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SEN Support  

The TSLA Way 

 

 

 

Our mission statement: 

‘The St Leonards Academy is committed to providing a highly 

inclusive educational offer which meets the needs of all students 

through robust monitoring, allowing us to develop and quality assure 

a bespoke curriculum to support all students in making progress 

academically and socially to support them throughout their time at 

TSLA and beyond’. 
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How does the Academy support learners with SEN? 

The SEND Code of Practice states that ‘every school is required to identify and address the 

SEN of the pupils that they support’. The ethos at the heart of the academy is that ‘every 

teacher is a teacher of SEN’ which drives inclusivity for all students. The SENCO and SEN team 

work in conjunction with class teachers, Heads of Faculty, Heads of Year, parents/carers and 

with students themselves to ensure all students are able to make progress academically. 

There are different ‘waves’ of support offered to students in the academy. Pupils may move 

between ‘waves’ in response to their needs.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Wave One Intervention 

All Students – Quality First Teaching 

Wave Two Intervention 

Students failing to make 

expected progress – Catch 

up programmes, time-

limited interventions 

 

Wave Three Intervention 

(SEN Support) 

Bespoke individual 

programmes and 

group 

programmes 
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What is the Specialist Facility at TSLA? 

The St Leonard’s Academy has a specialist facility called ‘The Cove’ which specialises in helping 

students with Physical Disabilities and students with ASC/ASD. Currently, there are 18 spaces 

allocated by the Local Authority to TSLA. The Local Authority will decide which students are 

awarded a place with us. In order to be allocated a space, students are required to have an 

EHCP.  

For students with facility funded places, students will be offered additional interventions (both 

group and individual) within this area based on their needs as outlined in their EHCP. Some 

smaller lessons and sessions may take place in The Cove but fundamentally, it is a space which is 

used for therapeutic interventions, offering ‘in the moment’ and planned interventions to enable 

students to access their inclusive education in the wider school. Some students access The Cove 

before and after school and at break times as their ‘safe space’ with access to their trusted 

adults.  

It is important to understand that the academy is a mainstream school and the facility is part 

of this mainstream setting. It is not a separate special school.  

The Cove is run by the Facility Manager, Frances Elworthy. There are a number of experienced 

LSAs within The Cove who run interventions for students in the academy.  

For more information about The Cove, please see Page 30 (Parent/Carer Version) and Page 31 

(Student Version). 

 

 

 

What is the role of an LSA? 

An LSA is a Learning Support Assistant. These members of staff support students in class in a 

number of ways which will be personalized to suit the young person’s needs. This could range 

from helping to engage a student, helping a student to emotionally regulate in a lesson through 

to scribing or reading the resources which have been provided. We seek to keep consistent 

support of LSAs with groups and students so that they are able to build familiarity and develop 

a trusted working relationship. LSAs will also be able to work with classroom teachers to 
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advocate for the strategies and approaches which work best for students, building a solid 

foundation for effective communication across the academy.  

LSA Support is Quality Assured through regular discussions with academy staff and termly 

observations. 

LSA Support is not available in all lessons. The SEN team will allocate LSA resources were 

appropriate.  

 

 

 

What facilities are available to students with SEN at 

TSLA?  

Within The Cove, there are a number of smaller intervention rooms which students may access 

for small group or individual interventions.  

The Cove also has a well-equipped Physiotherapy room where students with OT programs are 

able to complete their exercises. This is also a space that some students choose to come to re-

regulate if they are struggling to focus in lessons.  

There is also an outside yard with exercise machines which is used during some sensory circuit 

lessons and some PE lessons. They are also available for students to access to re-regulate during 

lesson time, as well as being available at breaktimes for students to access. Some students 

access The Cove for some of their lunch breaks too and use it as a ‘safe-space’.  

In addition to The Cove, all Heads of Year have an office in the school which students can 

access for support. Students are also able to access the Safeguarding Hub at any point 

throughout the school day. 
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Which Wave 2 interventions are available at TSLA? 
There are a number of interventions which are available to students at the academy. These are 

either offered by staff at the academy or by outside agencies for students who have additional 

funding from the local authority.  

There may sometimes be a waiting list for interventions. Interventions run for 6 week blocks 

and are measured for impact. Before an intervention begins, we will inform parents and carers 

of the reasons for the intervention. At the end of the 6 weeks, a report will be sent home. If 

students have demonstrated expected progress after an intervention, it will end and a new 

student will be invited to begin.  

Interventions may include:  

- Zones of Regulation 

- Nurture 

- ELSA (COMING SOON) 

- Sensory Circuits 

- 1:1 Reading (Toe By Toe) 

- Lexia Power Up 

- Secondary Language Link 

- Lego Therapy 

- Anxiety Gremlins 

- Anger Gremlins 

- Additional Literacy 

- Additional Numeracy 

- Talkabout for Teens 

- Mentoring 

- 1:1 Tutoring (English, Maths and Science) 

- Dyslexia Support 

- Movement 

- Hygiene Support 

- Physiotherapy 

 

External Services 

- Counselling Services (Eggtooth) 

- Speech and Language Therapy 

- Referral to external NHS services 

In the wider school, interventions include:  
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- Place To Be  

- Believe in You 

- School Counselling Service  

- Nurture Groups 

 

There are also daily check-ins available for students who need the regular, daily support of a 

trusted adult to help them regulate during their school day.  

The academy work with a number of outside agencies who help us to identify and plan 

interventions to support young people in the academy. They include TASS, CLASS, CAHMS, the 

Educational Psychologist service, NHS professionals, SNS and EALS amongst others.  

 

 

 

How accessible is TSLA? 

The St Leonards Academy is a large building spread across 4 floors. There are lifts in the 

building which make it fully accessible for wheelchairs. It has disabled changing and toilet 

facilities, including a shower room. There is a level pathway from the school to the sports 

facilities and disabled parking bays for staff and /or visitors. For more information, please see 

the Accessibility Plan on our website.  

 

 

 

How will I know if my child is making progress?  

At The St Leonard’s Academy, the progress of students is tracked regularly through 

assessments in lessons at the end of each term. If these assessments show that students are 

not making the progress that is expected, the Class Teacher / Head of Faculty will investigate 

the reasons why and consider the steps to address this.  
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Data captures throughout the year are reported to parents and carers and will highlight the 

progress being made across all subjects as well as reporting attitude to learning across the 

curriculum. 

Parent’s evenings will also be held once a year which provide an opportunity for parents and 

carers to meet face to face with Class Teachers. During these evenings, a representative from 

the SEN team will also be available.  

EHCPs are reviewed each academic year as part of the Annual Review process and academic 

progress will be considered in these meetings. The SEN team also review the progress made by 

students with EHCPs at the end of each term. These reviews adopt a holistic view of progress 

and explore progress made in all areas, rather than just focusing on academic progress.  

Additional meetings are always available. Please contact the academy via email or by telephone 

and the closest available slot will be offered.  

 

 

Who can I contact if I am concerned about the progress my 

child is making?  

It may be that your child is struggling in one subject area. In cases such as this, it is advisable 

to contact the Class Teacher for that subject who will be able to advise you further. If you feel 

that this has not reached the solution you were hoping for, you could at this point contact the 

Head of Faculty. 

If you feel that there are wider concerns you would like to address, contacting your child’s 

Form Tutor or Head of Year will enable them to triage your concerns and address them to the 

relevant member of staff.  

If you have a specific query in relation to the additional needs of your child and how they are 

being addressed in the academy, please contact the SEN team. 

If you are concerned for the safety of your child in the academy, please contact a member of 

the Safeguarding team as soon as you are able to.  

All email addresses are available on our website. Additionally, you can please contact the 

academy reception via telephone, and they will be able to pass your concerns on or connect you 

with available staff members. 
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What overall support is available for my child’s wellbeing in 

the academy? 

All students are placed in a Tutor Group within the academy. Their Tutor Group and Form Tutor 

should be the first port of call if students are in need of support. Tutor Groups have around 25 

students in them, all from the same year group. Students will stay in these tutor groups 

throughout their time at TSLA and with the same form tutor where possible. This enables 

students to develop strong relationships with their peers and their pastoral staff. All year 

groups are led by a Head of Year and SWWO (Student Wellbeing and Welfare Officer) who are 

available throughout the school day for support. Again, these members of staff will stay with 

students throughout their time in the academy where this is possible.  

The Academy has a dedicated team who monitor the attendance of students and who will offer 

support and advice should a young person struggle to attend school.  

The Academy Safeguarding Team offers a robust support system for all students and offers an 

open-door policy throughout the school day. The staff are trained Mental Health First Aiders 

and support students in a variety of different ways from offering them access to trusted adults 

through to making referrals to other professional bodies. The wellbeing of all students is at the 

heart of the Academy. There is also a manned Safeguarding phone which students can text or 

ring throughout the school day to reach out for support. Teachers and staff will also use this 

number if they have immediate concerns about a student.  

All concerns about students are regularly recorded on CPOMS and communicated with wider 

staff where necessary and appropriate.  

There are a number of opportunities available for students to support their wellbeing including 

therapeutic groups and in-house counselling services. There is also a LGBTQ+ group which meets 

regularly to help promote the diverse and inclusive nature of our Academy. A school parliament 

meets termly to promote the voice of the young people within the community, championing 

causes which are important to them. 

There are a significant number of extra-curricular opportunities which enable students to 

socialise with their peers outside the classroom and pursue their own interests and hobbies, 

promoting exploration of identity and personal development.  

Underpinning the curriculum, the Academy is committed to character development. Our 

character development charter promotes five key values across all lessons and subjects. Our 

virtues are Respect, Kindness, Honesty, Resilience and Self-discipline. Students are rewarded 

when they demonstrate these values.  



10 | P a g e  
 

 

 

How will TSLA support my child in transitioning to the 

academy/ on from the academy to Post-16 life?  

Year 6 Transition 

During Year 6, the SENCO and SEN Team will meet with staff at feeder Primary schools to 

discuss students and their individual needs. The Primary schools also send detailed information 

to inform TSLA of all they need to know to plan a smooth transition for students into Year 7. 

There are taster days for all Year 6 students. Students who are identified as needing additional 

transition days, will be invited to 2 additional afternoons before and after the main transition 

days in order to help develop confidence and familiarity with key adults and the school 

environment. There is also an SEN Open Evening where parents and carers will be able to hear 

more about our SEN support, ask questions and meet key staff to raise any issues regarding 

transition.  

We work with outside agencies to support the transition of key children, particularly those with 

EHCPs. Additional support meetings and bespoke transition plans may be developed in these 

cases. Where possible, the SENCO at TSLA will attend the final Annual Reviews held in Year 6. 

The SEN team have produced a transition booklet to support students with additional needs who 

are transitioning to the Academy. This can be accessed on our website and will also be available 

on the additional transition days and at the SEN Open Evening. 

It is worth highlighting that the environment within the secondary setting is very different to 

the primary setting. The support that young people may have received in primary is likely to look 

different to the support they will receive in secondary. We would be happy to discuss this with 

you during the SEN Open Evening. 

 

Year 9 Transition 

Students will be asked to choose their GCSE options at the end of Year 9. Parents and carers 

will be provided with an options booklet which they can read with their child and which will 

explain the options available. Additional options may be available to SEN students where 

appropriate and the SEN team are on hand at the Options Evening to help students in choosing 

the right pathways. Students and Parents will be invited to a support meeting before the 

Options Evening to guide on the pathways and subjects which are going to be best suited to 

individuals.  
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Post 16 Transition 

The transition to Post-16 life can be very daunting to young people who have become familiar 

with the Academy. There are many sessions offered to students in Personal Development 

related to CV writing. college applications and interview techniques. In Year 10, students are 

offered the opportunity to undertake work experience and to visit various college open days and 

taster sessions. There will also be external speakers who come in to speak to students about the 

transition as well as careers interviews which help students to think about opportunities they 

would like to pursue. Additional support and help is available from the SEN team who will be able 

to spend some time talking through the transition process. A member of the SEN team is also 

usually on hand to accompany students on the college taster days.  

 

Please Note 

We regularly review the SEN offer available for students at the Academy and 

work tirelessly with the Local Authority and outside agencies to ensure our offer 

provides young people with the support they need whilst offering them access to a 

broad and inclusive curriculum. Inevitably there is often need to make adaptations 

and changes to this offer and we will endeavor to communicate these to you at the 

earliest possible time. 

 

SEN Register Protocol 

The SEND Code of Practice states that ‘every school is required to identify and address the 

SEN of the pupils that they support’ and record when they decide a child has special educational 

needs in the school records. This is commonly known as the SEN register. 

 

What are the different categories for SEN support at TSLA? 

There are 3 different ways that students are identified on the SEN register. They are:  

E- This means that a student has an EHCP which has been awarded by the local authority. An 

EHCP is a legal document which outlines the additional funding that has been awarded to the 

school to support the education of a young person. A number of professionals will also have 

worked with the young person to identify what specific support the school is required to 

provide. These students will have a detailed Pupil Passport which is shared with all staff in the 

academy.  

K – This means that a young person has been identified as needing specific SEN SUPPORT within 

the school. These are young people who are not making progress academically (and sometimes 



12 | P a g e  
 

socially and emotionally) and require additional, targeted support from the SEN team. This 

support may include:  

- Literacy and numeracy interventions 

- Zones of Regulation 

- Physiotherapy, sensory circuits, fine motor skill and occupational therapy interventions  

- Withdrawal from lessons for targeted support 

- Daily check ins to support emotional regulation 

- Handwriting intervention 

- Speech and Language intervention 

- Lego Therapy  

- Supported Expert Reading Sessions  

- Social Skills  

- Additional Careers Support  

- Smaller, TA supported classes 

- RESET cards 

Students who are coded as a K on the SEN register are likely to have a Pupil Passport which is 

shared with all staff at the academy. 

Mn – This means that a young person has been identified as not making the academic progress 

that they should be making and are therefore being MONITORED by Heads of Faculty, Heads 

of Year and the SEN Team. They will be supported in their lessons through Quality First 

Teaching and reasonable adjustments which will be reviewed by their classroom teachers to 

monitor impact. They may have a Pupil Passport if it is deemed necessary and appropriate.  

Students may be on the SEN register for the entirety of their time at the Academy or perhaps 

for a short period. Codings may be changes depending on the support in place and the progress 

shown by pupils.  

 

Why might a young person be placed on the SEN Register? 

There are a number of reasons that a student may be placed on the SEN register. Some 

students will automatically be placed on the register as they have an EHCP and have been 

identified by the Local Authority as needing additional intervention and support from their 

educational setting in order to support educational progress.  

For students to be considered to need MONITORING or SEN SUPPORT, they will have been 

identified as making less academic progress than predicted or significantly less academic 

progress than their peers. Evidence to support this judgement will be gathered from:  

- In class observations 

- Informal assessments in lessons 

- Formal assessments in lessons 

- Data captures  

- MIDYIS testing  

- Reading age tests 

- RAPID/Language Link Screening (to identify possible literacy barriers) 
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- Exam access arrangements screening 

The academy will also consider the opinions of parents and carers who may feel that a young 

person is making less progress than they expect. In this situation, the academy will conduct a 

thorough investigation to determine whether the progress shown in school supports the 

concerns of the parent/carer.  

 

Do students need a diagnosis in order to be placed on the SEN register? 

There are a number of young people in the academy who may have a medical diagnosis from a 

medical professional. These diagnoses can be very useful to a young person in understanding 

their identity and their different needs. It can also be very useful for the academy in 

understanding the specific profile of the young person and their needs.  

Having said this, a diagnosis is not an immediate indicator that a young person is not able to 

make academic progress and therefore is NOT a reason for the young person to be placed on 

the SEN register. For example, a student may have a formal diagnosis of ASC but may function 

in such a way that they are still able to make excellent academic progress and need no further 

interventions from the school.  

Equally, a young person may not have an official diagnosis of ASC but is struggling to make 

progress in the academy. In this situation, it is possible that the school may be able to make a 

referral for assessment. However, even without a diagnosis, classroom teachers would still make 

reasonable adjustments for the young person in lessons to help them access their education and 

progress in the way that they are expected to.  

 

How can referrals be made for a diagnosis? 

There is a separate referral protocol. Please refer to this.  

It is worth noting that referrals for official diagnoses can take many years. The Academy has a 

clear approach of supporting emerging need rather than supporting diagnoses. We will not 

require an official diagnosis before offering students in the Academy support. 

The SEN team will support with screening requests if there is evidence to support the 

application. The SEN team may suggest that students are referred for screenings or may 

undertake screenings in house. These will be communicated with parents and carers as and when 

necessary.  

Will a young person be placed on the SEN register if they require Exam Access 

Arrangements (EAA)?  

There is a separate document outlining the EAA protocol at the academy. Please refer to this 

for additional information.  

EAA are granted for students who need additional help to access their examinations. The main 

way that this is judged is by looking at the ‘normal way of working’ a young person has day to 

day. For example, if the normal way of working for a student is by using a laptop, we could apply 

to JCQ and explain this is the student’s normal way of working which would need to be put in 
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place for examinations. A student would not be required to be on the SEN register for this to 

be their normal way of working – it would just need to be recorded and documented by 

classroom teachers.  

External testing is also undertaken to determine whether a young person is eligible for 

additional support in examinations. For this to take place, students need to give their consent 

for their information to be shared with the accessor and with JCQ. Information about the 

assessments and the outcome of these assessments will be sent home.  

The Academy is often asked whether young people can sit their examinations in a smaller room. 

JCQ have clear guidelines about the situations were this would be acceptable. We are therefore 

rarely able to offer this to students.  

How will parents and carers be informed that a young person has been placed on/ removed 

from the SEN Register? 

If a young person is moved to the SEN register, a letter will be sent home to inform parents 

and carers of the code they have been given on the SEN register and the reasons why. Similarly, 

if a student is removed, a letter will be sent home and the reasons why will be explained. Parents 

and Carers will be invited to contact the SEN team to discuss this process in more detail if they 

feel they would like to. Equally, the academy may invite parents in for an additional meeting to 

discuss plans and interventions to support students moving forward.  

 

What is a ‘Pupil Passport’?  

This is a document which is shared with all members of staff in the academy. It outlines the 

specific needs of students and offers a range of strategies which classroom teachers should be 

putting into place to support the student. It will also outline the reasonable adjustments which 

should be made for individual students. 

These documents are available to all staff. They are reviewed when necessary by the SEN team. 

Not all students have a pupil passport and not all students will need one. Equally, students may 

not need a passport when they start the school but may need one at a later date.  

The majority of the support students require is available through Quality First Teaching 

practice and strong Adapative Practice in the classrooms. A Pupil Passport would only be needed 

for students who need adaptation beyond this universal offer.  

Parents and carers are able to ask to see a copy of the passport and may be involved in the 

creation of one if it is deemed necessary.  
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How often will the SEN register be reviewed? 

The SEN register will be reviewed yearly by the SEN team. However, individual students and 

their place on the SEN register is subject to change whenever we feel this is appropriate and 

communication home will be made. 

 

 

SEN Referral Protocol 

 

Academy Staff Referrals 

If class teachers or Heads of Faculty are concerned that a young person is not making expected 

progress, they will refer the student to the SEN team via an internal form. In this form, they 

are required to outline:  

- The progress the student is making in the lesson in line with their own predicted grades 

and the grades of their peers 

- The way that the student behaves in lessons 

- The relationship the student has with their peers and members of staff 
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- The concessions/reasonable adjustments/ interventions made up until this point to 

support the progress of the student and the measurable impact 

- Any contact which has been made with parents and carers in relation to this concern  

- The additional support they feel the young person needs to progress in lessons 

Once the SEN team receive this referral, we will gather evidence to ascertain whether the 

concerns in the referral are relevant to all subject area or to one particular subject. We will 

offer strategies to staff members and continue to monitor the progress of the young person 

over the next few weeks.  

If progress is still not made, interventions can be explored and, if appropriate and necessary, an 

APDR (Assess, Plan, Do, Review) will be implemented. If, upon review, progress is still low, an 

ANP (Additional Needs Plan) may be started. This is a process which is regularly reviewed in 

order to monitor the impact of interventions.  

 

Parental Referrals 

Parents and Carers may raise their own concerns around a young person by contacting the SEN 

Team or their Head of Year. The process will be very similar – the SEN team will begin 

gathering evidence from relevant staff to identify areas of concern, offering strategies of 

support. The SEN team will communicate findings to parents and carers, outlining the next 

steps. 

We recognise there are occasions where young people mask their feelings and behaviours well in 

the academy, but may present a very different picture in their home environment. It can be 

very frustrating to hear that academy are not able to provide evidence which supports the 

concerns of the parents.  

 

Applications for EHCPs 

An EHCP (Educational Health Care Plan) is a plan agreed with the Local Authority which 

recognises that an educational setting is not able to meet the need of a young person without 

additional funding. If an EHCP is granted, it will outline what provisions the educational setting 

needs to make for the young person and grants additional funding to pay for these provisions. As 

part of the process, a young person may work with additional outside agencies and be subject to 

additional assessments to support the application.  

To apply for an EHCP, an educational setting needs to provide comprehensive evidence that they 

cannot meet the educational need of a young person without additional funding. This process can 

take a significant period of time. A young person will need to have completed an APDR cycle and 

have an ANP which has been reviewed 3 times. There will also need to be evidence of the 

interventions and strategies that have already been put in place, as well as the impact that was 

observed.  

TSLA will not apply for an EHCP if we are confident we are meeting the educational needs of 

the young person and they are making progress within the academy. We will also not make an 

application without the necessary paperwork and evidence in place.  
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If we submit an application for an EHCP and it is rejected, there is a window to make an appeal. 

This may then be taken to tribunal. There is unfortunately no guarantee that an EHCP will be 

granted at the end of this.  

Parents and carers are able to make an application for an EHCP at any time. 

Once an EHCP is in place, there will be yearly reviews to monitor the progress the student is 

making against the targets in the document.  

 

Referrals to Professionals for a Diagnosis 

Whilst gathering evidence on students following a referral, it is possible that the SEN team may 

recognise some traits which could suggest a child has certain additional needs. Equally, parents 

and carers may be concerned that a young person is displaying traits which could be indicative of 

certain conditions.  

If the SEN team believe that there is significant evidence to suggest a young person may have 

an undiagnosed condition, we will seek parental consent to complete a referral. We will gather as 

much information as we can to support the referral and send it to the relevant professionals. If 

the referral is deemed to have enough evidence, the young person will be placed on the waiting 

list for assessment. There could be a considerable wait for this assessment to take place and it 

is often years rather than months.  

It is important to remember that a young person DOES NOT need a diagnosis to be placed on 

the SEN register or to receive interventions in school. 

Some parents and carers may choose to seek a private diagnosis which they fund themselves. In 

this situation, we would ask that any paperwork is sent to the academy so we can update the 

records we hold for the students and implement strategies for support in their lessons.  

If you would like any additional information about the referral process, please contact the SEN 

team at the academy.  
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Identifying Literacy Barriers 

 

At The St Leonards Academy, we recognise that our pupils have a broad range of needs and 

require support through a range of different mechanisms. Although we have a dedicated SEN 

Team, teachers are accountable for the progress of the SEN pupils in their classes. It is 

therefore their responsibility to identify when a pupil requires additional support and request 

this through the SEN Team. 

On occasions, a teacher may identify a child with literacy difficulties common to dyslexia and wish 

to refer to the SEN Team for a further investigation. The student may: 

· Read and write very slowly 

· Confuse the order of letters in words 

· Put letters the wrong way around (b / d confusion) 

· Have poor or inconsistent spelling 

· Understand information when told verbally, but have difficulty with information that is written 

down 

· Find it hard to carry out a sequence of directions 

· Struggle with planning and organisation 

 

Requesting Further Investigation 

When establishing whether a young person has literacy barriers, we will undertake a range of 

screeners:  

- Language Link – This helps to identify whether a young person has an barriers relating to 

speech and language.  

- MIDYIS – An overall screener of cognitive ability which highlights areas of strength and 

areas for development.  

- STAR Reading – A screener which gives us the reading age a young person is working at 

- RAPID – A screener which gives an indication of how likely it is that a young person has a 

dyslexia profile. 
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We will also gather information from their Class Teachers through Round Robins and will look at 

the academic progress being made and the work that is being recorded in their books.  

Following this process, we will consider whether students require additional intervention or 

whether the Universal Offer and Quality First Teaching will support the student. The results will 

also inform us as to whether we need to make a referral for additional support from outside 

agencies and whether we need to consider a young person for Exam Access Arrangements. 

 

Please note, we are unable to give a diagnosis of Dyslexia within the Academy. If you feel 

you would like to pursue an official diagnosis, this would need to be sought and funded 

privately. 

 

 

Exam Access Arrangements (EAA) Protocol 

 

Exam Access Arrangements are a form of additional support that ensures that a learner is not 

significantly disadvantaged during assessments due to a special educational need or disability, 

thereby, ensuring equal opportunities.  

The Equality Act 2010 places a duty on institutions not to discriminate against students with 

learning difficulties / disabilities in terms of either admission or provision of education and 

support services. Procedures and practices relating to the awarding of access arrangements are 

governed by the statutory duty to make reasonable adjustments to provision under guidelines 

produced by the Joint Council for Qualification. 

To access the documents published by JCQ in their entirety, please follow this link: 

https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/ 

 

Our Aims 

The St Leonards Academy will ensure that students identified as having a need are provided 

with and prepared for access arrangements that allow them to;   

-  Access the assessment at the same level as their peers   

-  Demonstrate their knowledge/ skills without changing the demands of the assessment   

The St Leonards Academy will ensure that Access Arrangements meet the particular needs of 

an individual disabled candidate without affecting the integrity of the assessment.  Access 

https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/
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arrangements are the principle way in which awarding bodies comply with the duty under the 

Equality Act 2010 to make reasonable adjustments. Details of the type of Exam Access 

Arrangements can be found in Appendix 1.   

Access Arrangements will be agreed and planned for before key assessments for GCSE 

examinations. Access Arrangements can and will also be provided in an emergency. 

 

How will students be identified as needing EAA 

In order to qualify for an Access Arrangement a student must have a disability. According to 

the Equality Act 2010 a disability is:   

“a physical or mental impairment which has a substantial and long term adverse effect on 

someone’s ability to carry out normal day to day activities”  

The impairment  must  have  lasted,  or  be  likely  to  last,  for  12 months  or  more.  Access 

Arrangements for examinations and controlled assessments will be planned and implemented 

where there is sufficient evidence that individual learners have a disability. 

 

*Please note – There has been guidance from the examination board in relation to students 

who suffer from anxiety. It is accepted and understood that all students facing 

examinations will do so with a level of anxiety. For anxiety to be recognised in terms of 

EAA, a formal medical diagnosis will be necessary.* 

 

For students who MAY have a need for additional arrangements, the following information will 

inform the decision for further investigation. 

 Midyis testing completed at the start of Year 7  

 Reading Age tests periodically completed in Year 7-9 

 Data captures monitoring progress through Years 7-9 

 Information from primary school 

 Referrals from subject teachers 

 Referrals from parents 

 A history of need 

 Specialist diagnostic testing (for example, Educational Psychologists reports, RAPID, 

Pearson Dyslexia Screening Test, Secondary Language Link) 

 Medical Diagnosis requiring additional arrangements (hearing impairment/vision 

impairment/physical impairment supported by a medical consultant letter) 

 The normal way of day to day working in lessons (e.g. using a laptop) 

 

 

Role of Key Academy Staff 
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Role of SENCO / Assistant SENCO 

The SENCo will:   

 Ensure specialist diagnostic testing is implemented to identify and support need and  

provide appropriate evidence for a candidate’s access arrangement   

 Keep a record of evidence and complete recognized forms   

 Inform students and parents of student need and access arrangements in place   

 Inform subject teachers of candidates with special educational needs and any special  

arrangements that individual candidates will need during the course and in any  

assessments/exams 

 Arrange opportunities for students to practice their examination access arrangements 

 

Role of Examinations Officer 

The Examinations Officer will: 

 Oversee all examination procedures   

 Submit, with the SENCo, completed access arrangement applications   

 Organise rooming for access arrangement candidates   

 Organise and train invigilators and support personnel   

 Oversee support for access arrangement candidates as defined in the JCQ access  

arrangement regulations   

 

Role of Teaching and Support Staff 

Teaching staff are responsible for ensuring that students entitled to Exam access 

arrangements are in place for students for all assessments.   

 Evidence must be kept of the use and benefit of the arrangements. 

 Subject teachers have a responsibility to alert the SEN and Exam departments  

in advance if they are needed to provide support for exams/ assessments 

 

Evidence to Award EAA 

In order for a center to apply to an exam board for access arrangements, the center needs to 

provide: 

- Exam provision history 

- Evidence of a student’s normal day to day working  

- Data protection sheet  

- Testing by an external, qualified assessor 

- Form 8 or Medical Diagnosis 

- Notification from SENCo agreeing the provision 

- Online application to the exam board 

- Signature of the head of the center. 
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Please note:  

*THESE MAY DIFFER DEPENDING ON THE ARRANGEMENTS REQUESTED * 

*AN EXAM BOARD MAY CHOOSE TO NOT GRANT ACCESS ARRANGEMENTS, DESPITE 

AN APPLICATION* 

 

If a letter from a medical specialist is received requesting access arrangements for a student, 

JCQ regulations state that in order for such an access arrangement to be awarded the school 

has to have evidence that the student has historically received the extra support. The access 

arrangement should not ‘suddenly be granted to the candidate at the time of his/her 

examinations’. If the said student has shown no signs of requiring said support, and has 

successfully sat their exams independently it would be considered malpractice to award the 

access arrangement.   

 

JCQ regulations also state:   

“If a candidate has never made use of the arrangement granted to him/her…… then it is not 

his/her normal way of working. The arrangement should not be awarded for examinations.”  

Therefore, if a student does not use an ACCESS ARRANGEMENT in any of their 

examinations we will withdraw the access arrangement.  If we continued with the Access 

Arrangement, we would be in breach of regulations which is considered malpractice. 

 

Private Reports/Assessments recommending Exam Access Arrangements   

JCQ specify that normal way of working is the priority when considering awarding an Access 

Arrangement to a student.  Therefore, whilst  we  will  read  private  reports,  we  will  not 

automatically award an Access Arrangement based on it. It will, however, trigger an internal 

investigation into the normal way of working for that student.  

As an Exam Centre we must ensure that no student is ‘either given an unfair advantage or is 

disadvantaged’ by any arrangements in place.  We have our own internal specialist assessor. 

Often private educational psychologists recommend that children should receive exam access 

arrangements which can be in conflict with what the Centre’s specialist assessor recommends.  

As such we will not necessarily accept the recommendations of a Private Assessor. 

 

Therefore, parents may request an independent assessment, however the Head of Centre 

may elect to accept or reject a privately commissioned report. 

 

Monitoring  

All procedures will be monitored by the SENCo, Examinations Officer and Head of Centre. This 

policy will be reviewed every two years.  
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Appendix 1 

Types of EAA 

JCQ Approved EAA  Centre Awarded EAA 

Additional time – Scribe - Human reader Smaller room -  Reading pens – Prompters - 

Supervised rest breaks -  Laptops – Overlays 

- Coloured exam paper -  Adapted fonts 
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TSLA SEN Team 

 

Assistant Principal / SENCO – Clare Howard – Le Vierge (NASENCO) 

Assistant SENCO – Annie Pepper (Working Days – Monday, Tuesday and Thursday) 

Facility Manager – Fran Elworthy  

SEN Support – Sofia Ceren  

SEN Support – Dawn Bradford  

 

LSA Support in Lessons  

Sherrie McMillan, Charlotte Towers, Lou Human, Nazli Ozyaprak O’Hara, Denise 

Bushell, Vicky Kirby, Isha Passley 

 

SEN Teacher (The Cove) – Jack McDougall  

SEN Teacher (The Cove) – Richard McAree  

SEN Instructor – Terry Bowes 

 

 

Intervention LSAs (The Cove) – Tina Wicks, Justine Golding, Jane Burden, Justine 

Golding, Aaron Holloway, Samantha Isden, Charlotte Ham, Michelle Davies 

 

SEN Safeguarding Liaison – Pauline Edwards 

 

 

Email contact: senco@thestleonardsacademy.org.uk 

(This email inbox is monitored weekly) 

 

 

 

mailto:senco@thestleonardsacademy.org.uk
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Jargon Buster 

ADHD: Attention Deficit Hyperactivity Disorder. 

ASD: Autism Spectrum Disorder. 

Adaptive Practice: adapting teaching and learning to meet the needs of all students. 

EAL: English as an Additional Language. In itself, this is not a special educational need. 

Exclusion – Fixed-Term: A determined period of compulsory absence for a child due to a 

misdemeanour ( as against a Permanent Exclusion). 

EHCP: Education Health and Care Plan (a ‘new’ Statement of SEN under the current Code of 

Practice). 

GCSE: Public exam taken by most pupils at 16. 

Graduated Approach: short-term cycle of ‘assess, plan, do review’ for SEN pupils. 

L.A.: Local Authority. 

Personalisation: Planning and Teaching based on an individual child’s needs. 

Pupil Premium: Funding for pupils from low income families. 

SEN Support: Children who are receiving additional support from the SEN department. 

SENCO: Special Needs Co-ordinator:  There is a legal requirement to have a SENCO in every 

school. It can be a shared arrangement with another school. 

SEND: Special Educational Needs and Disabilities. 

SPLD: Specific Learning Difficulties (e.g. Dyslexia, Dyspraxia, Dyscalculia). 
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What is an EHCP? 

 

An Educational Health Care Plan is a legal document which outlines a young person’s Special 

Educational Needs and/or Disabilities. It is written by the Local Authority in order to ensure 

the necessary help and support a young person needs to be able to make progress academically, 

socially and emotionally. This EHCP stays with the young person until they are 25. 

 

For many young people with Special Educational Needs, their needs can be met by the school and 

the necessary support and intervention can be provided using the resources the school already 

has available.  

If a young person’s needs are not being met by the school, or the resources available are not 

significant enough to meet their needs, an EHCP can be applied for which will provide additional 

Top Up Funding to the school. This Top Up Funding is used by the school to implement the 

support identified by the local authority in the EHCP. 

 

An EHCP can be applied for by a school or by a parent/carer. For an EHCP application to be 

successful, extensive evidence will need to be supplied to the Local Authority to prove that the 

school is unable to meet the needs of the young person. To show that the school has tried to 

meet the needs of a young person, an APDR (Assess Plan Do Review) cycle should have been 

completed along with an ANP (Additional Needs Plan) which has been reviewed 3 times by the 

school. This will show the measures that have been put in place to support the young person and 

whether the measures had any impact. 

 

A school or educational setting may decide that the threshold for an EHCP will not be met and 

therefore may decide that than an application is not necessary. It may be that a school believes 

that the needs of a young person are being met through the provision which is currently in place,  

and that an application for an EHCP is not necessary at this time. In this situation, 

parents/carers are still able to apply for an EHCP independently. For more information about 

this process, please visit https://czone.eastsussex.gov.uk/.  

 

Once a school has decided that there is a need to apply for an EHCP, an application will be made 

to the Local Authority who will decide whether there is enough evidence to proceed. If they 

decide there is not, they will direct the school to hold a Way Forward meeting with the young 

person and parent/carers to consider what additional plans can be put in place by the school.  

If a decision is made that an EHCP is appropriate, the Local Authority will investigate what the 

young persons needs are. This may involve additional assessments with various professionals 

which will help to identify what support is needed. There will be a co-production meeting where 

a draft EHCP will be discussed. The Local Authority will also decide how much additional Top Up 

Funding will be needed for an educational setting to provide this level of support. They will also 

https://czone.eastsussex.gov.uk/
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decide what kind of educational setting is most appropriate for the young person – a mainstream 

school, a special facility within a mainstream school or a special school. Once the EHCP has been 

finalised, the Local Authority will consult with educational settings and ask them to say whether 

they think they will be able to meet the needs of the student. A school can say whether they 

can or can’t meet need at this point which the Local Authority will consider when they decide 

where they would like to place the young person.  

When deciding on which educational setting is best for a young person, the LA will consider 

parental preference first and foremost. They will then consider which educational settings have 

said that they can meet need. They will also consider which educational setting is the closest.  

Parents and Carers are able to appeal the decisions made by the LA throughout the process if 

they disagree with decisions.  

EHCPs will be reviewed by the educational settings once a year in an Annual Review. In this 

meeting, the targets on the EHCP will be reviewed and the progress of the young person will be 

evaluated. New targets can be set at this point. If a young person is not making progress, this 

will be discussed in the review and additional support will be considered. At this point, an 

education setting can apply for additional funding if they don’t feel that the funding awarded in 

sufficient to provide for the young person. A change in placement can also be requested if 

either the school or Parents/Carers feel that a young person’s needs are not being met. For this 

to be considered, extensive evidence will need to be provided that an education setting has 

tried a range of different support and interventions which have not been successful. 

 

 

Seeking a Diagnosis 

If you are concerned that your child might be showing traits of certain condition such as ADHD 

or ASD, we would firstly suggest you visit you GP to discuss your concerns.  

 

Your GP may then refer directly to the appropriate service OR refer you back to the SEN 

department in the academy. Equally, the academy may wish to make a referral directly from the 

school. In this instance, we will contact home to discuss this and seek permission to begin the 

process.  

We will complete a data gathering exercise from academy staff which will explore:  

- Classroom progress  

- Attitude to learning  

- Behaviour Logs / Incidents 

- Attendance  

- Feedback from academy staff 

- Observations from the SEN department 

- Records from previous school 

- In house screenings and assessment 
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If we deem there to be sufficient evidence for a referral, we will then refer to the appropriate 

service who will evaluate the evidence. They will then decide whether or not to take the referral 

forward to a screening stage. They will write to inform of this and you do have the right to 

appeal if you disagree with the decision.  

If they decide to screen, two screening packs will be sent home – one to be completed by 

parents and carers and one to be completed by the school. These are sent back and the service 

will again review whether there is enough evidence to proceed with a screening. If there is, the 

young person will be added to the waiting list for screening and you will be contacted when an 

appointment is available.  

This could be a considerable period of time. In the meantime though, the academy will be able to 

put our own reasonable adjustments in place to support our students. A diagnosis is useful but 

not necessary for a school to support your child to make progress.  

Referrals for ADHD and ASC are both made to CAHMS via a Statement of Referral Form 

(SoR). These referrals must be made by a professional service and can not be made by a 

parent/carer.  
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