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Dear parents and carers, 

The aim of this information report is to explain how we implement our SEND policy. In other 
words, we want to show you how SEND support works in our academy. 

If you want to know more about our arrangements for SEND, read our SEND policy.  

You can find it on our website here. 

. 

Note: If there are any terms we’ve used in this information report that you’re unsure of, you 
can look them up in the Glossary at the end of the report.  

 

1. What types of SEN does the academy provide for?  
We are an infant primary academy and we admit 270 pupils aged 4 to 7 years.  
  
We are an inclusive school. This means we provide for children with all types of special 
educational needs. The areas of need that are described in the SEND Code of Practice are: 
  

• Communication and interaction – this includes children and young people with 
speech, language and communication needs (SLCN) and those with an Autism 
Spectrum Condition (ASC).  

  

• Cognition and learning – this includes children and young people with moderate 
learning difficulties (MLD), severe learning difficulties (SLD) and profound and multiple 
learning difficulties (PMLD). This also includes children and young people with specific 
learning difficulties (SpLD) such as dyslexia, dyscalculia and dyspraxia.  

  

• Social, emotional and mental health difficulties – social, emotional and mental health 
difficulties may manifest themselves in many ways including becoming withdrawn or 
isolated, as well as displaying challenging, disruptive or disturbing behaviour. Other 
children and young people may have disorders such as attention deficit disorder, 
attention deficit hyperactive disorder or attachment disorder. 

  

• Sensory and/or physical needs – this includes children and young people with visual 
impairment (VI), hearing impairment (HI), multi-sensory impairment (MSI) and 
physical disability (PD). 

 
2. Which staff will support my child and what training have they had? 

 
Every Teacher is A Teacher of SEND 
 

The ‘Every Teacher’ campaign by The National Association for Special Education Needs 
(NASEN) has five key messages: 

https://resources.finalsite.net/images/v1681391970/brightonacademiestrustorguk/vsjhdhin6lhvzbviftdt/UoBAT_B7SEND_131022.pdf


 

   
 

1. Every teacher is a teacher of children with special educational needs and is responsible 
for every pupil in their class. 

2. Every teacher is accountable for every pupil’s progress. 

3. Every teacher is entitled to high quality professional development. 

4. Every teacher should understand the individual needs of all their pupils. 

5. Every teacher should have the support of a qualified and experienced SEND team. 
 
 

Our special educational needs co-ordinator (SENCO)/Inclusion Lead 

Our SENCO/Inclusion Lead is Mrs Nicky Ellis (Assistant Principal).   

She has a number of years experience in this role as Assistant 
Principal/Inclusion Lead.  She is a qualified teacher. 

Mrs Nicky Ellis has achieved the National Award in Special Educational Needs Co-ordination.  
Mr T Jordan (Principal) has achieved the National Award in Special Educational Needs Co-
ordination. 

 

Learning Mentor  

Our academy Learning Mentor is Mrs S Nelson. Part of Mrs Nelson’s role is to 
work very closely with Mrs Ellis, teachers, support staff and parents in 
supporting pupils with SEND in and out of the classroom. 

Mrs Nelson has years of experience in this role and has also worked in a 
specialist setting and worked for the Local Authority as a specialist Learning Assistant (ASD), 
building on her academic studies in autism.  

 

Class teachers 

All of our teachers regularly receive in-house SEND training, and are supported by the 
SENCO to meet the needs of pupils who have SEND. Other professionals, such as the Speech 
and Language Therapist or Autism and Social Communication Team-Advisory Teacher also 
provide regular training to all staff.  

 

Teaching Assistants (TAs) 

We have a team of 13 TAs who are trained to deliver SEN provision.  All Teaching Assistants 
primary role is to work with pupils in the classroom, ensuring adaptive practice supports the 
pupils achieve their potential within the PHIA curriculum.  Where it is deemed appropriate 
for pupils with SEND to receive further intervention out the classroom, this is carefully 



 

   
 

timetabled.  This is to ensure pupils with SEND have access to the whole PHIA curriculum, 
building on the ambitions of the National Curriculum.   

In the last academic year, TAs have been trained in: 

• Supporting children with Autism 

• Supporting children with emotional regulation  

• Supporting children with Anxiety and establishing coping strategies  

• Teaching children self-soothing strategies  

• Identifying signs ADHD and providing supportive strategies 

• Developing early language  

• Supporting EAL learners   
 
TA’s also receive training in any relevant interventions, such as precision teaching, phonics 
keep and catch up groups, speech and language and memory magic.  
 
2025-26 training priorities include: expressive language development, attention and 
listening skills and early language development.    

 

External agencies and experts 

Sometimes we need extra help to offer our pupils the support that they need. Whenever 
necessary we will work with external support services to meet the needs of our pupils with 
SEN and to support their families. These include: 

 Speech and language therapists 

 Professionals from the Social Communication and Autism Team 

 Professionals from the Learning Behaviour Team  

 Play Therapist 

 Educational psychologists 

 Occupational therapists 

 Thought-ful Mental Health Team  

 GPs or paediatricians 

 Academy nurses 

 Child and adolescent mental health services (CAMHS) 

 Education welfare officers 

 Social services and other LA-provided support services 

 Voluntary sector organisations 

 



 

   
 

3. What should I do if I think my child has SEN? 
In the majority of circumstances, parents will be approached by the academy if it is 
considered further support and provision is needed for your child. However, the academy 
welcomes an open dialogue with parents if you are concerned about the needs of your 
child.  The academy strives to identify a child’s additional needs early. When identifying a 
child’s need we: 

• Gain pupil voice to ensure adults are understanding barriers to learning and 
milestones from the child’s perspective 

• Work in partnership with parents/carers, pupils 
• Consult with all adults working with the child 
• Consult with relevant external agencies 
• Use assessment tools & materials 
• Use observations 
• Use both formative and summative data 

 

If you think your child might have SEN, 
the first person you should tell is your 
child’s teacher. 

They will pass the message on to our 
Inclusion Lead, who will be in touch to 
discuss your concerns. 

You can also contact the Inclusion Lead  
directly. (inclusion@phiacademy.org.uk)  

We will meet with you to 
discuss your concerns and try 
to get a better understanding 
of what your child’s strengths 
and difficulties are. 

Together we will decide what 
outcomes to seek for your 
child and agree on next steps. 

We will make a note of what’s 
been discussed and add this to 
your child’s record.  

If we decide that your child 
needs SEN support, we will 
formally notify you in writing 
and your child will be added 
to the academy’s SEND 
register.  

4. How will the academy know if my child needs SEN support? 
 
All our class-based staff are aware and experienced in working with pupils with SEND.  Staff 
make daily formative assessments and observations of pupils whether these are academic 
and/or for a child’s social and emotional development.  

  

If a member of class-based staff observes a pupil requiring further support, they try to find 
out if the pupil has any gaps in their learning. If they can find a gap, they will address the 
misconception or misunderstanding to support the pupil’s understanding. In most cases, the 
attainment gap is closed during this process and pupils are able to then build on their prior 
knowledge.  However, in some cases pupils with SEND may require repetition, adaptations 
to their learning and more time to cement their understanding.  If this is the case, the 

mailto:inclusion@phiacademy.org.uk


 

   
 

teacher will talk to the Inclusion Lead and will contact you to discuss the possibility that your 
child has a particular learning need. 

 

The Inclusion Lead will observe the pupil in the classroom and in the playground to see what 
their strengths and difficulties are. They will have discussions with your child’s teacher/s, to 
see if there have been any issues with, or changes in, their progress, attainment or 
behaviour. If required, they will also compare your child's progress and development with 
their peers and available national data. 

 

The Inclusion Lead will ask for your opinion and speak to your child to get their input as well. 
They may also, where appropriate, ask for the opinion of external experts such as a speech 
and language therapist, an educational psychologist, or a paediatrician.  

 

Based on all of this information, the Inclusion Lead will decide whether your child needs SEN 
support. You will be told the outcome of the decision in writing.  

 

If your child does need SEN support, their name will be added to the academy’s SEND 
register, and the Inclusion Lead, class teacher and yourself will work to create a Pupil 
Passport (Individual Provision Map) for them.  

 

5. How will the academy measure my child’s progress? 
Where a pupil is identified as having special educational needs, we follow a graduated 
approach which takes the form of cycles of “assess, plan, do, review”. 

This means that we will: 

• Assess a child’s special educational needs. This is through ongoing assessment; 
discussions with parents and children and advice from other professionals. 

• Plan: Through discussion with class teacher, support staff, inclusion leader, parents 
and where possible children, pupils’ needs, aspirations, agreed outcomes and goals 
are established. 

• Children most commonly have three targets to work towards, although this number 
will vary depending on a child’s needs. Advice from other professionals will help to 
generate these targets where appropriate. All targets are recorded on the child’s 
pupil passport. 

• Do: Carefully planned intervention and provision is quickly put into place. Typically, 
interventions last for approximately 10-12 weeks. Additional support may be 
delivered in a variety of ways to meet a child’s needs. It could be individual, group 
intervention, teacher, teaching assistant and peer support. Where possible, support 
is given in the classroom, although for some interventions it is more appropriate to 
work outside of the classroom for a short period of time. 



 

   
 

• Review: At the end of this period a review takes place to discuss the impact and plan 
the next steps. All interventions have a carefully planned outcome to meet the 
child’s needs. The impact of provision is evaluated in relation to the outcomes set for 
pupils therefore it is not solely based on assessment data. 

• The SEND Register is a fluid document, if a child no longer requires Wave Two and 
Three support then they will be removed from the register and supported through 
Wave 1, adaptive, quality first teaching.  

 

The graduated approach is a 4-part cycle of assess, plan, do, review.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. How will I be involved in decisions made about my child’s 
education? 

We will provide annual reports on your child's progress. If your child has a ‘Pupil Passport’, 
this will be reviewed at least 3 times within the academic year.  Pupil Passports will be 
shared and discussed with you during the autumn and spring parents’ evening events.  

Your child’s class teacher and Inclusion Lead will meet you to: 

 Set clear outcomes for your child’s progress 

 Review progress towards those outcomes 

 Discuss the support we will put in place to help your child make that progress 

 Identify what we will do, what we will ask you to do, and what we will ask your child to 
do 

Review 
We will assess how well the support 

we put in place helped the pupil to 

meet the outcomes we set. We will 

use our improved understanding of  

your child’s needs to improve the 

support we offer.  

Do 
We will put our plan into practice.  

The class teacher, with the support 

of the SENCO, will be responsible 

for working with your child on a 

daily basis, and making sure the 

support we put in place is having 

the impact we intended. 

Plan 
In discussion with you and your child, we 

will decide what outcomes we are hoping to 

achieve. We will make a plan of the support 

we will offer your child to help them meet 

those outcomes. We will make a record of 

this and share it with you and all relevant 

academy staff. 

Assess 
If your child is not making the expected level 

of progress, we will make an assessment to 

find out what strengths and difficulties your 

child has. We will ask for you and your 

child’s input, as well as getting help from 

external professionals where necessary.  



 

   
 

We want to work with you so that we can build a better picture of how the SEN support we 
are providing is impacting your child outside of the academy.  

If your child’s needs or aspirations change at any time, please let us know right away so we 
can keep our provision as relevant as possible. 

After any discussion we will make a record of any outcomes, actions and support that have 
been agreed. This record will be shared with all relevant staff, and you will be given a copy.  

If you have concerns that arise between these meetings, please contact your child’s class 
teacher.  

 

7. How will my child be involved in decisions made about their 
education? 

The level of involvement will depend on your child’s age and development. We recognise 
that no two children are the same, so we will decide on a case-by-case basis, with your 
input. 

We may seek your child’s views by asking them to: 

 Attend meetings to discuss their progress and outcomes 

 Discuss their views with a member of staff who can act as a representative during the 
meeting 

 Complete a Blob Tree, photo election, landscape of fear or other vehicles to obtain pupil 
voice.  

 

8. How will the academy adapt its teaching for my child? 
Your child’s teacher/s is/are responsible and accountable for the attainment, progress and 
development of all the pupils in their class. 

High-quality teaching is our first step in responding to your child’s needs. We will make sure 
that your child has access to a broad, balanced and ambitious curriculum in every year they 
are at our academy.  

We will adapt how we teach to suit the way the pupil works best. There is no '1 size fits all’ 
approach to adapting the curriculum and we work on a case-by case basis to make sure the 
adaptations we make are meaningful to your child. 

These adaptations include: 

 Adapting our curriculum to make sure all pupils are able to access it. 

 Adapting our teaching, for example, giving longer processing times, pre-teaching of key 
vocabulary, reading instructions aloud, etc. 

  Adapting our resources and staffing 

  Using recommended aids, such as Communicate in Print, consistent visuals, visual 
timetables, writing slopes, adapted pencils etc  



 

   
 

 Adapting the classroom environment and adopting a flexible seating approach where 
appropriate.  

 Teaching assistants may support pupils on a 1-to-1 basis 

 Teaching assistants may support pupils in small groups 

 

See the website for examples of interventions and provision the academy offers.  

These interventions are part of our contribution to West Sussex’s local offer. 

 

9. How will the academy evaluate whether the support in place is 
helping my child? 
 
We will evaluate the effectiveness of provision for your child by: 

   Daily formative assessment will be completed, in accordance with the academy’s 
assessment policy 

 Reviewing their attainment and progress towards their goals each term 

   Reviewing the impact of interventions after 6- 10 weeks 

   Using pupil questionnaires/quizzes 

   Monitoring by the Inclusion Lead 

   Using Pupil Passports to document current needs, adaptations, attainment and 
progress 

   Holding an annual review (if they have an education, health and care (EHC) plan) 

 Pupil progress meetings with the Senior Leadership Team and class teacher (at least 3x 
per year)  

 

10. How will the academy resources be secured for my child? 
 

It may be that your child’s needs mean we need to secure: 

• Extra equipment or facilities 

• More teaching assistant hours 

• Further training for our staff  

• External specialist expertise 

If that’s the case, we will consult with external agencies to get recommendations on what 
will best help your child access their learning. 

The academy will cover up to £6,000 of any necessary costs. If funding is needed beyond 
this, we will seek it from our local authority. 
 



 

   
 

11. How will the academy make sure my child is included in activities 
alongside pupils who don’t have SEND? 
 
All of our extra-curricular activities and academy visits are available to all our pupils, 
including our before and after-academy clubs. 

All pupils are encouraged to go on our academy trips, individual provision and risk 
assessments will be used where appropriate.  

All pupils are encouraged to take part in sports day/academy plays/ workshops as part of 
the academy’s offer for all pupils. 

No pupil is ever excluded from taking part in these activities because of their SEN or 
disability and we will work with you to discuss reasonable adjustments to be included in the 
trip. 

 

12. How does the academy make sure the admissions process is fair 
for pupils with SEN or a disability? 
 

 All pupils with an Education, Health and Care Plan naming the academy will be admitted 
to the academy before any other pupils. 

 Oversubscription criteria are not based on any factor which would unfairly disadvantage 
prospective pupils with a disability or special educational needs – further details are 
published on the Trust website here 

 

13. How does the academy support pupils with disabilities? 
 

Please see the academy’s provision and reasonable adjustments as stated within the 
academy’s Accessibility Plan  PHIA_AccessibilityPlan_21.pdf (finalsite.net) 

 

14. How will the academy support my child’s mental health and 
emotional and social development? 
 
We aim to have an open culture around the discussion of mental health and wellbeing to 
empower our children be able to regulate their emotions. We are committed to proactive, 
early intervention and recognise the importance of promoting positive mental health and 
emotional wellbeing to our children and their families. We recognise that our role as early 
educators is to support children to develop a solid foundation of positive mental health to 
benefit fully from all of the opportunities that are available to them. We want our children 
to be resilient and mentally healthy, so that they can succeed now and in the future. 

https://resources.finalsite.net/images/v1679991426/brightonacademiestrustorguk/q8c2s1mvmaw2ppyfclb9/UoBAT_D7TrustAdmissions_24-25.pdf
https://resources.finalsite.net/images/v1681910858/brightonacademiestrustorguk/zhwoic1trdk8yyqiyt69/PHIA_AccessibilityPlan_21.pdf


 

   
 

Gathering pupil voice is key in supporting a child’s well-being. The whole academy uses the 
Colour Monster to teach our pupils to identify emotions in themselves and others and 
provide them with bank of strategies to help regulate their emotions and improve their 
wellbeing. Targeted work with our Learning Mentor may also support the children to 
recognise their own triggers, learn to read facial expressions, develop problem solving skills, 
and become more attuned to how their actions affect other people. For further information: 
PHIA_SENDSocialEmotionalAndMentalHealth_23.pdf (finalsite.net) 

Pound Hill recognises the effects early childhood trauma can have on our pupils, both now 
and in their future lives. Staff receive training in this area and specialist support is provided 
to children and their families through our in house Play Therapist. 

Wellbeing Concerns 
If you are concerned about the wellbeing of child there are many avenues of support both 
within school and from outside agencies. 

Families can also be supported by a Family Liaison Officer, who is another point of contact 
and support for parents and children if they have any concerns, issues, worries or feedback 
they wish to raise or discuss. 
 
 

15. What support will be available for my child as they transition 
between classes or settings or in preparing for adulthood? 

Between years 

➢ To help pupils with SEND be prepared for a new academy year we: 

➢ Ask both the current teacher and the next year’s teacher to attend the final Pupil 
Progress and provision meeting of the year when the pupil’s SEN is discussed, pupil 
passports are shared.  

➢ Schedule lessons and time with the incoming teacher towards the end of the 
summer term to begin building relationships before the new academic year begins.  

➢ Social stories and or photo books, where applicable, are created with the child and 
copies are sent home 

➢ Children who need additional support with transition are invited into the academy 
during the INSET day in September. This gives them time to meet with their new 
teacher and understand the classroom layout and organisation before they return 
the following working day.  

 Additional visits to the new classroom are scheduled between schools 

When your child is moving on from our academy, we will ask you and your child what 
information you want us to share with the new setting.   

 

https://resources.finalsite.net/images/v1685614840/brightonacademiestrustorguk/ihum8b05gxkwydswtc4u/PHIA_SENDSocialEmotionalAndMentalHealth_23.pdf


 

   
 

Moving from Year 2 into a Junior Setting 

The SENCO of your child’s next school will be invited to come into our academy for multiple 
meetings with our Inclusion Leader. They will discuss the needs of your child receiving SEND 
support. The teachers of Pound Hill Junior School also visit the academy to speak to class 
teachers to ensure a smooth transition. All Pupil Passports are shared to ensure there is 
understanding and clarity of how a child has previously been supported.   

 

Children are offered additional visits and, where appropriate, create their own Pound Hill 
Junior School photobook to support them as a reference.  

 

Moving into Reception 

The Inclusion Lead and or Phase Lead of the academy meets with pre-school and nursery 
staff to discuss the needs of the incoming pupils during term 5. The academy has on average 
30 different feeder settings, when visits are not possible, practitioners meet virtually 
instead.  

Children with an EHCP or going through the EHCNA process will be visited on more than one 
occasion, additional visits for the child to the academy are also made to ensure relationships 
with familiar adults can quickly be built.  

 

16. What support is in place for looked-after and previously looked-
after children with SEN? 
 

Mrs Nicky Ellis will work with staff to make sure that all teachers understand how a looked-
after or previously looked-after pupil’s circumstances and their SEN might interact, and 
what the implications are for teaching and learning. 

Children who are looked-after or previously looked-after will be supported much in the 
same way as any other child who has SEND. However, looked-after pupils will also have a 
personal education plan (PEP). We will make sure that the PEP and any SEN support plans or 
EHC plans are consistent and complement one another.   

 

17. What should I do if I have a complaint about my child’s SEN 
support? 
 
Complaints about SEN provision in our academy should be made to the Inclusion Lead in the 
first instance. They will then be referred to the Trust Complaints policy which can be seen 
here 
 
If you are not satisfied with the academy’s response, you can escalate the complaint to the 
Principal.  

https://resources.finalsite.net/images/v1679991426/brightonacademiestrustorguk/zynyazxmgtp0jkmogtwu/UoBAT_D9ComplaintsPolicy_280323.pdf


 

   
 

 
To see a full explanation of suitable avenues for complaint, see pages 246 and 247 of the 
SEN Code of Practice.   
 
If you feel that our academy discriminated against your child because of their SEND, you 
have the right to make a discrimination claim to the first-tier SEND tribunal. To find out how 
to make such a claim, you should visit: https://www.gov.uk/complain-about-
academy/disability-discrimination  

You can make a claim about alleged discrimination regarding: 

  Admission 

 Exclusion 

 Provision of education and associated services 

 Making reasonable adjustments, including the provision of auxiliary aids and services 

Before going to a SEND tribunal, you can go through processes called disagreement 
resolution or mediation, where you try to resolve your disagreement before it reaches the 
tribunal. Details of how to contact this service can be seen here 

 

18. What support is available for me and my family? 
 

If you have questions about SEND, or are struggling to cope, please get in touch to let us 
know. We want to support you, your child and your family. 

To see what support is available to you locally, have a look at West Sussex local offer. West 
Sussex Local Authority publishes information about the local offer on their website: 

https://westsussex.local-offer.org/ 

Our local special educational needs and disabilities information advice and support services 
(SENDIASS) organisations are: 

https://westsussex.local-offer.org/services/7-sendias-special-educational-needs-and-
disabilities-information-advice-and-support-service 
 
National charities that offer information and support to families of children with SEND are: 

 IPSEA 

 SEND family support 

 NSPCC 

 Family Action 

 Special Needs Jungle 

 

https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
https://www.gov.uk/complain-about-school/disability-discrimination
https://www.gov.uk/complain-about-school/disability-discrimination
https://westsussex.local-offer.org/information_pages/156-compliments-complaints-and-comments
https://westsussex.local-offer.org/
https://westsussex.local-offer.org/services/7-sendias-special-educational-needs-and-disabilities-information-advice-and-support-service
https://westsussex.local-offer.org/services/7-sendias-special-educational-needs-and-disabilities-information-advice-and-support-service
https://www.ipsea.org.uk/
https://sendfs.co.uk/
https://www.nspcc.org.uk/keeping-children-safe/support-for-parents/supporting-children-special-educational-needs-disabilities/
https://www.family-action.org.uk/what-we-do/children-families/send/
https://www.specialneedsjungle.com/


 

   
 

19. Glossary 

 Access arrangements – special arrangements to allow pupils with SEND to access 
assessments or exams 

 Annual review – an annual meeting to review the provision in a pupil’s EHC plan 

 Area of need – the 4 areas of need describe different types of needs a pupil with SEND 
can have. The 4 areas are communication and interaction; cognition and learning; 
physical and/or sensory; and social, emotional and mental health needs. 

 CAMHS – child and adolescent mental health services 

 Differentiation – when teachers adapt how they teach in response to a pupil’s needs 

 EHCNA or EHC needs assessment – the needs assessment is the first step on the way to 
securing an EHC plan. The local authority will do an assessment to decide whether a 
child needs an EHC plan. 

 EHC plan – an education, health and care plan is a legally-binding document that sets out 
a child’s needs and the provision that will be put in place to meet their needs. 

 First-tier tribunal/SEND tribunal – a court where you can appeal against the local 
authority’s decisions about EHC needs assessments or plans and against discrimination 
by a academy or local authority due to SEND 

 Graduated approach – an approach to providing SEN support in which the academy 
provides support in successive cycles of assessing the pupil’s needs, planning the 
provision, implementing the plan, and reviewing the impact of the action on the pupil 

 Intervention – a short-term, targeted approach to teaching a pupil with a specific 
outcome in mind  

 Local offer – information provided by the local authority which explains what services 
and support are on offer for pupils with SEN in the local area 

 Outcome – target for improvement for pupils with SEND. These targets don't necessarily 
have to be related to academic attainment  

 Reasonable adjustments – changes that the academy must make to remove or reduce 
any disadvantages caused by a child’s disability   

 SENCO – the special educational needs co-ordinator  

 SEN – special educational needs 

 SEND – special educational needs and disabilities 

 SEND Code of Practice – the statutory guidance that academys must follow to support 
children with SEND 

 SEN information report – a report that academys must publish on their website, that 
explains how the academy supports pupils with SEN 

 SEN support – special educational provision which meets the needs of pupils with SEN 

 Transition – when a pupil moves between years, phases, academys or institutions or life 
stages 


