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1. Policy 

Provision for pupils with Special Educational Needs and Disabilities (SEND) is a matter for 
the school as a whole. The school is committed to high quality teaching that differentiates 
and shows insight into the range of factors that can affect a pupil’s ability to learn. This 
commitment is to all pupils in the school. 
 
This document is produced in accordance with the duty of equality contained in the Equality 
Act 2010 and the SEND Code of Practice 2014. This requires schools to take positive steps to 
ensure that all pupils admitted to the school (including disabled pupils) can fully participate 
in the education provided and that they can enjoy the other benefits, facilities and services, 
which the school provides for pupils. 
 
The school is committed to making reasonable adjustments, as required under the Equality 
Act.  
 
The school aims to: 

 make “reasonable adjustments” to ensure that all pupils admitted to the school have 
access to the curriculum we offer  

 provide differentiation opportunities within lessons appropriate to the individual’s needs 
and ability 

 ensure the identification of all pupils requiring SEND provision as early as possible in their 
school career 

 ensure that SEND pupils take as full a part as possible in all school activities 

 ensure that parents are kept fully informed of their child’s progress and attainment and 
that high quality dialogue takes place about how pupil’s educational needs can be met 

 ensure that SEND pupils and the parents of SEND pupils are involved, where practicable, 
in decisions affecting their future SEND provision. 

 
The school’s policy on charging for Auxiliary aids and services is included below. 
 

2. Definitions 

 
Definition of disability: 

Generally, impairments have to meet the statutory requirements set out in section 6 and 

Schedule 1 to the Equality Act 2010 and associated regulations. 

 

The Equality Act 2010 definition of disability is usually considered cumulatively in terms of: 

 identifying a physical or mental impairment; 

 looking into adverse effects and assessing which are substantial; 

 considering if substantial adverse effects are long term; 

 judging the impact of long term adverse effects on normal day to day activities. 

 



                                                                                                                          

 

Statutory guidance on the Equality Act 2010 definition of disability has been produced by 

the Office for Disability Issues (within the Department for Work and Pensions) to help 

better understand and apply this definition.  

 

The clear starting point in the statutory guidance is that:  

 Disability means ‘limitations going beyond the normal differences in ability which 

may exist among people’.  

 ‘Substantial’ means ‘more than minor or trivial’. Substantial adverse effects can be 

determined by looking at the effects on a person with the impairment, comparing 

those to a person without the impairment, to judge if the difference between the 

two is more than minor or trivial. Guidance from the Office for Disability Issues 

suggests a range of factors that might reasonably be expected to have a substantial 

adverse effect might include:  

o persistent and significant difficulty in reading and understanding written 

material where 

o this is in the person’s native language, for example because of a mental 

impairment, a learning difficulty or a sensory or multi-sensory impairment; 

o persistent distractibility or difficulty concentrating; 

o difficulty understanding or following simple verbal instructions; 

o physical impairment – for example, difficulty operating a computer because 

of physical restrictions in using a keyboard. 

Factors that might reasonably be expected not to have a substantial adverse effect 

include: 

o minor problems with writing or spelling; 

o inability to read very small or indistinct print without the aid of a magnifying 

glass; 

o inability to converse orally in a language which is not the speaker’s native 

spoken language 

 ‘Long term’ means the impairment has existed for at least 12 months or is likely to 

do so. 

 ‘Normal day to day activities’ could be determined by reference to the illustrative, 

non-exhaustive list of factors in pages 47 to 51 of the statutory guidance relating to 

the Equality Act 2010. (Study and education related activities are included in the 

meaning of day to day’ activities.) The guidance from the Office for Disability Issues 

referred to above illustrates the factors which might reasonably be regarded as 

having a substantial adverse effect on normal day to day activities. 

 

 

 

 



                                                                                                                          

 

 
3. Policy on charging for auxiliary aids and services 

 
Our charges for providing Learning Support lessons (which are regarded as auxiliary services 
under the Act) are explained in the Terms and Conditions which parents agree to when 
pupils are admitted to the school. Educational Screening to inform learning in the classroom 
is paid for by the school. Exams Access Arrangements tests, Educational Psychology 
assessments and assessments carried out by a specialist assessor are all chargeable to the 
parent.   
 
Reasonable adjustments for pupils with a disability will not incur an extra charge. However, 
it should be noted that this applies to pupils who are disabled in the terms of the Equality 
Act and that provision is subject to the test of reasonableness, which is context-specific. 
 
As the legal framework changes, we will take account of legal advice provided by the 
Independent Schools Council (ISC), and will always be willing to respond flexibly to individual 
pupils’ needs. 
 
 

4. General Statements 

 
Admission to Derby High School is dependent upon a prospective pupil reaching the 
appropriate standard in the entrance test and meeting the criteria required to maintain the 
academic standards of the schools.  All EYFS children are invited into school for an 
assessment morning.  The school has a duty to take all reasonable care to educate and 
develop pupils to the best of their potential, having regard to the standard and resources 
available of the school. (Further information can be found in the school’s Admissions Policy.) 
 
The school is committed to securing equality of opportunity through the creation of an 
environment in which individuals are treated on the sole basis of their relevant merits and 
abilities.  This commitment is shared by pupils, staff, parents/legal guardians and the Board 
of Governors.   
 
The parents/legal guardians of all prospective pupils will be asked to give details of any 
known special educational need and provide any relevant documentation when applying for 
a place for their child. Systems will be put in place to ensure that all applicants have equal 
opportunities in entrance examinations. The school will be sensitive to any request of 
confidentiality concerning a special educational need but may ask for reports or references 
from relevant agencies including previous schools. 

 
Parents/legal guardians bear the overall responsibility for taking decisions about the 
management of their child’s learning difficulties. 
  



                                                                                                                          

 

5. Procedures 

a) Staffing 
 

 The SENDCO (Special Educational Needs Coordinator) for Early Years is Mrs Hannah 

Grosberg.  

 The SENDCO (Special Educational Needs Coordinator) for the Primary School is Mrs 

Hannah Grosberg.  

 The Head of Learning Enhancement (Cath McBeth) oversees the SEND provision 

across the whole school and is the SENDCO for the Senior School.   

 Additional support lessons for pupils with Dyslexia are provided by a visiting specialist 

Literacy Support teacher (usually during school hours) paid for by parents.   Payment 

is made directly to the teacher.  

 The Head of Learning Enhancement carries out intervention sessions (across the 

school) with pupils that have been identified as having SEND. 

 Teaching Assistants in the Primary School carry out interventions planned with the 

SENCO and Head of Learning Enhancement.  

See Appendix A SENDCO Roles and Responsibilities.  
 
 

b) Role of Teaching Staff  
 
It is the responsibility of all staff to adapt their teaching to the respond to the strengths and 
needs of all pupils and every teacher is expected to anticipate individual learning needs and 
should: 
 

 Know when and how to differentiate appropriately, using approaches which enable 
pupils to be taught effectively 

 Have a secure understanding of how a range of factors can inhibit pupils’ ability to 
learn and how best to overcome these barriers to learning 

 Demonstrate an awareness of the physical, social and intellectual development of 
children and know how to adapt teaching to support pupils’ education at different 
stages of development 

 Have a clear understanding of the needs of all pupils, including those with special 
educational needs; those of high ability; those with English as an additional language; 
those with disabilities and be able to use and evaluate distinctive teaching 
approaches to engage and support them. 

 
 
 
 
 
 



                                                                                                                          

 

In addition, it is expected that teaching staff at Derby High School: 
 

 Be specifically aware of the information and guidance provided by the Head of 
Learning Enhancement/ SENDCo on SEND pupils via shared iSAMS and staff briefings   

 Take an active part in monitoring and reviewing progress for SEND pupils that they 
teach, alongside input from Deputy Heads, SENDCo and Heads of School and those 
staff whose role is to specifically track assessment and progress in all sections of the 
school 

 Be vigilant in the classroom for pupils with potential SEND and report any concerns 
to the SENDCo via the appropriate member of staff for each section of the school. 

 

 
c) Identification and monitoring of pupils with SEND 

 

The Head of Learning Enhancement and Primary SENCO work closely with the teachers and 
teaching assistants to ensure early identification of pupils with additional needs.  
Needs are identified through: 

 Classroom observations, 

 Baseline assessments, 

 Assessment tracking,  

 Half termly assessments, 

 Information from parents, 

 Transition information, 

 Pupil self-referral.  

An initial concerns proforma will be completed by teaching staff and highlighted pupils will 
be placed on a concerns list and monitored closely.  Initially, differentiated work, resources 
and support will be put in place within the classroom.  
 
Social, Emotional and Mental Health (SEMH) concerns will be monitored and managed in 
liaison with parents, pastoral staff, relevant external agencies such as CAMHS and GPs and 
reasonable adjustments put in place where necessary. 
 
If there are concerns that a pupil may have a Social and Communication Disorder and/or 
Autistic Spectrum Disorder (ASD), Attention Deficit Hyperactivity Disorder (ADHD) or 
Attention Deficit Disorder (ADD) these concerns will be managed in liaison with parents, 
pastoral and teaching staff and relevant external agencies such as CAMHS and GPs.  
 
See Appendix B: Flow chart of identification, monitoring and screening procedures. 
 
 

 
 

 



                                                                                                                          

 

 
d) Screening and assessments 

 
Pupils with ongoing difficulties within the classroom will be invited to attend a screening 
assessment with the Head of Learning Enhancement.  
Screening assessments identify a range of difficulties, including: 

 Speed of working (reading and writing), 

 Processing speed, 

 Phonics and spelling, 

 Reading comprehension,  

 Mathematics comprehension and fluency, 

 Phonological Awareness, 

 Working memory, 

 Focus and concentration. 

 
Results of the screening assessments will be shared with parents and teaching staff.  The 
Head of Learning Enhancement will provide teaching staff with a list of recommendations to 
support the pupil in the classroom.  Pupils will be elevated to the Languages, Literacies and 
Processing List. 
 
Pupils in Early Years and Infants will not be screened. The Head of Learning Enhancement 
and the Form Teacher will carry out informal literacy assessment tasks to identify areas of 
need.  These areas will be targeted with regular interventions.  These areas of need will be 
communicated to parents and support tasks sent home.  
 
In the Primary School, the Form Teacher will compile an Individual Education Plan outlining 
short term manageable targets.  These targets will be reviewed regularly, and the plan will 
be shared with parents at parents evening. Pupils with an IEP will have a support file and a 
target book for communication with parents to enable support from home.  
 
The Head of Learning Enhancement will write a Pupil Learning Profile for pupils in the Senior 
School with cognitive, literacy, processing and social, emotional and mental health needs. 
These will be shared with parents and pupils, who are invited to contribute.   
 
 
 
 
 
 
 
 
 
 
 
 



                                                                                                                          

 

e) Referral to a specialist   
 
Where the Head of Learning Enhancement/ SENCO feel that further investigations into the 
pupils’ needs is required, a referral will be made to an appropriate professional external 
agency.  This will only take place after extensive communication with parents and parental 
consent.  
 
Speech and Communication Language needs will be referred to the Local Authority Speech 
and Language Team.  A Speech Therapist will assess the pupil within the school environment 
and provide any relevant support in communication with the school. 
 
Literacy, mathematical and cognitive difficulties will be referred to Dr Clare Boorn 
(Educational Psychologist) or Miss Rachael Pycock (Specialist Dyslexia Teacher and Exam 
Arrangements Assessor).  
 
Communication, social and emotional difficulties will be referred to the GP/community 
pediatrician or a SPOA Single Point of Access form will be completed by the Head of Learning 
Enhancement and will be referred by the school.  
 
Physical Difficulties will be referred to an Occupational/ Physiotherapist Therapist.  
 
On receipt of a diagnosis, all Individual Education Plans and Pupil Learning Profiles will be 
updated accordingly with reviewed recommendations from the specialist.  The pupils will be 
placed on the SEND list.  
 
 

f) Intervention and support  
 
The school’s core curriculum is inclusive and differentiated and thereby allows pupils to 
achieve their potential. The curriculum is based on the principles of setting suitable learning 
challenges, responding to pupils’ learning needs and overcoming potential barriers to 
learning.  Quality First Teaching (QFT) remains at the heart of the school’s approach to 
learning and addresses the needs of all pupils within the classroom setting through 
differentiation, resourcing, and reasonable adjustments.   
 
Pupils’ that have been identified as having additional needs through screening assessments, 
will also be invited to weekly intervention sessions.  
 
The Head of Learning Enhancement provides teaching staff with classroom support 
strategies and resources for pupils with additional needs.  
 
The Head of Learning Enhancement provides targeted intervention sessions for pupils with 
additional needs, across the school.  An intervention journal will be completed and sent 
home communicating activities completed and ideas for supporting at home.  
 
In the Primary School, Teaching Assistants provide additional 1:1 and small group support 
both in and outside of the classroom.  



                                                                                                                          

 

In the Senior School, the Literacy Coordinator supports the Head of Learning Enhancement 
in delivering intervention to pupils with additional needs.  
 
Miss Rachael Pycock is available to deliver weekly 1:1 intervention for pupils with Dyslexia 
(chargeable to the parent).   
 
See Accessibility Policy  
 

g) Exam Access Arrangements  
 

Exam Access Arrangements will be identified through classroom observations and screening 
assessments.  Evidence of the pupils’ normal way of working will be monitored and supplied 
to the Head of Learning Enhancement.  Once a picture of need is established, the Head of 
Learning Enhancement or Specialist Assessor known to the school will carry out an Exams 
Access Assessment.  An independently sourced access arrangements assessment may not be 
used, and additional Access Arrangements Assessments will need to be carried out by the 
school.  
 
Exams Access Arrangements must be the pupils’ normal way of working and will be trialed 
in internal examinations and assessments.  Pupils must ensure that these are used 
effectively; failure to do so can result in the arrangement being removed. 
 
Access Arrangements currently in place at Derby High are:  

 25% extra time 

 Up to 50% extra time  

 Word processor 

 Coloured overlays 

 Practical assistant 

 Rest breaks  

 Individual room   

 
See Appendix C – Access Arrangements Procedure  
See Appendix D – Word Processor Policy  
See Appendix E – Voice Recorders and Recording Apps Policy 
 
See ACCESS ARRANGEMENTS POLICY 
 
 
 

h) Transition arrangements 
 

 The Head of Learning Enhancement liaises closely with the Primary SENCO, pastoral 
leads, teaching staff and teaching assistants.  

 SEND information is passed on at the end of each school year as part of transition 
meetings.  



                                                                                                                          

 

 
The Primary SENDCO requests information to be passed on between Early Years – Key Stage 
1 and Key Stage 1 – Key Stage 2.  Teaching staff familiarise themselves with the information 
in preparation for the new academic year.  Individual Education Plans are reviewed and 
passed on.  
 
The Head of Learning Enhancement requests information about possible Special Needs 
concerning pupils who are making the transition from Year 6 to Year 7 from:  

 Derby High Junior School  

 The School Registrar concerning information from parents and other schools.  

 The Head of Learning Enhancement and Primary SENDCO will meet with parents whose 
child is making the transition from Junior school to the Senior school towards the end of 
year six, to aid an effective transition for SEND pupils. 

 SEND pupils from year 6 will be given an additional tour round the senior school with the 
Head of Learning Enhancement to support their emotional wellbeing during the 
transition to the Senior school.  

 The Head of Learning Enhancement will produce a Pupil Learning Profile for each pupil 
on entry to the Senior School.  This is circulated to staff before the autumn term begins.  

 
The Head of Learning Enhancement will provide information upon request for pupils with 
SEND who are making the transition to Higher Education. 
 
 

i) EAL 
 
Please see EAL policy 
 

j) Gifted and talented pupils (senior school) 
 

We do not label pupils as Gifted and Talented as we feel this can put pressure on those pupils 
and demoralise those not identified in this way.  
Support for gifted and talented pupils includes:  

 stretch and challenge for pupils who are academically able 

 opportunities for talented pupils to be extended in practical subjects  

 department schemes of work provide opportunities to challenge and stretch these 

pupils through differentiation. (See Differentiation Policy).  

 sixth Form Academic enrichment seminar programme aimed at able pupils in the 

Sixth Form, but which is open to other pupils too.  

 Scholar’s programme.  

 
k) Education, Health and Care Plans 

 

Pupils with Education, Health and Care plan (EHC): currently there are no pupils in Derby 
High Senior School with a full EHC plan.  
 



                                                                                                                          

 

In cases where the school felt the pupil required additional support beyond the means of 
the school; extensive information would be gathered and a plan, do review programme put 
in place for the pupil.  If an EHCP would be required to enable the pupil to access learning, 
then a referral to the Local Authority for an EHCP would be made by the Head of Learning 
Enhancement.  
 
Parents/legal guardians have a right under Section 36 of the Children and Families Act 2014 
to ask the local authority to make an education, health and care needs assessment for a child 
or young person aged between 0-25 years. The Education and Health Care Plan (EHCP) 
replaces Statements of SEN. 

 
This means that children, young people and families will have a single assessment process, 
covering education, health and care, ensuring that families have confidence that all of the 
different local agencies across education, health and social care are working together to 
meet their needs.   

 

Where an application is made to the school for a child with an existing EHCP, the school 
would review whether the recommendations and requirements outlined in the EHCP can be 
met by the school.  Additional costs of the reasonable adjustments would be outlined to the 
parent.  
 
 

l) Alternative Arrangements 
 
The school reserves the right, following consultation with parents/legal guardians, to 
ask or require them to withdraw the child from school, if, in the school’s opinion: 

 
(a)  the child is in need of a formal assessment, specialist teaching or learning support or 
medication to which the parents/legal guardians do not consent 
 
(b)  the parents/legal guardians have withheld information from the school, which, had the 
information been provided, would have made a significant difference to the school’s 
management of the child’s learning difficulties and/or 

 
(c)  the child’s learning difficulties require a level of support or medication which, in the 
professional judgement of the Headteacher, the school is unable to provide, manage or 
arrange 
 
(d)  the child has special educational needs that make it unlikely that he/she will be able to 
benefit or progress sufficiently from the education and facilities which the school provides. 
 
In any of the above circumstances the school will do whatever is reasonable to help 
parents/legal guardians find an alternative placement which will provide the child with the 
necessary level of teaching and support. 
 
The schools’ references to another educational provision and/or agency will include relevant 
information about the pupil’s special educational needs. 



                                                                                                                          

 

 
 

m) Complaints procedure  
 
These will be dealt with according to the school’s complaints procedure.  
Prompt and thorough discussion with parents on issues raised with the Head of Learning 
Enhancement/ SENDCO and keeping channels of communication open (including use of 
email) helps parents to feel that their concerns are being attended to. 
 
Additional support, information and questions for parents can be found in the SEND 
Information Report (Appendix F) 
 
 



                                                                                                                          

 

Appendix A: SENDCo roles and responsibilities  

 
The Primary SENDCO is responsible for:  

o Liaising with the Head of Learning Enhancement  

o overseeing the day-to-day operation of this policy 

o co-ordinating provision for children with special educational needs  

o liaising with and advising teachers  

o supporting teachers with the writing of Individual Education Plans 

o overseeing the records on all children with SEND  

o liaising with parents of children with SEND (in conjunction with class teachers)  

o contributing to the in-service training of staff  

o liaising with external agencies, educational psychologists, health and social services, 

and voluntary bodies  

o purchase appropriate resources  

o organise screening and assessments 

o supporting with the transition of SEND pupils between key stages.  

 

The Head of Learning Enhancement is responsible for: 
o liaising regularly and offering support to the Primary SENCO 

o line managing learning support staff in the Junior School 

o line manging the Primary SENCO in conjunction with Head of Primary 

o supporting the Primary SENDCO with the SEND provision in Early Years, Infants and Juniors 

o being the SENDCO for the Senior School 

o writing Pupil Learning Profiles for Senior school pupils with SEND. 

o liaising with parents of pupils with SEND 

o contributing to the in-service training of staff 

o carrying out specialist literacy intervention with pupils across the school 

o carry out screening assessments with identified pupils 

o monitor SEND lists 

o refer to and communicate with outside agencies and organisations 

o facilitate Access Arrangements  

o carry out Access Arrangements Assessments  

o gather evidence for access arrangements  

o award access arrangements where appropriate  

o support Exams Officer in the application of access arrangements  

o communicate with parents regarding the students’ progress  

o support the transition of SEND between key stages  

o complete single point of access/ EHCP referrals 

o ensuring provision and reasonable adjustments for SEND are made within the classroom  

o attend pastoral lead meetings and liaise with pastoral leaders regarding concerns 

o update Senior Leadership Team and Governors on the development of SEND 

 

 



                                                                                                                          

 

                             Appendix B: Derby High School SEND Procedures 
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Appendix C: Access Arrangements Procedure  
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Appendix D: Word Processor Policy 

 
Contents: 

1. Policy on word processing as a normal way of working 

2. Policy on typing as an exam concession  

3. Procedures 

 

1. Policy on word processing as normal way of working  

A laptop may be granted by the SENDCO if the pupil has: 

 A slow handwriting speed identified through screening assessments 

 Illegible handwriting to the point that there is a substantial and long-term, adverse effect on 

their learning or attainment and/or if there is a suspected or confirmed learning disability 

which makes ordering thoughts difficult. 

 physical and sensory impairments or medical conditions may also warrant the need for a 

laptop/PC. 

Pupils should also be allowed opportunities to practise writing by hand under timed conditions, to 

see if this skill improves. 

Hindrances to writing speed should be investigated such as posture, grip and the pupil’s attitude 

i.e. ensure there is not a desire for ‘neatness’ which is slowing the pupil down unnecessarily. 

‘Normal way of working’ should mean that the pupil is allowed to type even when other students 

are not allowed to type.  

KS4 and above: In addition to the guidelines above, at GCSE level and beyond, supporting evidence 

from an Educational Psychologist’s Report, NHS Information or an Education, Health and Care plan 

may state that a pupil’s handwriting speed qualifies them for extra time in exams. If the pupil 

chooses to type, this would remove the barrier to achievement and they would not be eligible for 

both extra time and a word processor, unless, they also had additional difficulties relating to 

below-average speeds of processing or reading comprehension. For extra time concessions, if the 

pupil is in year 10 and above, an Educational Psychologist’s report, an Exams Access Arrangements 

test (EAA) or an EHC plan must have been carried out no earlier than year 9 and should include 

standardised scores, details of the tests used and be carried out by a qualified assessor who is 

known to the school. The assessor must hand-sign and date the document, after discussion with 

the school and parents and should also complete section C of JCQs from 8. 

Separate rules apply to extra time at GCSE and are explained in JCQs guidelines. 

Normal way of working should mean that the pupil is allowed to type even when other students 

are not allowed to type. 



                                                                                                                          

  

See below for this year’s JCQ guidelines.  

2. Policy on typing as an exam concession  

JCQ update the rules on this each year:  

 The concession of laptop use in an exam may be granted if it is a pupil’s “normal way of 

working”. It should be granted where it represents a “reasonable adjustment” and should 

not confer competitive advantage. To word process in exams, pupils must have used it as 

their normal way of working for extended pieces of writing and there must be evidence on 

file that this is the case. Teachers are responsible for providing this evidence to the 

SENDCO, as without it, pupils may lose the right to type in exams, despite eligible scores. 

This is in accordance with JCQ rules. 

 Pupils may type as their “normal way of working” in lessons for the following reasons:  

 lack of legibility of hand writing (e.g. due to poor pen grip); 

 lack of legibility of a handwritten script due to crossings out (e.g. due to difficulty in 

ordering ideas); 

 lack of legibility due to pain/discomfort (candidate cannot produce volume of work 

required and simultaneously ensure that it is legible); 

 candidate has so much difficulty in ordering thoughts that they would be unable to 

produce a script that made sense. Using a laptop gives them the opportunity to move 

text around on the screen; 

 diagnosed learning difficulties or evidence of a below-average or low average 

handwriting speed (standardised score of below 85, signed off by a qualified 

assessor, known to the school). 

 This concession will normally be provided for pupils in Year 10 and above; however, 

consideration will be given to providing it for pupils at KS3 whose difficulties render it an 

appropriate “reasonable adjustment”. This is usually where pupils have been monitored as 

a result of screening scores and they are deemed as likely to have a specific learning 

difficulty or there is clear evidence of a handwriting speed which is below average or very 

low average; these pupils will almost certainly be assessed formally in year 9 or above. 

3. Procedures:  

Evidence will be sought from screening using Lucid Exact software (writing speed test), from 

subsequent monitoring and from pupil, parental and staff feedback. Other evidence may include 

information contained in an educational psychologist’s assessment or provided by another 

professional (such as an occupational therapist or a learning support teacher).  

1. The SENDCO will recommend trialling the use of a laptop as a normal way of working, in 

liaison with SLT, staff, the pupil and parents. 

2. The Head, as Head of Centre, is responsible for making the decision as to whether the 

concession will be granted, on the advice of the SENCO. 



                                                                                                                          

  

3. Once it has been established that the school should apply for the concession, at least a 

month, and preferably longer,  should elapse before the candidate takes an exam, so that 

they can prepare e.g. by working on their typing speed and getting used to using a laptop 

under test conditions. Guidance will be provided with respect to which exams may be 

appropriately taken on a laptop. If the pupil brings his or her own laptop to school, then he 

or she will be responsible for its safe keeping. The school will make reasonable provision for 

its storage when it is not being taken to lessons, but will not be responsible for loss or 

damage to it.  

4. The pupils will need to have an appropriate way of carrying the laptop round school. 

Parents are responsible for ensuring that this will not be injurious to her. 

5. The pupil will not normally have access to the school IT network using her own computer, 

unless he/she is a sixth-former.  

6. When not in lessons, pupils below the sixth form should not use their own laptop, but 

instead should make use of school facilities. Pupils will not use a personal laptop to access 

any IT applications or internet sites that are not available through the school network. The 

school reserves the right not to allow a pupil to bring their laptop into school if this privilege 

is abused. 

7. Pupils using a laptop for exams will not usually be accommodated in the same room as 

candidates not using a laptop.  

8. Once it has been agreed that the concession of using a laptop in an exam may be granted, 

both parent and pupil fill in a consent form which is returned to school. 

9. The ICT department will provide a suitable computer for use in external examinations which 

satisfies the criteria set out by JCQ in their guidance. The pupil will be instructed regarding 

the procedures which should be adhered to, such as saving and printing off their work. The 

school Exams Officer will ensure that JCQ regulations regarding laptop use are enforced.  

10. If concession is not granted, parents will be also be notified by letter, including brief details 

as to why it is not appropriate to grant the concession. 



                                                                                                                          

 

Appendix E: Voice Recorders and Recording Apps Policy  

 

Contents: 

1) Policy  

2) Conditions under which recording is permitted 

3) Confidentiality 

 

1. Policy for permitting use of a voice recorder and/or voice-recording app in lessons 

 

The school will allow homework to be recorded on a suitable voice recorder and/or voice-recording app 

such as ‘Voice Recorder’ or ‘Voice Notes’ which can convert speech to notes. Both of these are free. 

We will also allow parts of an academic lesson to be recorded. This reflects the fact that a small number of 

pupils may find it difficult to make sufficiently detailed notes to be able to derive full benefit from a lesson.  

 

There are two categories of pupil who may be allowed this concession: 

(i) Students with a full diagnosis of an SEN(d). 

(ii) Students who can demonstrate that it is a necessary reasonable adjustment for them. 

 

1) Conditions under which recording is permitted 

 

a. The recording of homework does not require special permission, but pupils must notify their 

teacher that they are doing so and abide by the confidentiality rules below. 

b. Recording will normally be allowed only in the Sixth Form. 

c. In the years below, teachers will generally be dealing with such pupil difficulties in other ways (such 

as providing photocopied notes), as the amount of auditory information will be less. 

d. Any student wishing to record parts of a lesson should speak in the first instance to the SENDCO, 

explaining why they wish to make use of this concession. The SENDCO will discuss this request with 

the relevant member(s) of staff and SLT before a final decision is made. This should normally be 

within 5 working days of the request being made. 

e. There may be parts of the lesson which should not be recorded for reasons of confidentiality. It will 

be at the teacher’s discretion as to which parts are appropriate to be recorded. A teacher might not 

permit recording where they feel that the content of the discussion is of a sensitive or personal 

nature.  It would not be expected that the whole of a lesson would be routinely recorded.  

f. Recordings may only be undertaken with the knowledge and permission of the member of staff 

taking the lesson. 

g. Recording may only be made on equipment approved by the school. 

 

2) Confidentiality 

A condition of permission to record is that the recording shall not be shared with a third party either in or 

outside school. This includes sharing by electronic means such as transmission over the internet or via 

email.  Any breach of confidentiality will mean the automatic withdrawal of the right to use a recording 

device and/or app and will be dealt with as a serious disciplinary matter under the Disciplinary Policy. 

 



                                                                                                                          

 

This agreement would be for a specified time period and Appendix A should be signed by the teacher, the 

student and by the student’s parents. The completed form will be returned to the SENDCO, who will hold 

one copy on file. Another copy will be held in the student’s confidential file. A further copy will be held for 

reference in a file in the senior school staff room. 

 

Where pupils do not have a diagnosis of an SEN(d), but request to record within a lesson, evidence should 

be recorded to support the request. This should include information from those who teach the student and 

the form tutor. The SENDCO can then collate this evidence and use it to make an informed decision. It is 

possible that a hitherto undiagnosed SEN(d) is present which could then be investigated. 

 

Students provided with this arrangement should sign and abide by its conditions. 

 

Subject teachers, personal tutor(s) and SLT will be informed that a student has been permitted this 

arrangement. 



                                                                                                                          

 

Appendix F: Request for permission to use a recording device/ voice-recording app 

(other than for recording homework) 

 

This form should be used where permission is sought to use recording devices and/or app in order 

to record part of an academic lesson.  

Please retain copies of the form and the policy for reference.  

 

______________________________ (name of pupil) Form: ________ 

 

is permitted to use voice recording device and/or voice-recording app in order to record part of an 

academic lesson, as detailed below. 

 

Subjects:     Teachers: 

 

______________________  ________________________ 

 

______________________  ________________________ 

 

______________________  ________________________ 

 

Pupil agreement: 

1.  I have read and understand the school policy on recording parts of lessons. 

2.  Confidentiality: 

I understand that any recording shall not be shared with a third party either in or outside school. 

This includes sharing by electronic means such as transmission over the internet or via email.  

3. I understand that where possible the teacher will explain in advance if recording will not be 

appropriate. I also understand that there may be occasions where recording may have to be 

stopped due to the nature or content of the class discussion taking place. 

 

Signature of pupil: _________________________  Date: ________ 

 

Parental agreement: 

I am aware that my daughter may record parts of lessons as outlined by school policy and give my 

consent for this to take place. 

 

Signature of parent: ________________________ Date: _________ 

   

When complete, please return this form to the SENDCO. 

 

-------------------------------------------------------------------------------------------------------- 

 

Permission given   Date: _______________ 

Signed: ____________________________   (SENDCO) 



                                                                                                                          

 

SEND information Report September 2022 

The Special Educational Needs and Access Arrangements and Disabilities Policies are available on our website and provide further detail about 

the school’s approach to SEND. 

  

Key Stage Specific information is highlighted as follows:  

Early Years, Primary School, Senior School 

 

What should I do if I think my child has a Special Educational Need or Disability (SEND)? 

 

In the first instance you should contact your child’s Form Teacher to highlight your concerns. Discussions will then take place in School with 

relevant staff including the Head of Learning Enhancement, Primary SENDCo (Special Educational Needs and Disabilities Coordinator) and 

subject teachers.  

The SEND Lead for Early Years and Primary is Miss H Law BA (Psychology) PGCE; the SENCo for Senior is Mrs C McBeth (Head of Learning 

Enhancement) BEd PGC (Language, Literacies and Dyslexia) PGDip MSC AMBDA.   

 

How does the school identify SEND?  

 

Special Educational Needs can be identified through a wide range of evidence which includes:  

 In - class observations  

 Baseline Data 

 Assessment tracking  

 Concerns proforma’s completed by the class teacher 

 Concerns raised by Teaching Staff or Parents  

 Self-referral by the student  



                                                                                                                          

 

 Screening assessments  

Pupils are placed on the concerns list and begin to be monitored closely. 

 

Where a cognitive, physical or neurodevelopmental learning difficulty or disability has been diagnosed by a Qualified Professional, Educational 

Psychologist or Consultant Paediatrician the student will be placed on the school Special Educational Needs and Disabilities (SEND) list.  A Pupil 

Learning Profile (PLP) will be written my Mrs C McBeth for Senior pupils and for the Primary pupils Individual Education Plan (IEP) will be 

written by the class teacher.  

 

Where a literacy and processing difficulty has been identified through assessments without formal diagnosis, the student will be placed on the 

school Language, Literacies and Processing Difficulties (LLD) list. These include students that require access arrangements in examinations due 

to speed of working, but that do not have a formal diagnosis. A Pupil Learning Profile (PLP) will be written my Mrs C McBeth for Senior pupils 

and an Individual Education Plan (IEP) will be written by the class teacher. 

 

A variety of learning needs and disabilities are supported including: 

Dyslexia, ASD, ADHD/ ADD, Dyspraxia, Dysgraphia, Visual and Hearing Impairment, Physical Difficulties and disabilities as well as Social, 

Emotional and Mental Health Needs.  

 

What support is available for my child? 

 

The Head of Learning Enhancement and Primary SENCo work closely with the Early Years Lead, Senior Leadership Team, Pastoral Leads, 

Teachers and Teaching Assistants to ensure that all the pupils’ social, emotional and learning needs are met.  

 

The School provides quality first teaching in which staff know their students well and plan accordingly with appropriately differentiated 

resources. Teaching Assistants may be allocated to some EYFS and Primary classrooms to support individuals/ small group of students.   



                                                                                                                          

 

 

The Head of Learning Enhancement provides specialist literacy teaching to individual/small groups of pupils.  Feedback from these sessions is 

given to Class/ Subject Teachers, Teaching Assistants and Parents who can consolidate and support the learning.  Teaching Assistants in the 

Primary school then support identified pupils within the classroom and through planned intervention sessions.  

 

Recommendations for supporting individual pupils’ needs are highlighted in the Pupil Learning Profiles and Individual Education Plans.  

Adaptations and reasonable adjustments are made to the curriculum, resources and learning environment to ensure each child has the 

opportunity to reach their potential.   

 

 

 

How will I get my child assessed?  

 

Specific Learning Difficulties  

Where appropriate, Literacy and Mathematics based assessments are carried out within School by the Head of Learning Enhancement. Results 

of the assessments are passed on to the teacher and are used to inform teaching and learning within the classroom. Parents will be invited in to 

discuss any issues and recommendations raised. Interventions with the Class Teacher, Teaching Assistant and SENDCo will be put in place to 

ensure optimum progression.   

 

Following regular intervention and support, a range of more comprehensive screening and diagnostic assessments are available and will be 

recommended where the Head of Learning Enhancement/SENCo feels that there may be a Specific Learning Difficulty (SpLD) present.  

 

Where further assessments are required, a referral to an Independent Educational Psychologist, Community Paediatrician or Special Assessor 

will be recommended. Where your child has communication difficulties, the school can refer to local authority Speech and Language services.   



                                                                                                                          

 

 

Examination Access Arrangements 

Screening assessments are carried out with students that are identified by the Teacher/ SENDCo as potentially requiring examination 

consideration. Parents will be invited in to discuss any issues and recommendations raised.   

 

Examination consideration will be trialed in internal tests and assessments with individuals that meet the criteria through screening 

assessments.  Comprehensive evidence needed to meet the Joint Qualifications Council (JCQ) criteria, will be collected from subject lessons and 

internal examinations.  Where evidence is sufficient, an assessment with a Specialist Assessor is required before an application for examination 

consideration will be made by the school.  

 

What involvement will I have?  

 

Parental involvement is key to the progress and success of the pupils. The Head of Learning Enhancement will ensure regular communication 

between parents/carers and the school with regards to the provision.   

Parents’ will have access the Pupil Learning Profile (PLP)/ Individual Education Plan (IEP) and will be involved in agreeing targets and support 

strategies that are to be put in place.    

 

Pupils’ having additional support sessions will have an intervention journal outlining activities that should be completed at home.  

 

 

 

 

 

 



                                                                                                                          

 

How will I find out about my child’s progress?  

 

Early Years use Tapestry, an online communication and assessment tool to provide next steps regularly throughout the academic year. A written 
report will be sent electronically at the end of the academic year. 
 
In the Primary School Written reports are sent electronically to parents of all children from Y1 – 6 at the end of each term. In autumn and 

spring, the focus is reporting on strengths and next steps for core subjects, alongside pastoral comments. The written report at the end of the 

Summer Term will comment on all areas of the curriculum and an overview of how your child has been pastorally. Parents’ evenings take 

place twice yearly for all Primary pupils, one in the Autumn Term and one in the Spring Term. These have a pastoral focus. 

 

If your child has an Individual Education Plan (IEP), you will be able to discuss this with the School prior to signing it.  This is reviewed termly and 

new targets are set when appropriate.  

 

In the Senior School, students receive two assessment reports and two written reports a year which all have attainment and attitude to 

learning grades.  They also have one parents' evening.   

 

Additional meetings can be scheduled with the Form Teacher, Subject Staff or Pastoral Leads.  In addition, the Head of Learning Enhancement/ 

Primary SENCo will contact parents by telephone, email or in- person as required.  

 

The Head of Learning Enhancement updates the Pupil Learning Profiles and reissues these where appropriate.  

 

Contact 

Head of Learning Enhancement – Mrs C McBeth – cmcbeth@derbyhigh.derby.sch.uk 

Primary SEND Lead – Mrs H Grosberg – hgrosberg@derbyhigh.derby.sch.uk 
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