
 

 

 

 
 

 
 
 
 
 
 

 
 
 
 
 
 
 

NCA Inclusion Procedure 

2021-22



 

 

 
Aims of the Procedure  
· To provide clear guidelines on the approach of Nightingale Community Academy (NCA) to Inclusion.  
· To establish a coherent approach to inclusion across all Nightingale Community Academy teams.  
· To provide a system that is clear to learners, staff and other stakeholders.  
 

The Inclusion Cycle 
Learners enter NCA throughout the academic year and often arrive mid-year. Every learner has an Education Health & Care Plan (EHCP) and in many cases 
learners have been absent from education for long periods or have barriers to learning that have prevented schools from gathering accurate assessments of 
their developmental and educational progress. We therefore collect a range of information about every child before planning and delivering teaching and 
interventions that are designed to ensure that every child can reach their full potential regardless of their special educational need. Evidence demonstrates that 
high-quality classroom teaching in small groups is an effective approach to supporting pupils and students with special educational needs1. The National 
Curriculum Inclusion Statement states that teachers should set high expectations for every learner; whatever their prior attainment. Interventions are categorised 
in line with the 4 areas of need set out in the Code of Practice and learners may often have multiple interventions running in tandem. 
 
 
 
 
 
 

Code of Practice Areas of Need 
 

Communication and Interaction Cognition and Learning 
Social, Emotional, Mental Health  

& Wellbeing 
Physical and/or Sensory 

Children and young people with speech, 
language and communication needs have 
difficulty saying what they want to say, 
understanding what is being said to them or 
understanding and using social rules of 
communication. These issues may have a 
global affect (e.g., reading, learning, making 
friends, behaviour and self-regulation). 
Support for this area of need is divided into 
two broad areas Speech & Language and 
Social Communication Skills, by which we 
develop skills needed to communicate 
effectively with others, including adherence 
to social norms and understanding non-
verbal communication. 

Learning difficulties cover a wide range of 
needs, including moderate learning 
difficulties (MLD), where a child is likely to 
need support in most areas of the 
curriculum or Specific learning difficulties 
(SpLD), which may affect one or more 
specific aspects of learning. We divide 
support for Cognition and Learning into 
four main areas: Literacy, Numeracy, 
Writing and Thinking Skills. Additional 
support is also provided for subject based 
‘catch-up’, vocational support and 
examination access arrangements. 

This is the primary area of need for every young 
person at NCA so we would expect every 
learner to demonstrate a range of social and 
emotional challenges.  Pupils and students who 
have difficulties with their emotional and social 
development may have immature social skills 
and find it difficult to make and sustain healthy 
relationships. The difficulties may include 
withdrawal or self-isolating behaviour and/ or the 
display of challenging and risk laden behaviour. 
These behaviours often reflect underlying mental 
health challenges including anxiety or 
depression. Learners with a specific diagnosis of 
ASD, ADHD or Attachment Disorder are 
prevalent in this group. 

Some learners may have issues with 
processing sensory information (i.e. sight, 
sound and touch).  
The impact of sensory processing, co-
ordination, sensorimotor difficulties not only 
hinder learning and cognition but can have 
a pervasive and serious effect on the 
emotional well-being of children and young 
people; further impacting life chances in 
adulthood. It is also important to be aware 
that physical and sensory difficulties are 
unlikely to resolve without additional 
support. 
 

 

                                                           
1 https://educationendowmentfoundation.org.uk/school-themes/special-educational-needs-disabilities/ 
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Initial Assessment 
Detailed assessment on entry to the school provides an academic and social picture of each child that is captured in the SIMS Inclusion Timeline. This process 
draws out the targets from the EHCP, special needs assessment data from the Special Needs Assessment Profile (SNAP), attitudinal data (Pupil Attitude to 
Self & School (PASS)) and academic data including reading, spelling and comprehension ability. A full summary of induction assessments can be found in the 
NCA Assessment Procedure. The Induction Procedure can be found in Appendix 1. 
 

Planning 
There is a requirement to review EHCP at least annually and at NCA this process is carried out by a range of professionals within and without the school. The 
SENDCo [Mrs Paula Thomas] leads the process and is responsible for assigning work to colleagues to ensure that our statutory obligations are met. Full details 
of this process can be found in the Annual Review Procedure which can been found in Appendix 2. Other SEND data is update at key transition periods. 
 
Information stored in the SIMS Inclusion Timeline can be collated at any point using the Individual Inclusion Plan (IIP) template (see Appendix 3 for sample). Once a 
term, staff review children’s progress and SEND performance against EHCP targets. This is made possible by reviewing the four short-term targets that appear 
in the IIP; two relate to specific learning difficulties, one to therapy and one to behaviour. Class teachers, specialists and support staff have ‘live’ access to IIPs 
and are expected to use the information to differentiate their teaching and provide appropriate curriculum access to every child. To support this process IIPs are 
populated with a range of classroom strategies many of which focus on the use of a child’s known strengths. The Cycle of Review, Delivery and Intervention 
can be found in Appendix 4. 
 

The Inclusion Panel, a multidisciplinary SEN team, meets fortnightly to review SEN progress and ensure that learners are allocated appropriate resources. This 
information is captured in SIMS using the Provision structure. Mapping records identify the adaptations and interventions that help learners meet their SEN 
targets and whole-school provision mapping is completed annually during the Summer Term in preparation for the following academic year. Learners new to 
school, have provision mapping completed within 6 weeks of arrival alongside other routine induction assessments. Provision mapping is then reviewed termly 
once learners have been adequately assessed. 
 

Interventions 
Specialist interventions are captured in the Provision Map and are informed by the target setting process for IIPs while working towards longer-term goals from EHCPs. 
Inclusion Panel members lead the decision-making process, assigning resources as detailed in figure 1. Interventions are delivered in small groups or one-to-one and 
range from advice and bespoke guidance (for children, teachers and support staff) to intensive recurring sessions over a period of time. Most intervention programmes 
are delivered by teaching and support staff who are trained to run them under supervision. A significant number require specialist input and these are led by appropriately 
trained practitioners e.g. an Occupational Therapist.  
 
Figure 1: Specialist SEND Intervention  
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Review 
Reviewing the impact of interventions and evaluating the effectiveness of any support provided is a key component of any successful intervention cycle. At NCA 
everybody has responsibility to monitor children’s performance in relation to their EHCP in order to ensure that interventions have impact and provide value for the 
investment made. It is also important to withdraw support where it is no longer required or is not having the expected impact.  The Inclusion Panel reports on the impact 
of SEND interventions to provide a performance picture for individuals, groups and the whole school. We believe that parents play a significant part in the inclusion 
process and as a consequence we report directly to them in parent meetings, half-year and annual reviews; gathering their perspective at each engagement. Reporting 
also takes place at key transition times to ensure that EHCP targets adequately reflect the contemporary needs of the child and any requirement for additional 
assessment is met. At every stage, performance is shared with key professionals. 
 
There are several opportunities to measure impact during the inclusion year: 
 

- During half-termly progress reporting, where data is captured across the range of curriculum subjects 
- During feedback from learners and parents, collated using the ‘Learner’s View’ questionnaire (see Appendix 5) 
- During formal meetings e.g., Annual Reviews, parents’ evenings, professionals’ meetings etc..  
- During Inclusion Panel meetings out a half-termly review of the mapped provision and progress data to assess the impact of interventions on attainment or 

progress towards targets 
- During termly IIP reviews where tutors record progress against short-term targets  

 
Nightingale Community Academy is part of Orchard Hill College & Academy Trust. This procedure has been written with our core Mission in mind: 
   

OHC&AT exists to support, enable and champion the talents, skills and rights of the most 
complex and vulnerable people in our society in order that we can release their potential, 
promote their wellbeing and transform their lives. 

 
 
 
 
 
 
 
 
 

This document should be read in conjunction with the NCA Therapy Procedure. 
 

End. 

 
 
 
 



 

 

 

 
Appendices 
 

1. The Induction Procedure  
2. The Annual Review Procedure  
3. Sample Individual Inclusion Plan  
4. The Inclusion Cycle  
5. Sample Learner View  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 

Appendix 1: Induction Procedure 
Stage 1: Referrals and Pre-admission  

Event Task Detail Action Responsible 
Referral received 
from 
Wandsworth SNAS 
SEN Panel 
Other LAs 
 
 
Enquiries from: 
Schools 
Social Workers 
Parents 

Review nature of referral 
and confirm that 
Nightingale Community 
Academy can meet the 
learner’s need 

Permanent Exclusion/Out of 
school/ Home Tuition 

Update pre-admission screen with pupil and contact details. 
Acknowledge receipt of referral, offer a visit/ interview – ensure date 
falls within agreed 3-week time limit. Offer tour and interview – send 
letter application received. 

Admin 

Managed Move Investigate reason for move.  Visit to current provision if appropriate. 
Tour and interview may be offered if learner is currently in a 
Wandsworth school. 

SENDCO/Phase 
Leads 

Additional Funding Required 
to meet need 

Update pre-admission screen with pupil and contact details. 
Acknowledge receipt of referral …Tour offered in first instance for 
parents and professional’s family invite.  Ensure funding agreed and 
support in place prior to start. 

 

Documentation capture Scan Statement/ EHCP & referral documents SENDCO 
Admin 

 

Stage 2: Referrals and Pre-admission  

Event Task Detail Action Responsible 
Referral refused Update status in SIMS 

pre-admission group 
Clarify reason for refusal 

Unable to meet learner 
needs or 
Year group full 

Inform referring body or agency reason for refusal using – send letter 
application Rejected  (Sims.net report)  

Admin 

Referral accepted Update status in SIMS 
pre-admission group 
 
Inform parents/ carer/ 
referring body 

Personal data input from 
NCA admission form, 
(Telephone call to parent if 
necessary) 
 
 
 

 

Offer of tour and Interview letter sent out to parent/guardian– send letter 
application Accepted (Sims.net report) 
(Interview days Tues. - Thurs. only) 

Admin 

Pre-admission details 
entered onto NCA SIMS 

Learner interview booklet to be printed and Application Data Collection 
Sheet (SIMS.net report) to be run to establish what data is missing –  
 

Admin 
 
 Basic data collection and 

SIMS.net update 

Complete SEN basic 
data update and send out 
SNAP parental 
questionnaire 

SEN data input & SENDCO 
made aware of data update 

SEN status must be input on SIMS.net. Specific need should also be 
recorded. All learners should be assigned SEBD as primary need. 
 

Induction LSP 
 
Admin. Team 



 

 

 

Stage 3: Interview and Induction 

Event Task Detail Action Responsible 
All Interviews Meet young learner and 

guardian 
 
 
 
 
 
Depending on age and 
ability of learner – learner 
may spend time in class 
during interview or… 
Complete SNAP pupil 
part 
 
 
 
 
 
 
 
SIMS.net Update 

 

Ascertain background to 
placement  
 
 
 
 
 
Ascertain learner & parent 
views on placement. If 
negative go to Stage 4 
 
 
 
 
 
 
 
Timings of school day and 
dates of school year given 
 
Complete missing data 
 

Alleviate fears of learner and guardian. Complete interview sheet Data 
collection - Consent Forms, contact details, Transport, Free school 
meals, Consent offsite activities & Photograph/ publishing consent. 
Holistic assessment completed and support given to guardian in filling 
out SNAP if needed. Complete a Personal Handling Plan (PHP) where 
necessary and attach to SIMS.net record 
 
Introduce Learning Entitlements & Behaviour Expectations. 
Inform of Restraint Policy. Explain SIMS text system to parents 
 
 
Investigate attitudes to learning. Ascertain social attitudes & out of 
school behaviour i.e. Issues at home and known associates at NCA 
 
Punctuality and importance of attendance emphasised to both guardian 
and learner. 
 
Induction LSP to return Data Collection Sheet to the admin. team to 
allow for SIMS.net update 
 
Parent Information pack handed at end of interview – behaviour 
expectation, learning entitlement, contact details for school including 
website, holiday dates. 
 

SENDCO 
Phase Lead  or 
Induction LSP 

KS4 Interviews Year 10 & 11 learners Clarify subjects and levels of 
coursework completed 
Option group data required 
to identify free classes 

Options /Curriculum Offer  
Make note of interests and preferences and give to KS Phase Lead to 
arrange suitable timetable.  
 

 

KS3 Interviews 
 

For transition during start 
of next academic year 

Secondary transfers, parents 
interviewed with learner and 
tour given.   

Induction to be completed with paperwork in summer term before 
September start – when NCA named on EHCP 

 

In all cases agree start date for induction SENDCO/ 
Phase Lead 



 

 

 

Stage 4: Interview and Induction 

Event Task Detail Action Responsible 
Successful 
Interview 

Induction process 
explained to parent and 
learner 
 
  

Faster rate of induction for 
pupils out of school, where 
possible. 

Explain first day expectations & provide an overview of the 
induction process  
 
Parent to apply for transport through LA if needed – can take 2 – 4 
weeks. 
 
Inform parent & learner of start date 
2 weeks if independent traveller or start date in time with transport 
 

SENDCO 
Phase Lead  or Induction 
LSP 

Provide guardian and 
learner with induction 
timetable  

 Explain the rationale for data collection and the importance of the 
testing for future performance comparisons 

 

Building Tour  Tour main areas of the building including fire exits and farm  

Request academic 
material from previous 
school 

 Complete collection of any books, coursework, controlled 
assessments etc., including UPN number and CTF ready for start 
date 

Admin 

ICT testing set-up Prepare ICT accounts for 
new learner 

Testwise account created 
for CAT Test 
SNAP A & B 

Assign appropriate tests to inductee 
Names and start dates should be confirmed with the admin team. 

 

  If pupil in current 
educational provision – test 
accounts created.. 

Known adult at current setting completes tests with student over 
induction period or whilst awaiting transport (if applicable) 

 

Uniform  First set of uniform given. Admin staff support sizing 
of blazer, sweatshirt for 
learner.  Tie given 

Pupil and guardian informed of uniform expectations and the use of 
lockers for personal items, including electronic devices. 

 

Transport Guardian to apply for 
transport if needed – go 
through travel plans with 
young learner 
 
Where learner is 
independent traveller 

Local Authorities informed 
of transport needs and time 
of completion for this 
approximated for start 
date. 
 
Start date dependent on 
completion of tests. 

Parents supported with transport application – where needed. 
 
 
 
 
SENIOR LSP to go through travel plan and timings of school date 
to ensure enough time given to arrive to school on time. 

 

 

Unsuccessful 
Interview 

Decision taken on health and safety grounds 
Parent or learner refuses offer or unhappy at placement 
or awaiting the outcome of an appeal 

Inform referring agency and formally withdraw offer . 
 

 

 

 



 

 

Stage 5:  1st Induction Day @ NCA 

If required a learner may be given the option of completing assessments at their current provision with familiar adult.  
When completed at NCA a LSP should follow the student check list and complete SNAP to ens 

 Task Detail Action Responsible 

0
9
:3

0
a
m

 –
 

1
0
:0

0
a
m

 

Met by SENIOR 
LSP 

Introductions to key staff 
 
 
New photograph taken  
 

Young person to meet key 
personnel with whom they 
may be directly initially 
involved 
New photograph for addition 
to SIMS.net account  
 

Induction LSP to ensure introductions 
 
 
Upload image to Nightingale CA SIMS.net deployment 

Induction LSP 

1
0
:0

0
a
m

 –
 1

1
:3

0
a
m

 

1st round 
assessments 

SEN Literacy Assessment  Induction LSP to monitor 
completion of baseline tests 

Ensure information is recorded in the Induction Mark Sheet 
Initial assessments identify ability in comparison to 
chronological ages. Any young learner working three years or 
more below their chronological age is a cause for concern.  
Nightingale CA SEN lead begins to review strategies for 
teaching and learning support and looks at potential for wave 
intervention (depending on stage of term, learner is entering the 
school) 

 

Maths Assessment   

CAT 1 assessment   

 

Stage 6:  2nd Induction Day@ NCA 

Event Task Detail Action Responsible 

9
:3

0
a
m

 - 
1
1
:0

0
a
m

 

Met by Induction 
LSP 
 

Young learner to complete 
outstanding assessments 
from round 1 

Induction LSP to have forms 
and room ready 

Induction laptops prepared & ready for completion of tests. 
Induction LSP monitors test completion 
 
 
Induction LSP begins to input data received from learner and 
guardian SNAP form into main programme 

Induction LSP 

2nd Round 
assessment 

CAT 2 assessment  
 

Induction LSP to monitor 
completion of baseline tests 

1
1
:0

0
 –

 
1
1
.1

5
a
m

 

Break time with 
phase 
 
 
 

Activities and expectations 
explained for break and 
lunch time 

Bagel and common room 
introduced. 
ICT room, pen and table 
tennis room shown for 
break activities. 

SENIOR LSP for phase introduced and spends time with 
learner during break time, introducing peers in class. 

 

1
1
.1

5
a
m

 –
 

1
2
:0

0
p
m

 

2nd Round 
assessment (cont) 

PASS Induction LSP to ensure 
completion 

Behavioural expectations and learning entitlements reinforced. 
Issues and concerns addressed 
If in KS4 options/availability of subjects discussed.  
 
 

 



 

 

 

Staff Briefing  

Event Task Detail Action Responsible 

 

Relevant staff 
informed of induction 
information gathered 
on learner 

Review all of the 
available 
performance data  

Share details using Student 
Teacher View on SIMS.net and 
linked documents 

Induction team to report on status of their area of control: 
Induction LSP: Assessments 
SENDCO: Needs in relation to Individual Inclusion Plan (IIP) 
Phase Lead: Options & potential grouping 
A/PRINCIPAL Behaviour: PHP & additional information 
ICT: User data 
SENIOR LSP: Lockers set up for learner prior to start date 

LSP,  
Admin 
 
 
 
 

Tutors/ class LSPs: need to arrange an introductory meeting with inductees joining their group. IIP targets need to be considered/ shared 

The Induction LSP must ensure that all of the outstanding work is complete. It is her/ his responsibility to ensure that responsible persons have completed their tasks. In the event 
that a learner fails the induction the SENDCO will send a letter (cc’d to the referring body & school-based stakeholders) that confirms this and provides the family with information 
about their options. The Admin team must review numbers for the next referral and update information on the pre-admissions list. 

 

Stage 7: 3RD  Induction Day - @ NCA 

Event Task Detail Action Responsible 

9
:1

5
a
m

 –
 1

2
:4

5
p
m

 

Met by Induction 
LSP 

Referrals for therapy 
completed with learner – 
where appropriate 

Therapy explained 
as support provision 

Learners Informed of processes and rational. Any personal behaviour 
‘triggers’ recorded and entered into the learner profile in SIMS.net. 
Personal Handling Plan status confirmed and reviewed with risk 
management data on referral form. 

Induction LSP 
 
Principal of 
CSS 
  Science Assessment  Induction laptops prepared & ready for completion of tests. Induction 

LSP monitors test completion 
 

3rd Round 
assessments 

Complete outstanding 
assessments from rounds 1 
& 2 

Induction LSP to 
compile data 

Inductee to sit electronic tests – results to be input on SIMS.net using 
the inductions mark sheet following download 
 
Timetable given to learner and start date given.  
 

 CAT 3 assessment  
Learning styles 
Spelling 

Induction LSP to 
monitor completion 
of baseline tests 

Break time with 
phase 
 
 
 

Activities and expectations 
explained for break and 
lunch time 

Bagel and common 
room explained ICT 
room, pen and table 
tennis room shown 
for break activities. 

Formal introduction to tutor and tutor group  

Data collection & 
analysis 

Update SIMS.net with 
assessment data 

Input remaining 
Curriculum, PASS, 
SNAP & CAT data 
to SIMS.net 

Review all data collection, upload appropriate forms and check data 
entry 
Core subjects and options confirmed (subject to availability) 
Registers updated, Points system updated 
 

Induction LSP 
 
Phase Lead 
 
Admin 

Send Common Transfer File & Assessment Sheet to NCA admin team NCA Admin 



 

 

 

Stage 9: First day at NCA 

Event Task Detail Action Responsible 

 

Met by Induction 
SENIOR 
LSP/LSP 
 
 
 

In class with support 
 
LSP review session 
during tutor time 
  

Induction LSP/SENIOR LSP 
supports individuals through  
periods 1, 2 & 3 
 
Induction LSP summarises 
events of the day. 
 
 

Individual teachers assess the learner and records on SIMS 
 
 
Issues and concerns addressed  
 
Tutor/Teacher contacts Parent/Carer to share successes of day 

Induction LSP 
Teaching staff 
 
 
Induction LSP 
 
Teaching staff 

 

Stage 10: Six Week Review 

Event Task Detail Action Responsible 
Induction Review  Meeting arranged 

Induction LSP and/ or 
SENIOR LSP meets with 
learner and guardian.  

Behaviour and achievements 
data reviewed 
Targets set 
 
 
 
 

Parents informed of initial performance & concerns. Data on 
attendance and behaviour shared with the family 
 
 
 

Induction LSP 
Phase Lead 
SENDCO/APrincipal 
Principal 

SNAP assessment Complete the SNAP 
teacher questionnaire 

Induction LSP identifies 
curriculum teachers to complete 
electronic questionnaires  

SNAP reports completed and passed to Induction LSP.  
Admin & Phase lead support the re-draft of an IIP 

SENDCO,  
Admin,  
Induction LSP 

 



 

 

Appendix 2: The Annual Review Procedure 
 
Introduction 
Nightingale Community Academy (NCA) is a special school for boys aged 5-19 with Social, Emotional and 
Mental Health Difficulties.  Our learners have severe, complex and long-standing difficulties that manifest 
themselves in challenging behaviour and prevent full access to the curriculum.  Most have been to more than 
one school prior to admission and many have been out of school for significant periods. Some have spent 
time in a Pupil Referral Unit (PRU) or Alternative Provision (AP). All of our children have their learning needs 
captured in Education Health & Care Plans and these plans detail the range of strategies that are designed 
to help the children reach their full potential. This document has been written to enable professionals at NCA 
to clearly understand their role in the process by which Education Health & Care Plans (EHCP) are 
maintained to ensure that the plans remain up-to-date, accurately capture the needs of the learners for whom 
they are written and detail the interventions that will help them to make progress. 
 
Annual Reviews – summary guidance  
All Education Health & Care Plans for statutory school aged pupils must be reviewed by professionals at 
least annually. Where there are significant changes in a learner’s needs, additional professionals may be 
required to support the annual review process. At NCA in addition to the Educational Psychologist and 
support from the Local Authority, we have on staff a Behaviour Analyst, a Lead Psychotherapist (including 
CBT), an Occupational Therapist, a Speech and Language Therapist and a school based social worker. 
Often we can compile the best evidence for changes in learner behaviour in-house. On rare occasions we 
may seek additional support from the Educational Psychologist if it is felt their presence is required at the 
review. NCA is responsible for convening the Annual Review for all learners with an EHCP, Inviting LA 
representatives when a change of placement is asked for/needed or at key transition times.  
 
At NCA we follow the SCE Annual Review Guidance and whenever possible the following people are invited 
to contribute and attend any review:  
 

 Parent/ carers  

 The learner (where appropriate)  

 SENDCo or relevant teacher/ specialist  

 Learning Support Professional working with the child  

 LA Officer (e.g., Educational Psychologist, SEN Case Manager) usually the person who has had most 
involvement with the child and/or family, if there is discrepancy over appropriateness of placement or 
transitions.   

 

Where appropriate the school will also invite:  

 Social Services  

 Health Service Professionals 

 Other professionals closely involved with the child  

 In the year of transfer, a representative from the receiving school if moving on (usually the SENDCo)  

 In the year of transfer, the Phase Lead for the receiving year. 
 
Prior to the Annual Review meeting we ensure that the views of parent/ carers and the learner are captured 
in order that both may be given due consideration at the Review. The school and other professionals involved 
(e.g., Speech & Language Therapists) will prepare reports on the progress of the pupil since the previous 
Review or since the EHCP  was issued. Copies of the learner’s Individual Inclusion Plan will also be made 
available for discussion.  
 
The meeting should also consider:  

 

 The progress of the pupil towards meeting the targets set out in the EHCP and whether the 
educational needs and targets outlined are still appropriate  

 Current attainment in literacy and numeracy, Milestone assessments, Special Education Needs 
Profile, Attitude to and Behaviour for Learning, Behaviour Monitoring, Attendance Monitoring 

 Significant changes in the pupil’s circumstance and/ or in their educational needs  
 



 

 

The SENDCO or the lead professional may request information from members of staff who have pertinent 
experience of the learner. If such a request is made it will occur 3 weeks prior to the Annual Review and a 
one-week completion window will be given. As the Annual Review schedule is published in the school EHCP 
calendar (EHCP@nightingaleca.org), it is recommended that staff with reporting responsibilities incorporate 
meeting dates into their personal calendars. 
 
All papers for the Review will form the Pre-Annual Review pack and will be sent by the school to 
parent/ carers and the Local Authority SEN team two weeks prior to the Annual Review meeting.  
 
Prior to dispatch the papers will be scrutinised by the Assistant Principal or a delegated member of staff 
(SENDCO trained) to ensure that the Annual Review & EHCP forms are accurately completed and may be 
returned to the SEN Assessment Section within 10 days of the date of the Review or by the end of the 
relevant term, whichever is the soonest. Forms that arrive late may lead to delays where amendments are 
needed or when additional support allocations have been requested. 
 
SEN workers and/ or the Allocated Case Manager from the Local Authority may choose to attend a sample 
of annual reviews. At the beginning of each academic year the SEN Case Manager will be provided with the 
proposed date of each review. The dates of all Annual Reviews and reporting deadlines will be entered into 
the school calendar in the final 6 weeks of the previous academic year for every learner on roll. For in-year 
arrivals dates will be entered no later than 6 weeks after arrival. The flow-chart on the next page outlines the 
Annual Review processes as completed before, during and after the meeting. 
 
Transition Guidance & Good Practice  
Learners entering Y5, Y9 and Y11 must have a Transition Plan. This is to ensure that their future school (in 
the case of a Y5 pupil) or post statutory school aged options (in the case of a Y11 pupil) are fully explored 
and the needs of the learner will be met. It is also regarded as good practice to have a Transition Review for 
children transferring from Y2 to Y3. At Nightingale Community Academy, we aim to develop Transition Plans 
for learners who are set to arrive in school (forming a part of their 6-week Review and Core Induction/ 
Assessment initial Individual Inclusion Plan) or moving on to another setting regardless of year group. 
 
Y5 Pupils & Transition Reviews  
All Y5 pupils with Statements of SEN/EHCP must have a Transition Annual Review which, where possible 
will take place in the Summer Term of Y5; Year 9’s in the Spring term and Y11’s in the Autumn term.  This is 
to ensure that there is enough time for effective planning to take place and for the receiving school/college 
(if transferring to a new placement) to be made aware of and make preparations to meet the needs of the 
learner. Potential issues with the transition will be raised at this meeting and where possible the schools and 
the parent/ carers will seek to resolve them in advance of transition.  
It may be necessary to make changes to the EHCP in order that a learner’s changing need might be properly 
reflected. The views of the learner and the parent are very important and should be given due consideration 
(see Parent & Learner Comment section of review process, though some local authorities have these as 
separate documents).  For transfers -both the current and receiving school should agree at the Review what 
measures will be required to fully support the learner through the transition process. 
Although other reviews maybe handed to other support professionals within the school – the SENDCo will 
lead the Year 5 transitions so that amendments to EHCP can be made and professionals are supported to 
capture an up-to-date realistic profile of the learner. 
 
Individual Inclusion Plans 
At NCA all learners have their short-term targets broken down into management targets.  Three times a year, 
short term targets are reviewed and impact measured and a judgment of ‘achieved’, ‘partially achieved’ or 
‘not achieved is recorded.  Strategies for addressing the targets are updated to include those that are most 
effective for that individual.  Learners and parents are made aware of the targets set and progress made, in 
line with Inclusion Cycle (appendix 5).  Therapists are asked to directly input the best strategies and resources 
for the class team to use to address need and advice is given on best therapeutic next steps.  The Individual 
Inclusion Plan is a working document that evolves and transforms as progress is made and next steps 
identified.   
 

 



 

 

 

During the Meeting 

 
It is the responsibility of the school to chair the 

meeting & ensure the views of parents/carers 

and the pupil are taken into account.  

The chair of the meeting should have a clear agenda to 

follow to ensure that the meeting runs as planned and 

within allotted time. 

Those involved in the meeting should discuss:  

 The learner’s progress in relation to previous targets & the effectiveness of the Individual Inclusion Plan  

 Pupil progress in relation to the EHCP targets – long term and short term. 

 The learner’s overall progress in both the academic & social curriculum in relation to inclusion & their special 

and /or additional need.  

 Current and future provision  

 agree proposed amendments to the EHCP  

 agree new targets for the following year. These should inform the targets set in the pupil’s next Individual 

Inclusion Plan. 

 Checking that contact details for learner are correct as recorded on the EHCP. 

 Additional possible discussions around: Transport, Social Care, Police involvement or Family Support. These 

should be identified prior to the meeting and placed in the agenda. 

All the parties involved will be notified one week 

after the decision has been made. Agreed 

changes to long term targets updated to NCA 

Marksheet upon written confirmation from LEA.   

The school sends a copy of the Annual Review 

paperwork to all those who contributed to or 

attended the review  

Date for next review set. 

The school sends the Annual Review paperwork 

and all reports to the SEN Assessment Team 

within 10 days or by the end of term whichever is 

the soonest. NCA Marksheet updated with agreed 

short term targets 

A decision will be made whether to amend or 

cease to maintain the EHCP. Any amendments will 

be confirmed in writing with the responsible LEA 

 

The Inclusion Panel will monitor the 

quality and outcomes of Annual Reviews. 

After the Meeting 

 

Before the Meeting 

 

The school circulates all reports, including the 

School Report, to all those invited to the review 

at least two weeks before the meeting  

 

The school MUST invite the following:  

 The pupil’s parents/carers  

 The Lead Professional in the school 

 A relevant teacher  

 A member of staff from the identified 

receiving school for a Year 6 Transition 

Review  

 Any other person considered appropriate  

Good practice indicates the school sets the annual 

review calendar, in discussion with other professionals 

involved, at the beginning of the academic year.  

Approximately 3 weeks before the Annual review the 
school seeks /requests written advice from:-  

 Parents/ carers   

 Other relevant professionals involved with the 
pupil.  

The school should request that written advice is 
returned to the school at least 14 days prior to the 
review.  

 

The SEN Case Manager writes to the school giving 2 

months’ notice & informs them of the Annual Reviews 

due during the term.  

The school must ensure that details on the 

Annual Review paperwork are correct.  



 

 

Appendix 3: Sample Individual Inclusion Plan  
 

Inclusion Plan 
 

Forename Surname Year Group 

Jonny Smith 9 9B 
 

 
 

Photo  Behaviour 438 

 

 

Achievements:  767 
 

Attendance:  98% 

 

Core Subject Predictions 
 

English Maths Science 

Grade SAS Grade SAS Grade SAS 

5 97 4 69 3 85 
 

Cognitive Abilities Test (CAT) Predictions 
 

CAT Non-verbal CAT 
Quantitative 

CAT Verbal 
 

CAT Mean Reading Age on 
Entry 

Spelling Age on 
Entry 

98 87 104 97 13.0 9.11 
 

Reading Progress 
 

Reading Age Spelling Age Comprehension 

Nov 20 18 Nov 20 11.05 Nov 20 VW 
 

Special Needs Assessment Profile (SNAP) - A 
 

Area of Severe & Obvious Need Target 1 

Hyperactivity 

Strategies & Resources Target 1 
Pupils with hyperactivity issues usually attend to what is most stimulating to them at that moment, so be as simple and attention-grabbing as you 
can. A slow monotone or long preambles will be a definite switch-off. Use eye contact, desk taps, etc. to recall wandering attention. Alert Jonny's 
attention with markers such as: 'This bit's really important!. Break down information into simple chunks. Allow Jonny movement breaks with LSP 
and use a SENDCo 3 warning' approach, where if he is not following instructions, mark this on the board next to his name. After the third 
warning, he has a movement break outside the classroom and on return teacher speaks to him about being in the right mind set to work. Jonny 
to be independent to ask for movement breaks to self- regulate hyperactivity. 
 

Area of Severe & Obvious Need Target 2 

Fine motor/hand-eye co-ordination 

Strategies & Resources Target 2 
Jonny needs tasks to be chunked and he needs to see all the tasks that he has to complete in the lesson time. Jonny finds it hard to put his verbal 
ideas into written ideas. Give him lots of praise and teach him to plan before writing, such as creating brainstorms of his ideas. Jonny uses a 
handwriting pen to write with. Jonny needs to independently start using idea clouds/ thought bubbles when he is completing extended pieces of 
writing. 
 

Area of Severe & Obvious Need Target 3 

Attention 

Strategies & Resources Target 3 
Ensure directions are clear and concise. Avoid giving multiple commands. Make sure Jonny comprehends the task before beginning it. Ask him 
to say back to you what the task is. He often lacks focus when he doesn't understand the task and this leads to him distracting others. Help 
Jonny to feel comfortable with seeking assistance, this maybe to get in the right frame of mind to work. Jonny to ask for help if he doesn't 
understand the task and accept help from teachers if they see he is struggling. 
 

Area of Strength  

Social self-esteem 
 

Special Needs Assessment Profile (SNAP) - B 
 

Area of Severe & Obvious Need Target 1 

Attention seeking from adults 

Strategies & Resources 
Sit Jonny with a peer who obtains attention from adults appropriately, thereby modelling the correct behaviour. Every time Jonny works well and 
stays on task, ensure he receives praise. Provide a positive framework for behaviours we want to see, clear instructions for what is appropriate or 
expected in different situations. In particular, praise him for taking turns when someone else is speaking. Also encourage Jonny to work 
independently and be self-reliant. Jonny to be able to focus on his work for 15 minutes independently. 
 

Area of Severe & Obvious Need Target 2 

Explosive anger 

Strategies & Resources 
Staff to help identify Jonny’s mood e.g., “Jonny I see you look frustrated” and help him to identify positive strategies for different levels of his 
mood. If using inappropriate language that is harmful for others, he needs to be removed from class and go to a separate space where he can 



 

 

speak to a trusted adult about the problem. This will remove the social reinforcement component of his explosive anger and redirect it to 
functional communication. Jonny needs to be able to understand his anger triggers and independently apply the developed self-regulation 
strategies. 
 

Area of Severe & Obvious Need Target 3 

Defiance towards adults 

Strategies & Resources 
Build a positive relationship with Jonny where he gets more praise then negatives. This will help Jonny trust adults and be less defiant. Have 
clear boundaries with Jonny and explain to him that within his choices, there are praise and consequences. If an incident as occurred with Jonny, 
have a conversation with him after to re-build the relationship. Jonny to reduce behaviour points on SIMS for failure to follow instructions, 
specifically reduce high risk behaviours by 50%. 
 

Area of Strength  

Social self-esteem 
 

Pupil Attitude to Self & School (PASS) 
 

Feelings 
about school 

Perceived 
learning 

capability 

Self –regard,  
as a learner 

Preparedness 
for learning 

Attitudes 
to 

teachers 

General 
work ethic 

Confidence 
in learning 

Attitudes to 
attendance 

Response to 
curriculum 
demands 

63.2 71.1 44.6 26.7 89.4 50.3 74.7 79.5 58.3 
 

Education Health & Care Plan (EHCP) 
 

Long-term Targets 
 

Cognition & Learning 

For Jonny to have a clear idea about how learning in the classroom will benefit him in the future.  For Jonny to be able to link schoolwork to long-
term goals. 
 

Communication & Interaction 

To be able to engage in a group activity to share resources and work on one project with 1/ 2 other peers and be able to ask for and respond to 
requests for support from each other. For Jonny to use appropriate greeting with both peers and adults independently when initiating 
conversations. For Jonny to interact appropriately with adult and peers, with no incidents of sexualised language being used. 
 

Social, Emotional, Mental Health & Wellbeing 

To develop a more positive attitude towards challenges and setbacks, asking for support form a trusted member of staff when needed. For Jonny 
to clearly identify safe and unsafe behaviours and ensure that he is always choosing the safe course of action.  Jonny to be able to develop self-
regulation strategies so that he can participate in his daily routines in a calm and alert state, thus reducing verbal, physical and sexualised 
behaviours.   
For Jonny to be able to regulate and communicate his needs in socially appropriate ways, through use of language or safe non-verbal 
communication.  For incidents of physical aggression and use of sexualized language or gesture to reduce by at least 50%. To achieve this 
Jonny to be able to develop trusting relationships with more than one adult, so that he can learn to accept direction and instructions from a range 
of adults without challenge. 
 

Physical &/ or Sensory 

To regulate his need for sensory input and Jonny to have developed strategies that he can learn to self-regulate and handle moments of anxiety 
and frustration independently. For Jonny to have a better understanding of his sensory needs and strategies to help him manage to regulate his 
emotions/behaviour. 
 

Performance Against EHCP Targets 
 

Communication & Interaction Cognition & Learning Social, Emotional, Mental Health 
& Wellbeing 

Physical &/ or Sensory 

Partially achieved Ongoing Ongoing Ongoing 
 

IIP Data Drop 1 
 

Short-term Targets DD1 
 

Cognition & Learning 

Attend teacher directed activities for 10 minutes independently 4 times a day using visual timetables as measured by the teacher.  To follow 
instructions given by an adult without prompting but supported initially. (50% of the time) To increase spelling age by 8 months by May 21 

Strategies & Resources 

Word banks, examples of extended writing, lots of praise, checklist for success in each extended writing task. Making sure that work is chunked 
and Jonny understands the task by relaying what the task is in his own words. 
Using the 'three warning' rule if he isn't following instructions. This should be drawn on the board so Jonny can visual the warnings. He is then to 
come out of the classroom to complete work with LSP in a separate space. He must return to teacher with the work at the end and have a 
discussion around behaviour. 
Will have access to appropriately levelled texts and heard to read at least twice a week. Will be encouraged to summarise in his own words what 
has been read and will have direct teaching on summarising skills. Will be taught and tested weekly on milestone 3 spellings. 
 

Communication & Interaction 

To be able to engage in an activity to build a structure with 2 other peers and be able to ask for support from each other.  For Jonny to attend to 
teacher directed activities for 10 minutes independently 3x a day.  For Jonny to develop further speaking and listening skills to enable him to 
become more independent. Starting activities following initial instructions in class and then asking for help when needed. To use appropriate 
greeting with both peers and adults independently when initiating conversations. Needs to show this at least once a day.  Ask for help with work 
at least once in each lesson. 

Strategies & Resources 

Remind and model to Jonny how to greet appropriately. Praise Jonny when he greets appropriately and tell him why he has greeted 
appropriately to peers or adults. Greet Jonny at the start of each lesson so he can practice this. Encourage Jonny to ask for help, ask Jonny to 
repeat the instructions of the task back to gauge his understanding. Praise Jonny when he asks for help and remind him why it is so important to 
do this. Anti-bullying programme to be repeated if needed.  1:1 support from adult in class – this has been in place since Nov 2019.  This is to be 
reviewed termly with the plan to fade out as Jonny becomes able to self-regulate independently. 

Social, Emotional, Mental Health & Wellbeing 

Jonny will interact with adults and peers appropriately with no more than 3 incidents noted in a week.  Jonny will focus on keeping his hands and 
feet to himself when angry, so that violent outbursts towards staff and peers dramatically reduced - no more than 2 a week, reducing to one a 
fortnight.  Incidences of sexualised behaviour and language to lessen to 2 or less during the week. 



 

 

Jonny will show that he understands how his behaviour impacted on this interaction with another person and be able to verbalise these when 
engaging in restorative processes (as and when needed) – aiming for this to be needed less than once a week.  

Strategies & Resources 

Weekly 2:1 session with external agency (AGENCY) used to reflect on use of sexualised language* and behaviours and discuss strategies for 
change.  
Use of Emotion Coaching in class, paired with the implementation of clear boundaries around behaviour expectations.  
Build a positive relationship with Jonny where he gets more praise than negatives. This will help Jonny trust adults and not be defiant.  
Have clear boundaries with Jonny and explain to him that within his choices, there are praise and consequences.  
If an incident as occurred with Jonny, have a conversation with him after to re-build the relationship. 
Consistently tell Jonny that his sexualized behaviour is inappropriate and that he needs to stop. If he continues he needs to be removed from the 
space. Speak to Jonny 1: 1 about this behaviour if this happens. 
When Jonny starts to consistently use inappropriate language where he is complaining about something, he needs to be removed from class and 
go to a separate space where he can speak to a trusted adult about the problem. This will stop him from showing explosive anger. 
 

Physical &/ or Sensory 

For Jonny to identify calming strategies that he can use when he starts to feel upset/anxious or frustrated so that he recognises triggers 
independently and be able to say what they are. 

Strategies & Resources 

Use of ‘Emotion Control Centre’ display to help Jonny identify how he is feeling. Ask Jonny in the first 5 minutes of the lesson how he is feeling. 
Encourage Jonny to take a movement break when he is unfocussed and speak to LSP about how he is feeling. Jonny finds doodling and using 
sensory toys helps with his anxiety, make sure this is available to him and he is encouraged to use them. Jonny will participate in ‘Emotions and 
Me’ course 
See OT EHCP report dated November 2020. Jonny has complex needs that require an MDT approach when implementing strategies to ensure 
consistency across settings.  
By consistently repeating these strategies, and with practice, Jonny will be encouraged to utilise his own techniques to manage his emotions  
See Just right guidelines for sensory strategies that Jonny has identified as helpful in the past. This should be used in conjunction with other 
strategies given by other professionals. Please speak with OT if any questions. 
 

Performance Against Short-term Targets DD1 
 

Communication & Interaction Cognition & Learning Social, Emotional, Mental Health 
& Wellbeing 

Physical &/ or Sensory 

    
 

IIP Data Drop 2 
 

Short-term Targets DD2 
 

Cognition & Learning 

Strategies & Resources 
 

Communication & Interaction 

Strategies & Resources 
 

Social, Emotional, Mental Health & Wellbeing 

Strategies & Resources 
 

Physical &/ or Sensory 

Strategies & Resources 
 

Performance Against Short-term Targets DD2 
 

Communication & Interaction Cognition & Learning Social, Emotional, Mental Health 
& Wellbeing 

Physical &/ or Sensory 

 

IIP Data Drop 3 
 

Short-term Targets DD3 
 

Cognition & Learning 

Strategies & Resources 
 

Communication & Interaction 

Strategies & Resources 
 

Social, Emotional, Mental Health & Wellbeing 

Strategies & Resources 
 

Physical &/ or Sensory 

Strategies & Resources 
 

Performance Against Short-term Targets DD3 
 

Communication & Interaction Cognition & Learning Social, Emotional, Mental Health 
& Wellbeing 

Physical &/ or Sensory 

 



 

 

Appendix 4: The NCA Inclusion Cycle 
The Inclusion Cycle  

 Term 1 Term 2 Term 3 Term 4 Term 5 Term 6 
Initial Assessment: Holistic and academic assessments are completed with parents and young learners respectively to gather information and attainment data that 
informs the Inclusion cycle. Historical data is captured, where available from previous settings. 

P
la

n
n

in
g

 

Parent/ Carer: Provide contextual 
information about their child in the 
structured conversation & receive 
the SNAP profile 
Inclusion Panel: Update and 
publish the provision map in SIMS. 
Support Tutors to set short term 
targets where specialism is 
required. 
Teachers & LSPs: Review the IIP 
to inform planning for learning 
Professionals: Share contextual 
update and inform school about 
significant change  

Inclusion Panel: Update and 
publish the provision map in 
SIMS. Complete Access 
Arrangement testing for Y10s 
and new Y11s. 
Tutors: Update SNAP 
strategies for learners new to 
school. Compete Inclusion 
Data Drop & Update SIMS 
with new targets for the 
following term 
Teachers & LSPs: Review 
the IIP to inform planning for 
learning in term 3 
Professionals: Share 
contextual update and inform 
school about significant 
change 

Inclusion Panel: Update and 
publish the provision map in 
SIMS. Support Tutors to set 
short term targets where 
specialism is required.  
Access arrangements applied 
for before Feb deadline. 
Tutors: Update individual 
targets in the Inclusion 
Timeline. Share IIP with young 
learner & parent/ carer; 
capture learner voice 
Teachers & LSPs: Review 
the IIP to inform planning for 
learning 
Professionals: Share 
contextual update and inform 
school about significant 
change  

Inclusion Panel: Update and 
publish the provision map in 
SIMS.  Ensure all therapy 
reports for Y11 are completed 
Tutors: Update SNAP 
strategies for learners new to 
school. Compete Inclusion 
Data Drop & Update SIMS 
with new targets for the 
following term 
Teachers & LSPs: Review 
the IIP to inform planning for 
learning in term 5 
Professionals: Share 
contextual update and inform 
school about significant 
change 

Parent/ Carer: Provide 
contextual information about 
their child in the structured 
conversation & receive the 
SNAP profile 
Inclusion Panel: Update and 
publish the provision map in 
SIMS. Support Tutors to set 
short term targets where 
specialism is required.  
Ensure all therapy reports for 
Y5 are completed 
Tutors: Update individual 
targets in the Inclusion 
Timeline. Share IIP with young 
learner & parent/ carer; 
capture learner voice 
Teachers & LSPs: Review 
the IIP to inform planning for 
learning 
Professionals: Share 
contextual update and inform 
school about significant 
change  

Inclusion Panel: Update and 
publish the provision map in 
SIMS. Ensure all therapy 
reports are completed for end 
of year. 
Tutors: Update SNAP 
strategies for learners new to 
school. Compete Inclusion 
Data Drop & Update SIMS 
with new targets for the 
following term.  Share with 
receiving tutor. 
Teachers & LSPs: Review 
the IIP to inform planning for 
learning in term 1 for next 
academic year. 
Professionals: Share 
contextual update and inform 
school about significant 
change 



 

 

The Inclusion Cycle  

 Term 1 Term 2 Term 3 Term 4 Term 5 Term 6 

In
te
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e

n
ti

o
n

 

Inclusion Panel: Deliver 
specialist interventions in line 
with provision mapping 
Tutors: Deliver specialist 
interventions in line with 
provision mapping. Ensure that 
specialist advice from Panel 
informs day-to-day teaching 
and support 
Teachers & LSPs: Review the 
IIP to inform planning for 
learning and deliver 
interventions 
Professionals: Deliver 
specialist interventions 

Inclusion Panel: Review the 
impact of specialist 
interventions using available 
data 
Tutors: Deliver specialist 
interventions in line with 
provision mapping. Ensure that 
specialist advice from Panel 
informs day-to-day teaching 
and support. Complete review 
of performance in the Inclusion 
Timeline 
Teachers & LSPs: Deliver 
specialist interventions in line 
with provision mapping. Ensure 
that specialist advice from 
Panel informs day-to-day 
teaching and support. 

Inclusion Panel: Deliver 
specialist interventions in line 
with provision mapping 
Tutors: Deliver specialist 
interventions in line with 
provision mapping. Ensure that 
specialist advice from Panel 
informs day-to-day teaching 
and support 
Teachers & LSPs: Review the 
IIP to inform planning for 
learning and deliver 
interventions 
Access arrangements 
implemented as day-to—day 
practice for Y10 and Y11 
learners 
Professionals: Deliver 
specialist interventions 

Inclusion Panel: Review the 
impact of specialist 
interventions using available 
data.  Look at preparing KS4 
learners for exams 
(therapeutically) 
Tutors: Deliver specialist 
interventions in line with 
provision mapping. Ensure that 
specialist advice from Panel 
informs day-to-day teaching 
and support. Complete review 
of performance in the Inclusion 
Timeline 
Teachers & LSPs: Deliver 
specialist interventions in line 
with provision mapping. Ensure 
that specialist advice from 
Panel including access 
arrangements for Y10 and Y11 
informs day-to-day teaching 
and support. 

Inclusion Panel: Deliver 
specialist interventions in line 
with provision mapping 
Tutors: Deliver specialist 
interventions in line with 
provision mapping. Ensure that 
specialist advice from Panel 
informs day-to-day teaching 
and support 
Teachers & LSPs: Review the 
IIP to inform planning for 
learning and deliver 
interventions, including access 
arrangements for Y10 and Y11 
informs day-to-day teaching 
and support. 
Professionals: Deliver 
specialist interventions 

Inclusion Panel: Review the 
impact of specialist 
interventions using available 
data  Look at preparing 
learners for transition 
(therapeutically) 
Tutors: Deliver specialist 
interventions in line with 
provision mapping. Ensure that 
specialist advice from Panel 
informs day-to-day teaching 
and support. Complete review 
of performance in the Inclusion 
Timeline 
Teachers & LSPs: Deliver 
specialist interventions in line 
with provision mapping. Ensure 
that specialist advice from 
Panel informs day-to-day 
teaching and support. 
Support exams for learners 
with specific need.  



 

 

The Inclusion Cycle  

 Term 1 Term 2 Term 3 Term 4 Term 5 Term 6 

R
e

v
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w
 

Inclusion Panel: Review the 
EHCP of every new learner 
and populate the Inclusion 
Timeline with existing Long and 
short-term targets 
Tutors: Review incoming 
information about new learners 
Teachers & LSPs: Review 
incoming information about 
new learners 
Professionals: Provide 
contextual information about 
any new learners 

Parent/ Carer: Receive the 
term 1 IIP report 
Inclusion Panel: Shut down or 
renew interventions in 
response performance data  
Tutors: Complete progress 
drop-down in the Inclusion 
Timeline. Capture learner voice 
about progress towards 
targets. Review SNAP 
strategies to determine 
suitability 
Teachers & LSPs: Review 
performance against targets in 
relevant subjects  
Professionals: Share 
contextual update and inform 
school about significant 
change. Receive the IIP report 
as required 

Inclusion Panel: Review the 
EHCP of every new learner 
and populate the Inclusion 
Timeline with existing Long and 
short-term targets 
Tutors: Review incoming 
information about new learners 
Teachers & LSPs: Review 
incoming information about 
new learners 
Professionals: Provide 
contextual information about 
any new learners 

Parent/ Carer: Receive the 
term 2 IIP report 
Inclusion Panel: Shut down or 
renew interventions in 
response performance data  
Tutors: Complete progress 
drop-down in the Inclusion 
Timeline. Capture learner voice 
about progress towards 
targets. Review SNAP 
strategies to determine 
suitability 
Teachers & LSPs: Review 
performance against targets in 
relevant subjects  
Professionals: Share 
contextual update and inform 
school about significant 
change. Receive the IIP report 
as required 

Inclusion Panel: Review the 
EHCP of every new learner 
and populate the Inclusion 
Timeline with existing Long and 
short-term targets 
Tutors: Review incoming 
information about new learners 
Teachers & LSPs: Review 
incoming information about 
new learners 
Professionals: Provide 
contextual information about 
any new learners 

Parent/ Carer: Receive the 
term 3 IIP report 
Inclusion Panel: Shut down or 
renew interventions in 
response performance data, 
start prioritising learners and 
interventions needed for next 
academic year  
Tutors: Complete progress 
drop-down in the Inclusion 
Timeline. Capture learner voice 
about progress towards 
targets. Review SNAP 
strategies to determine 
suitability 
Teachers & LSPs: Review 
performance against targets in 
relevant subjects  
Professionals: Share 
contextual update and inform 
school about significant 
change. Receive the IIP report 
as required 

 

 
 
 



 

 

Appendix 5: Learner Views  
Learner’s View 

We want to know what you think about your school, what you like/ what you would like to change 
and what helps you at school.  You can ask your parent/carer, teacher or someone you know to 
help you fill out the form. You can ask them to scribe for you. 

Your name:  Age:  

Your school:  
 

Do you like going to school?                          

What is going well at 
school?  
 

   
 
 
 
 

What are your favourite activities at school? Can you describe a positive experience you have had this 
year at school? What made it positive?  
 

 
 
 

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

………………… 

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

………………………………………………………………………. 



 

 

What are your strengths?  
 
 

 
 

 
What makes you feel happy at school? 
Tell us about something that you’ve done or made in school that you are really proud of and you want to 
bring or show to the review. 

 

What activities at school do you find hard? Why? 

 
 

 

 

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………. 

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………. 



 

 

What do you think would help you in school? 
 Be better at reading, writing or maths 
 Pictures to explain 
 Clearer explanations 
 Someone to talk it through with 
 Someone to work with you 
 Rewards 

Something else? 
 
……………………………………………………………………………………………………………………………
……………………………………………………………………………………… 
 

Who helps you in school?  
……………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………
…………………………………………………………………. 
What type of learner do you think you are? You can tick more than one. 

 
 Visual 
 Auditory 
 Kinesthetic 
 Reading/ Writing 

Do you have friends in school?         Yes   No 

Would you like to have help making friends at school?          Yes   No    

Is there anything else you would like to tell us about school? 
……………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………
…………………………………………………………………. 
 

What do you like to do out of school or lessons?  (Please also tell us about any lunchtime and any after 
school activities or clubs that you go to). 

 

 

 

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

…………………………. 



 

 

What would you most like to learn to do? Use the picture above to help you if you need to. 
……………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………
………………………………………………………………….... 

What would you like to do when you leave school? Job?  College/ University? Independent skills? 
 

 
 
 
 

Name one thing you would like to be able to do by this time next year?  
……………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………
…………………………………………………. 

Would you like to be part of running the review? For example, who would you like invited to your review? 
……………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………
………………………………………………… 
 
What refreshments shall we have?  
……………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………
…………………………………………………………………….  
 
Do you want to read or record your views? Or do you want a professional that you trust to say your views?   
……………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………
…………………………………………………. 
 

 
 

 
 

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………. 


