gov.uk/contactus, by telephone 0370 000 2288 or by writing to: 

Department for Education Piccadilly Gate Store Street Manchester 

M1 2WD. 
 


