
 

 

 
 
 

Hollymount Primary School   
Inclusion Policy  

 
This policy complies with the statutory requirement laid out in the Special Educational Needs and Disability Code of 
Practice 0 - 25 Years (July 2014) and has been written with reference to the following guidance and documents:  
 

• Equality Act 2010: advice for schools (DfE Feb 2013)  
• SEND Code of Practice 0 – 25 Years (July 2014)  
• School SEN Information Report regulations (2014)  
• Hollymount Safeguarding Policy  
• Hollymount Behaviour and Culture for Learning Policy 
• Hollymount Accessibility Plan  
• Hollymount SEN Information Report 
• Teacher Standards (DfE 2012) 
• Statutory Guidance on Supporting Pupils with Medical Conditions (DfE April 2014)  
• The Education Endowment Fund (EEF) 
• Hollymount’s Vision and Values 

 
 
Rationale   
 
The Board of Governors, Headteacher and staff of Hollymount Primary School believe that all children have the right 
to develop their potential and to be safe and happy in school. We are committed to providing a learning 
environment with an ethos of respect, integrity, honesty and compassion, where learners benefit from positive 
relationships with staff and their peers in line with our Vision and Values. 
 

 
 

 
Reviewed by the full governing body in September 2025 

 
Next review date in September 2026 

 
 
 
 

Inclusion is one of the key pillars that our school is 
built upon and is a golden thread that runs through all 
that we do at Hollymount.  All members of staff know 
that Inclusion sits with them and are empowered and 
supported to ensure that their teaching and school 
environment enable that to happen.   A graduated 
approach is taken to measure the success of this 
support and ensure that adjustments and support 
continue to be beneficial and relevant to the 
individual.   
 



 

 
Systems and Processes  
 
We are aware that there are a range of needs that will require additional educational support in school and these 
include, but are not limited to: 
 

• Neurological needs 
• Physical disability 
• Learning disability 
• Hearing impairment 
• Visual Impairments 
• Complex Health conditions 
• Adverse Early Childhood Experiences 

 
In addition, there are other factors such as having English as an Additional Language (EAL), being the child of a 
serviceman/woman, being a Looked After Child (LAC), being in receipt of pupil premium funding etc. that does not 
mean that a child has a learning need, but could indicate that they will need enhanced and differentiated support in 
class.   
 
Our graduated approach is embedded in the teaching and learning practice of all of our teaching staff.  This 
approach ensures that we use accurate assessments and observations of our pupils to ensure that we are able to 
make accommodations and provide specific targeted support to meet the needs of all pupils, including those with 
additional needs.   
 
Early identification of need and provision of support and accommodation is key to ensure that children can meet 
their academic and personal potential and provide the best opportunities to close gaps.  If we as a school and/or a 
parent, feels that their child needs additional support then we will work through the initial concerns process 
(Appendix 5-8).  This process enables the parents and the teacher to think together about the current barriers to 
learning that the child is facing and put in place specific and measurable steps to support the child in overcoming 
these barriers.  These targets will be reviewed regularly. 
 
Some pupils will join our school community with an existing diagnosis, medical need and/ or having had adverse 
childhood experience/s, and in these case’s a child might go straight onto the Inclusion Register and bypass the 
initial concerns process.  
 
After the initial concerns process it might be felt that the need has been sufficiently addressed and that child will no 
longer be monitored in this way and continue to receive high quality adaptive teaching.  Alternatively, it might still 
be felt after the initial concern process that there still needs to be higher monitoring of academic progress, 
emotional wellbeing and/or behaviour.  Teachers will continue to monitor a child’s progress and safeguard the 
accommodations that they need by adding them to our Inclusion Register and detailing what they need through 
Provision Map.  If a child goes on to the Inclusion Register then their parents/carers will be given a link to Provision 
Map and invited to contribute to the co-production of a pupil passport.  The teacher may also apply and review 
specific provision.  Once on the Inclusion Register pupils may also be referred for assessments with the MSISS 
(Merton SEND Support and Inclusion Service) or EP (Educational Psychology) services to deepen our understanding 
of their needs and how we can support them.   
 
When a child has been on the Inclusion Register and received specific and targeted support, but it is felt that their 
educational needs may require further more specific support then the school and parents may decide to apply for an 
Educational Health Care Needs Assessment (EHCNA).  In this process the school and parents work together in 
partnership to present information to the council to demonstrate that the child does or may have specific 
educational needs and may benefit from further more specialist input.  
 



 

Strong safeguarding practice underpins everyone’s practice.  We are aware that those with additional needs or 
vulnerabilities are more susceptible to abuse and so their words and actions are monitored more closely by all 
members of staff.  If anyone has any concerns they will direct these towards the schools safeguarding team 
immediately.   
 
As a school we have the access of a range of external services that we use to help support staff, pupils and their 
families in understanding and meeting their child’s needs.  These include: 
 

• MSISS – Merton SEND Support & Inclusion Service (buy in) 
• EP - Merton Educational Psychologist (buy in) 
• Being Me Counselling (buy in) 
• EWP - Education Wellbeing Practitioner service (universal) 
• CAMHS – Child and Adolescent Mental Health Service (universal) 
• MAOS - Merton Autism Outreach Service (universal) 
• NHS Speech and Language Support Service (universal) 
• NHS Occupational Therapy (universal) 
• Early Years Inclusion Service (universal) 
• School Nurse (universal) 
• MSSS - Merton Sensory Support Service (referral only) 

 
Over time it might be felt that a child no longer needs specific support above that typically offered to those in class 
and may no longer need to be on the Inclusion Register; in this instance they will be removed from the register, but 
still monitored.  
 
We used the EEF Special education needs in Mainstream Schools Summary or recommendations to demonstrate the 
ways in which out Inclusion Policy is put into practice within both the classroom and school environment as a whole.   
 
 

 
 

  



  



 

 

Create a positive and supportive environment for all pupils, without exception  
 
How this looks at Hollymount: 
 

• We have high aspirations for all of our learners 
• We have in class adaptations available to all regardless of any diagnosis or 

placement on the Inclusion Register.   
• Work is adapted and scaffolded to enable pupils to meet their potential 
• We work to ensure that we understand a child’s lived experience and work 

with families to ensure that they have the correct support both at school 
and at home. 

• We work to ensure strong relationships with both pupils and 
parents/carers. (see Behaviour and Culture for Learning Policy) 

• We support children to develop their emotional literacy through Emotion 
Coaching and Restorative Practice; this ensures that there is consistency 
across all staff and pupils become more empowered and independent in 
their self-understanding. (See Behaviour and Culture for Learning Policy) 

• We prioritise the emotional wellbeing of our pupils.  This support takes 
place in class, with members of our ELSA team, with our therapy dog, 
parental support via the EWP and our children’s councillor. 

• As a staff we aspire to keep up to date with current pedagogy, receive 
regular training and use curriculum mini dives to ensure that this is evident 
in classroom practice 

 

 
Build an ongoing, holistic understanding of your pupils and their needs 
 
How this looks at Hollymount: 
 

• Teachers receive regular training and updates in specific learning needs, 
teaching and learning pedagogy and tools and interventions that they can 
use to support their pupils. 

• Teachers use purposeful termly summative assessment alongside ongoing 
assessments to inform them of gaps in learning that they will then address 
in class 

• Teachers share assessment data with parents as regularly via Arbor 
• Teachers are the first point of call with parents when they have concerns 

about their child’s confirmed or suspected additional needs. 
• We work with parents to make referrals via the schools buy in services, as 

well as supporting parents with external assessments that they arrange.  
• We use recommendations given from professionals to deepen our 

understanding of a pupils learning profile and adapt our teaching.   
• We follow an assess, plan do review in all stages of the Inclusion Pathway 

(see appendix 4) 
• We follow an initial concerns process which sets and monitors SMART 

targets (see appendix 5-8) 
• Children who are on our Inclusion Register have a Pupil Passport and 

provision applied which is reviewed on a regular basis (see appendix 3) 
• Pupils with an EHCP have annual reviews which detail the small steps 

made towards achieving the ambitions long term targets set out within 
their plan 

 
 



 

 

Ensure all pupil have access to high quality teaching 
 
How this looks at Hollymount: 
 

• We are aware that adaptations to support those with additional learning 
needs and disabilities are often beneficial to all learners. 

• We give careful consideration to the seating plan in the classroom 
• All classrooms have access to technology.  This is used to provide access to 

online platforms such as Learning Village and IDL to support pupils 
learning.  It also enables pupils’ access to touch typing and speech to text 
technology in their lessons. 

• Work is scaffolded and adapted to meet the needs of the pupils in class.  
Levels of scaffolding are increased and decreased based upon in the 
moment teacher assessment. Teachers receive regular pedagogical 
training and advice which is captured in our Teaching and Learning 
Handbook 

• We teach children strategies to support them in being able to follow 
teacher instruction in class, i.e. now, next, then, to do lists, mind map, 
note taking etc. 

 

Complementing high quality teaching with carefully selected small-group and 
one-to-one interventions  
 
How this looks at Hollymount: 
 

• We understand that intervention is providing students with the support 
needed to acquire the skills being taught and this will look different for 
different children.  Intervention can be subtle and woven into the fabric of 
the lesson such as pre-teaching and checking for understanding before 
beginning work.  It can also look like a teacher working with a specific 
group during a lesson who have had gaps identified or a group of children 
taking part in a specific planned and evaluated discreet learning 
intervention.   

• Our main aim is to have children learning inside their classrooms and not 
taking part in different work away from their peers. 

• Teachers plan and deliver carefully selected interventions to pupils.  If an 
intervention is not working for a group / individual we ask ourselves why, 
make adaptations or select a new intervention. 

• Interventions are delivered by both teachers and teaching assistants  
• Teachers provide adaptations to their teaching to enable all pupils to 

access their class teaching.   
• As a school we are committed to continually developing our pedagogy and 

following guidance such as Rosenshine’s Principles and Merton’s Ordinarily 
Available Guidance.   
 



 

 

Working Effectively with Teaching Assistants 
 
How this looks at Hollymount: 
 
• We have highly skilled and dedicated teaching assistants at Hollymount 
• Teaching assistants are invited to all INSET days, receive specific training from 

external agencies and have access to the training given to class teachers. 
• We believe in offering the right level of support in order to avoid ‘learned 

helplessness’  
• We operate a phase approach with support staff allocated to learning phases 

rather than classes.  The heads of phase will ensure that staff are distributed 
and allocated to classrooms to meet the needs of the class.  This could look like 
consistent adult in each class, or certain classes being ‘flooded’ with support 
during key lessons.   

• Teachers are responsible for the planning, delivery and assessment of learning 
for individuals or small groups  

 

Additional information 
 
Whilst everybody is a teacher of SEND there are specific members of staff with a specific leadership responsibility for 
Inclusion   
 
Safeguarding Leads 

• Headteacher – Joe Croft (DSL)  
• Assistant Headteacher for Inclusion – Faye Kimber (deputy DSL)  
• Assistant Headteacher for Curriculum – Felicity White (deputy DSL) 
• Assistant Headteacher for Teaching and Learning – Melody Rigler (deputy DSL) 
• School Business Manager – Mrs. Marieta Mincheva (deputy DSL)  

 
 
Inclusion Team 
 

• SENCO    Faye Kimber 
• Wave 1 Support   Erin Frost 
• Behaviour Support  Claire Oakham-Jury and Keira Singfield 
• ELSA    Maxine Hand and Ann Busa 
• EAL    Melody Rigler  
• Pupil Premium   Jamie Angus and Olivia Wilkins  
• Parent Liaison   Jodie Ricketts  
• Equality and Diversity Lead Joe Croft and Faye Kimber 
• Healthcare Plans  Faye Kimber 
• Governor   Ben Ebdon and Joey Burgess  

 
 
 



 

 
Local offer 
 
Families of pupils with SEN can access more information about services related to SEN in the Local Authority’s Local 
Offer which can be found on the Merton Council website at:  
https://directories.merton.gov.uk/kb5/merton/directory/localoffer.page?localofferchannel=0   
 
Parents can also access more school specific information by reading the Hollymount School SEN Report which can be 
found on the school’s website at www.hollymount.org  
 
Admission arrangements are co-ordinated by the Local Authority and more information about admissions criteria 
and support for pupils with SEN can be found on the council website www.merton.gov.uk 
 
MIASS 

MIASS (Merton Information, Advice and Support Service) is co-commissioned by Merton Council and the NHS to 
provide free, confidential and impartial information, advice and support to children and young people (aged 0-25) 
with special educational needs and/or disabilities (SEND) and their parents/carers who live in Merton. 

Parents and young people should first contact their school's SENCo, learning support advisor, class teacher and other 
professionals who know the child/young person. Merton’s SEN Local Offer also has a large number of useful 
guidance documents and services listed. 

MIASS is aimed at families who have explored these options but require some additional direct and specialist help 
and advice. 

 

Complaints procedure  
 
The school’s standard complaints system applies. For more information on the school’s complaints procedure please 
visit our website www.hollymount.org  
 
If the complaint involves a local authority decision regarding SEN, there is a separate complaint/appeals procedure 
that is outlined on the Merton Council website www.merton.gov.uk 

http://www.hollymount.org/
http://www.merton.gov.uk/


 

 

Appendix 1 

 

Prime Areas of Need  

At Hollymount School we ensure that we form strong connections with the children that we teach.  Through developing these 
relationships, we as teachers, might become aware of areas in which individuals and groups might need additional support.  Below 
are some of the examples of things that we might observe which could indicate that a pupil will need additional support, either for a 
short period of time or for a longer period.   

 
Areas of Need 

 
Cognition and Learning  Communication and 

Interaction  
Social, Emotional and Mental 
Health 

Sensory and Physical 

• A specific learning difficulty 
often affecting the 
development of accurate 
and fluent word reading, 
spelling, phonological 
awareness, memory 
difficulties, listening and 
attention. (Dyslexia) 

• A specific learning difficulty 
often affecting number 
sense, place value, 
counting using 1:1 
correspondence, subitising, 
remembering number facts, 

• Significant and persistent 
difficulties with 
understanding and/or using 
spoken language 
(Developmental Language 
Delay) 

• Speech and language 
delay where development 
isn’t what would be 
expected for a child of that 
age 

• Receptive language 
difficulty – problems with 

• Difficulties managing 
emotions and behaviour 

• May show inappropriate 
responses and feelings to 
situations 

• ADHD (Attention deficit 
hyperactivity disorder) 

• ADD (Attention deficit 
disorder) 

• Struggles to build positive 
relationships with peers 

• Experiencing anxiety 
• Self-harm 

• Hearing impairment 
• Visual impairment 
• Physical disability 
• Gross motor co-ordination 

difficulties – appears 
clumsy, falls, bumps into 
things, loses balance, walks 
and runs awkwardly etc.  
(Developmental Co-
ordination Disorder) 

• Difficulty in catching and 
throwing games 

• Fine motor difficulties – poor 
pencil grip, tires in 



 

over reliance on step 
counting in 1s and use of 
fingers, telling the time. 
Often results in maths 
anxiety. (Dyscalculia) 

• Poor working memory – 
difficulty processing, 
retaining and recalling 
information 

• Short attention span 
• Difficulty understanding 

abstract ideas and making 
links/connections 

• APD (Auditory processing 
difficulty) 

• Limited understanding of 
vocabulary 

• Difficulties with reading 
comprehension and 
inference/deduction 

understanding words, 
sentences or instructions 

• Expressive language 
difficulty – issues with using 
language to express ideas, 
needs or feelings. 

• Speech or articulation 
difficulty – saying words 
clearly using the correct 
sounds 

• Social interaction difficulty – 
problems following the 
‘rules’ of communication. 
Maybe struggles to 
understand metaphor and 
nuanced language 

• Speaks about subjects of 
personal interest but is not 
able to enter into a 
reciprocal conversation. 

• Unable to ‘read’ facial 
expressions and body 
language 

• ASC 
• Oral DCD 

• Feeling overwhelmed or out 
of control 

• Lacks resilience 
• Displays disruptive, 

antisocial or uncooperative 
behaviour 

• Temper tantrums 
• Frustration and anger seen 

in verbal and physical 
outbursts 

• Withdrawn and depressed 
• Hyper vigilant on high alert 
• Low self esteem 
• Attachment disorder 
• Experienced trauma and/or 

abuse 
• OCD (Obsessive 

compulsive disorder) 
• Eating disorders 
• Psychosis 

handwriting, weak letter 
formation and irregular size, 
scissor skills, manipulating 
small resources, opening 
lids etc. 

• Lateral confusion e.g. writes 
with left hand, kicks a 
football with right foot 

• Sensory processing 
difficulties – increased 
sensitivity to noise, smells, 
touch and sights 

• Sensory seeking behaviours 
observed – e.g. needs to 
tap, hum, touch, lick, move, 
rock 

• Presents with fixated or 
repetitive behaviours 

• Self-care – e.g. Experiences 
difficulties in dressing, using 
cutlery, toileting 

• Medical diagnosis 
 

If a child presents with needs in any of these areas a teacher will be adapting the delivery of their teaching in order to meet the 
needs of the pupil.  This in turn may prompt the teacher to start the initial concerns process with the parents to discuss the needs 
evident in class.  Through this process significant progress might be made and the initial concerns process might cease. 
Additionally it might continue and lead to the child receiving an Inclusion and Additional Support plan and being placed on the 
SEN register.  The initial concern process is also a way to potentially access assessments from the EP and Learning Services.   

 



 

Appendix 2 

 

Inclusive Practice and Provision at Hollymount Primary School 

At Hollymount School we are committed to providing a learning environment which is adapted, reflective and resourced to meet 
the needs of the individual child.  This is achieved in a range of ways which is outlined in the document below, breaking this down to 
the level of support that you would expect to see in each wave of support. 

Wave One 
Quality First Teaching 

Cognition and Learning  Communication and 
Interaction  

Social, Emotional and Mental 
Health 

Sensory and Physical 

• Curriculum which is designed 
to be inclusive of a range of 
learning styles with regards to 
planning, presentation, 
resources, scaffolding, 
backward changing etc.  

• Pre-teaching of subject vocab 
• Post teaching to consolidate 

learning  
• Text presented clearly – bullet 

points, clear font, headings  
• Pupils encouraged to explain 

what they have to - check 
understanding  

• Links to prior learning explicitly 
made /retrieval practice 
integrated into lessons  

• Key learning points reviewed 
throughout lesson  

• Structured and predictable 
class routines  

• Whole class visual timetables 
at eye level  

• Increased visual aids  
• Teachers speak clearly  
• Delivery paced to allow time 

to process 
• Language is clear and easy to 

understand 
• Use of key words/vocabulary 

emphasised when speaking  
• Multi-sensory approaches 

used to support spoken 
language eg. 
Symbols/pictures/concrete 
apparatus/artefacts/role-play  

• Instructions in manageable 
chunks  

• Emotional Literacy Support 
Assistant  

• Nurture groups  
• Art Therapy  
• Play Therapy  
• Lego Therapy  
• Emotional Well Being 

Practitioner  
• Referral to CAMHS  
• Structured Learning Breaks  
• Meet and greet at key 

transition points e.g. start of 
day, lunchtime etc.  

• Lunch time support  
• Continuous staff CPD on 

supporting children with 
emotional needs delivered by 
outside agencies  

Visual  
• Coloured overlays 
• Work not photocopied on to 

white paper  
• Flipcharts to have a cream 

background 
• Eliminate nonessential 

copying from the board  
• Where copying is required, 

ensure appropriate print size 
photocopy is available  

• Read aloud as you write on 
the board  

• Avoid standing in front of 
windows – your face becomes 
difficult to see  

• Considered seating 
arrangements – sat at the 



 

• Conceptual variation in Maths  
• Alternative ways of 

demonstrating and recording 
understanding eg. Voice to 
speech software, Diagrams, 
mind maps etc. 

• Use of scaffolded writing 
frames  

• Cloze procedure tasks 
• Subject specific word mats 
• Labelled diagrams/pictures 
• Coloured overlays, coloured 

paper for worksheets, and 
coloured background on 
slides 

• Extra time to complete tasks  
• Verbal feedback given  
• Concrete manipulatives and 

resources 
• Little Wandle keep ups 
• Printed slides  

 

• Now, Next Then boards 
• Checklists  
• Talking partners used  
• Classroom seating plan 

considered so children can 
see teacher and visual 
prompts  

• Work zone ‘booths’ 
• Working Walls with key 

information  
• Eye contact is not forced 
• Whole body listening 

promoted 
 

front closer to 
board/resources 

 
Hearing  
• Ear defenders 
• Careful seating – closest to the 

teacher, away from 
distractions  

• Keep background noise to a 
minimum – if severe use felt in 
pencil pots, reduce use of 
Velcro etc 

• Support from Merton 
Sensory Support Service 

• Slow down speech rate  
• Allow more thinking time  
• Repeat contributions from 

other children – their voices 
may be softer and speech 
more unclear  

• Check that oral instructions 
have been understood  

• Face the pupil when speaking 
& keep hands away from 
mouth 

 
Co-ordination and focus  
• Sat at table where there is 

sufficient space  
• LH & RH pupils not next to 

each other with adjacent 
hands  

• Writing slope 



 

• Standing desk 
• Pencil grips  
• Different types of pencils 
• Use of pens to reduce 

tension 
• Chewy buddies/pencil 

toppers  
• ‘Funky Fingers’ to support fine 

motor  
• Range of fine motor and gross 

motor activities 
• Standing desks 
• Hand strengthening – 

theraputty, hand bands etc 
• Therabands for chair legs 

 
If the following adaptations, accommodations and interventions have been used, and progress is not made then Teachers will 
follow the initial concern process with the parents and Inclusion Lead.  As a result the child may be moved on to Wave Two 
support. 

 

Wave Two  
Targeted and Measured Support (Inclusion and Additional Support Plan) 

This is the support that will be received in addition to that available in wave one 
Cognition and Learning  Communication and Interaction  Social, Emotional and Mental 

Health 
Sensory and Physical 

• Reading comprehension 
intervention with Librarian 

• Little Wandle Keep Ups 
• Little Wandle Catch ups  
• Intervention groups  
• Pre-teaching of key concepts 

and vocabulary  

• Personalised/individual 
timetables  

• Personalised tick sheets/Now, 
Next Then 

• Social stories  
• Social Skills group  
• Lego Therapy 

• Emotional Literacy Support 
Assistant  

• Friendship Club 
• Girls on Board workshops 
• Nurture groups  
• Art Therapy  
• Lego Therapy  

• OT groups including gross 
motor or fine motor skills and 
handwriting  

• Staff Continued Professional 
Development, (CPD)  

• Sensory circuits  



 

• Post teaching to address 
misconceptions  

• Precision Teaching  
• Class teacher and learning 

assistant focus groups  
• SNIP Literacy  
• Early Years Inclusion Team  
• In class support  
• Referral to MSISS – Merton 

SEND Support & Inclusion 
Service  

• Referral to the EP  
• IDL  
• Repeated oral reading  
• Fluency ladders 
• Expressive writing 1 and 2 
• Mad Maths 

• ELKAN support  
• Liaison with Speech and 

Language service 
• Small group speech and 

language support  
• Individual speech and 

language support  
• Attention Bucket  
• ECAT groups  
• Early Years Inclusion Team  
• Referral to MSISS – Merton 

SEND Support & Inclusion 
Service  

• Referral to the EP  
• Referral to NHS SALT  
• NELI groups  
 

 

• Emotional Well Being 
Practitioner  

• Referral to CAMHS  
• Structured Learning Breaks  
• Meet and greet at key 

transition points e.g. start of 
day, lunchtime etc.  

• Lunch time support  
• Continuous staff CPD on 

supporting children with 
emotional needs delivered by 
outside agencies 

• School Councillor   
• Referral to MSISS – Merton 

SEND Support & Inclusion 
Service  

• Referral to the EP  
 

• Mvement breaks set by 
physiotherapists and 
occupational therapists 

• Referral to NHS Occupational 
Therapy 
 

If the following adaptations, accommodations and interventions have been used, and progress is not made or the need is still 
prevalent then the decision might be made to apply for an Education, Health and Care Plan (EHCP) 

 

Wave Three 
Specialist and highly targeted provision which follows the advice of a range of professionals (Pupils with an EHCP and/or complex 

health condition) 
Cognition and Learning  Communication and Interaction  Social, Emotional and Mental 

Health 
Sensory and Physical 

• Specialist teacher support  
• Increased ratio support 
• Educational Psychologist 

Support 

• Speech & Language therapy 
(as per EHCP package)  

• Referral to MSISS – Merton 
SEND Support & Inclusion 
Service  

• MAOS – Merton Autism 
Outreach Service 

• Merton SEND Support & 
Inclusion Service in person 
support with behaviour 

• CAMHS support  
• Individual Risk Assessments  
• 1:1 support for sections of the 

school day or nurture 

• Individual equipment 
purchased where necessary  

• OT programme in place  
• Sensory diet  
• Physio support in school  
• Liaison with school nurse 



 

curriculum (as and where 
necessary) 

This level of support will involve regular reviews informed by and/or attended by a range of professionals.  

 

  



 

Appendix 3 

SEN Process Flow chart 

 

 

  

Initial Concerns 

•Teacher and/or Parents identify a concern.
•Follow the initial concerns flow chart
•Teacher to upload the documents to CPOMs as an 'Incident' tagging Faye, Ben and Joe
•Erin to add the Initial concerns meeting to the 'Hollymount Distribution of Need' document found on TEAMs 

channel 07. Safegurding, Context and Reports
•Initial concerns should generally be a maximum of three plans with each plan cycle taking aproximatly 6 

weeks.

Monving on to 
the SEN register

•After the initial concern process parents and teachers will decide collaborativly to put the pupil on the 
schools Inclusion Register, or that it is no longer needed and high quality adapted teaching is meeting 
need. 

•Teacher to inform Faye and Erin if the decision is made for the child to go on the the Inclusion Register
•Faye will add the child to the SEN register on Arbor and update the 'Hollymount Distribution of Need' 

document found on TEAMs channel 07. Safegurding, Context and Reports
•Erin will send the paretns their log in for Provision Map.

Setting up the 
Pupil Passport on 

Provision Map 

•Teachers will add the OAG that is in place for that child in class and that needs to remain consistent across 
teachers

•Faye to send an email to the paretns with a link to the Pupil Passport Forms for the partns to contribute
•Erin to send paretns an invite to the paretns with ther own log oin so that they can see their childs Pupil 

Passort and applied provisions

Setting up the 
Provision on 

Provision Map 

•Teachers will add the provsion that has been applied to the pupil in their class
•Group intervention provision  -Teachers will apply discrete provision to pupils that they are taking part in 

either individually or in small groups
•Personalised activities - Teachers to create and apply provisions linked to that child that are SMART 

(specific, measurable, attianable, relevant, timely), i.e. Child A will take part in 5 minutes of whole calss 
learning with support 6 out of 10 times.  Child B will be able to use a checklist written by a teacher to self 
start in wirtten learning 8 out of 10 times.

Next Steps

•Teachers will review the applied provision at regular intervals and set new provison.  
•Once on the Inclusion Register the pupil can be referred to outside agencies such as for an EP assessment, 

Learning Assessment, Language Assessment or Behaviour Asssessment if needed
•Faye and Erin to review the applied provision and the impact that is either is or is not having
•If an EHCNA application is required there needs to be at least three cycles of plan, do, review
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Appendix 5 

Inclusion and Additional Needs Identification – Initial Concerns Process 

 

 

 

  

Referral made if applicable Child added to SEN Register 
to receive SEN Support 

Pupil Profile and Inclusion and 
Additional Support Plan created and 

at minimum termly targets set by 
teacher. Shared with parents, child 

and Support Staff. 

Inclusion and Additional Support 
Plan targets monitored and 

updated at minimum every term, 
shared with parents, child and 

Support Staff. 

Action Plan made based on 
recommendations of 

professionals 

If required, EHCP 
paperwork started by 

Inclusion Lead 

Please note that 
there are some 

children upon entry 
to the school whose 

needs will bypass 
the initial concerns 

process.  If a teacher 
believes that this is 
the case, they will 
discuss the childs 

needs with the 
Inclusion Lead. 

Teacher or parent raises concern: 

1. Cognition and Learning 
2. Speech Language and 

Communication 
3. Social, Emotional and Mental Health 
4. Physical and/or Sensory 

Teacher organises a meeting with 
parents to discuss concerns and 

agree next steps. 

Initial Concerns form completed – 
copy to parents, on CPOMS and in 

Class Folder 

Review date (6 
weeks) confirmed 

with parents, added 
to School Calendar 

and sent to Inclusion 
Lead.  Inclusion Lead 
to set a time to do a 

class observation. 

At 6 week review 

Has child made 
progress? 

No Yes 

No further action 
required. Teacher to 

continue with ongoing 
assessment 

Teacher to organise a 2nd 
review with parent to 

discuss next steps. 

2nd Review date (6 weeks) 
confirmed with parents, added 
to School Calendar and sent to 

Inclusion Lead 

At 2nd 6 week review 

Has child made 
progress? Yes No 

No further action 
required. Teacher to 

continue with ongoing 
assessment 

Inclusion Lead involved. 
Decision made whether 

outside professional 
advice/referral needed 
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Hollymount School 
Initial concerns form – Initial Meeting and Target Setting 

 
Date  Name of Child  
Class  Name of Teacher  
What is going well? 
 
 
 
 

What is/are the concern/s? 
 

Parent View: 
 
 
 
 
 
 
QFT – What current support, adaptations and interventions are already in place?  
 
 
 
 
 
 
What do we want to achieve in the next 6 weeks? 
 

1.     
 

2.     
 

3.    
 
Date of first 6 weekly review  First Review date added to 

school calendar?  
Yes/No 

Initial concerns form added 
to CPOMS? 

Yes/No First Review date emailed to 
Inclusion Lead? 

 

When will the Inclusion Lead come and do an 
observation? 

 

Parent Signature: 
 

Teacher Signature: 
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Hollymount School 
Initial concerns form – First Review 

 
Date  Name of Child  
Class  Name of Teacher  

Review of previous targets 
Target 1 1 2 3 4 5 6 7 8 9 10 
Target 2 1 2 3 4 5 6 7 8 9 10 
Target 3 1 2 3 4 5 6 7 8 9 10 
Key 
1 – Not able to complete this target as directed. 
10 – Can complete  this task as directed 

B – Baseline  E – Expectation  A–Achievement  

What has worked well in the last 6 weeks? 
 
 
 
 

What are we still worried about? 
 

Parent View: 
 
 
 
 

Next Steps 
Is another Review Required? Yes/No    (If No – No further Action) 
What do we want to achieve in the next 6 weeks? 
 

1.     
 

2.     
 

3.    
 
Details of new provision that will support the desired outcomes: 
 

1.     
 

2.     
 

3.    
 
Date of Second 6 weekly 
review 

 Second Review Date added 
to school calendar?  

Yes/No 

First Review Form added to 
CPOMS? 

Yes/No Second Review Date 
emailed to Inclusion Lead? 

Yes/No 

Parent Signature: 
 

Teacher Signature:  
 
 

 

  



 

Appendix 8 

 
Hollymount School 

Initial concerns form – Second Review 
 

Date  Name of Child  
Class  Name of Teacher  

Review of previous targets 
Target 1 1 2 3 4 5 6 7 8 9 10 
Target 2 1 2 3 4 5 6 7 8 9 10 
Target 3 1 2 3 4 5 6 7 8 9 10 
Key 
1 – Not able to complete this target as directed. 
10 – Can complete  this task as directed 

B – Baseline  E – Expectation  A–Achievement  

What has worked well in the last 6 weeks? 
 
 
 
 

What are we still worried about? 
 

Parent View: 
 
 
 
 
 

Next Steps 
Is another Review Required? Yes/No    (If No – No further Action) 

Area of need requiring further support 
Cognition and Learning 
 

 

Communication and Language 
 

 

Social Emotional and Mental Health  
 

 

Physical and Sensory 
 

 

Summary or main concerns: 
 
 
 
 
Inclusion Lead consulted re 
meeting date? 

Yes/No Date of meeting with 
Inclusion Lead  

 

Second Review Form added 
to CPOMS? 

Yes/No Date of meeting with Inclusion 
Lead in School calendar  

Yes/No 

Parent Signature: 
 
 

Teacher Signature:  
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Creating / Adding to the Pupil Passport 

1. Log in and then click on ‘Plans / Create Passport’ 

 

2. On he left hand side of the screen search for a pupil's name 

 

3. Once you have searched for and selected a name you will be able to ‘Create a 
new Pupil Passport’ or ‘Edit a Current Pupil Passport.’  If I have had responses from 
the parents to the pupil passport then you will see the option to edit current 
passport and this is what you should select. 



 

 

4. You will see what the parents have added.  You can add to this too from your 
observations in class but this is the place that we would like to hear parental and 
pupil voice clearly.   

 
5. Add a bullet point list of all of the QFT/OAG that you put in place for them that is 

unlikely to change too much day to day.  You can use the waves of provision and 
Merton OAG guidance to help support you in this. 

 

6. Click ‘Save’ in the top right hand side of the screen. 
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 Assign Existing Provision  

1. From the top navigation bar, select Provisions. A drop-down menu appears,    select Apply a provision.  

 

  

3. Scroll through provisions, or search on a keyword to select the required provision.  

 
  

4. The selected provision appears, ensure that track start and end grades and  requires review are selected  

 

  

  

  

  

  
2.   Select  Find provision in the library.   

  
  
  
  
  
  
  
  
  
  

  

  

  
  
  
  
  
  
  
  
  
  



 

  

5. Schedule the provision and note if there are any costs (not staff time)  

 

  
6. Assign pupils to the provision (you can filter by year group and class)  

 

7. Ensure you add baseline data (Start grade)  

 

  
  

  

  

  
  
  
  
  
  
  



 

8. Assign staff to provision and ensure include staff costs in provision costs is selected.  

 

9. Click Publish on the top menu.  
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Steps prior to applying for an EHCP 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

A pupil’s will have needs identified by their parents and 
/or class teacher.  Initial concerns processes would have 
been followed, the child be placed in the SEN register 
and be given an Inclusion and Additional Support Plan 
(Quality First Teaching plus) 

 

If the child’s needs are not being met through Quality 
First Teaching Plus (Inclusion and Additional Support) 
then referral may be made to outside agencies to  
better understand the barriers.  The referrals might be to: 

• Merton SEND Support and Inclusion Service  
• Educational Psychology Service 
• NHS SALT (up to the end of Reception) 
• Early Years Inclusion Team (Nursery only) 
• CAHMS 
• Educational Wellbeing Practitioner 
• CAHMS 
• Paediatrician via your GP  
• Occupational Therapy via your GP 
• Merton Autism Outreach Service 

Upon the receipt of advice adaptations and 
accommodations will be made.   

 

It may be felt that more support is needed and at this 
point we will discuss an application for an EHCP.   

Initial Concerns 

 Professional 
advice 

Actions 

EHCP 
application 
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EHCP Application Process 
 

  
Inclusion Lead and Parent’s to meet to discuss the EHCP process 
and agree to apply 

 

Parents will need to: 

• Share their child’s experience outside of school and the 
impact that their needs are having upon them 

•  

The school will need to: 

• Explain why the child’s needs meet the two-part test set 
out by law.  Firstly, that the child may or might have 
additional needs.  Secondly that the child may require 
additional support above that of Ordinarily Available 
Provision and benefit from the receipt of an EHCP plan 

• Collate attendance and tracking data 
• Collate any relevant reports 

 
 

Once submitted Merton have 6 weeks to take the application to 
panel for a decision to be made whether to assess or not. 

If rejected, you can appeal or resubmit 

 

If accepted the council will have 14 further weeks to commission 
advice from services such as OT, EP and SALT.  These reports will 
be used to form a draft EHCP.  This draft will be sent to panel 
where they will decide to issue or reject the plan. 

If the plan is rejected you can appeal 

 

If accepted there will be a meeting where parents and school 
will review the proposed plan and make any necessary 
amendments.  This draft will then be sent to panel for banding.  
This will decide how much money will be attached to the EHCP 
to meet the child’s needs. 

 

 

 

 

Decision  

Making the 
application 

Up to 6 week 
assessment 

decision 

20-week 
assessment 

window 

EHCP finalised 
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Hollymount School 
EHCP record of concern  

 
Date  Name of Child  
Class  Name of Teacher  
Prime Area of Need  Banding  
Present at meeting  
What is going well? 
• . 
 
 
What is the current concern  
• . 
 
 
What has already been done to address this concern? 
• . 
 
 
Parent View: 
•  
 
 
 
What do we want to achieve in the next week and how? 
 

1. . 
2. . 
3. . 

 
Date of next review  First Review date added to 

school calendar?  
Yes/No 

EHCP concern form added 
to CPOMS? 

Yes/No First Review date emailed to 
Inclusion Lead? 

 

When will the Inclusion Lead 
do an observation? 

 Document emailed to EHC 
case officer? 

Yes/No 

Parent Signature: 
 

Teacher Signature: 
 

Inclusion Leads observations 
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Hollymount School 
 EHCP record of concern  

 
Date  Name of Child  
Class  Name of Teacher  
Prime Area of Need  Banding  
Present at meeting  Meeting number   

Review of previous targets 
Previous Targets  
 

1.  
 

2. . 
 

3.  
 
What has worked well in the last week? 
 
 
 
 

What are we still worried about? 
 

Parent View: 
 
 
 
 

Next Steps 
Is another Review Required? Yes/No    (If No – No further Action) 
What do we want to achieve by the next meeting? 
 
 
 
Details of new provision that will support the desired outcomes: 

 
 
  

Do we need to seek additional Advice? 
 
 
 
Date of Second 6 weekly 
review 

 Second Review Date added 
to school calendar?  

Yes/No 

Form added to CPOMS? Yes/No Second Review Date 
emailed to Inclusion Lead? 

Yes/No 

When will the Inclusion Lead 
do an observation? 

 Document emailed to EHC 
case officer? 

Yes/No 

Parent Signature: 
 

Teacher Signature:  

 


