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Richmond Primary School 

Special Needs Policy 

School Vision 

It is the view of Richmond Primary School that each child in the school is 
unique and individual and should be encouraged to develop to his/her fullest 
potential. 

Summary Statement 

As a staff we aim to provide a broad, balanced and relevant curriculum in 
order to promote the spiritual, moral, intellectual and physical development of 
each child so they can meet their full potential.  We are committed to meeting 
the needs of all pupils by offering appropriate forms of education provision 
through the partnership of teachers, parents and external agencies and 
minimising barriers to learning. 

Objectives for SEN 

 Encourage inclusive practices 
 Ensure children with SEN/disability have a positive self-image 
 Early intervention is sought 
 Parental/carers involvement and co-operation 
 Work with outside agencies to meet the needs of the child 
 Effective monitoring and evaluating – liaising with SENCO and outside 

agencies 
 Provide SEN provision to match child’s needs 
 Enable pupils to be active partners in their learning 
 Develop and make use of all possible resources in support of pupils with 

SEN/disability 
 Provide a broad, balanced, flexible and differentiated education as a 

right for all, in a happy, sensitive and secure environment 
 Implement an effective record keeping system 
 Devise education plans where it is necessary 
 Make reasonable adjustments to provide for children with disabilities. 

 



 

Definitions of SEN and Disability 

Definition of SEN 

“Special Educational Need” is defined as “a learning difficulty which calls for 
special educational provision to be made” 

A child has a learning difficulty if he has significantly greater difficulty in 
learning than the majority of children of his/her age and/or has a disability 
which either prevents or hinders him/her from making use of educational 
facilities generally provided for children of his age in ordinary schools. (CoP 
Par.1.4) 

Definition of disability 

“Someone who has a physical or mental impairment which has a substantial 
and long term adverse effect on his/her ability to carry out normal day to day 
activities.” Part 1 of Disability Discrimination Act 1995. 

“Special educational provision” means educational provision which is different 
from, or additional to, the provision made generally for children of comparable 
age. 

Learning Difficulties Fall Into Four Main Categories: 

 Intellectual/Cognitive Difficulties 
Slow learners 
Specific learning difficulties 

 Sensory and Physical Impairments 
Hearing loss 
Visual impairment 
Physical impairment 

 Speech and Language Difficulties 
Delayed and disordered development 
Autism 

 Emotional and Behavioural Difficulties 
Attention deficit disorder  

 

 

 



 

Admission Arrangements 
 
Richmond Primary School has an Open Enrolment Policy.  In the event of 
over subscription, a child with special educational needs or a disability is 
not given lower priority than another applicant. 
Children with statements of special educational needs are placed in 
schools at the request of the Education and Library Board. 
 
 
Role of the SEN Co-Ordinator 
 
The Special Needs Co-ordinators are Mrs Dorothy Dougan and Miss 
Lucas.  They will be responsible for: 
 
1. Overseeing the operation of the school’s Special Education Needs 

Policy. 
2. Liaising with and advising fellow teachers. 
3. Co-ordinating SEN/Disability. 
4. Maintaining the school’s Special Educational Needs register and 

overseeing the records on all pupils with special educational needs. 
5. Liaising with parents along with other teachers and the Principal. 
6. Liaising with external agencies. 
7. Establish the SEN in-service requirements of the staff and contribute 

as appropriate to their training. 
8. Assessment, testing and record keeping. 
9. Reviewing procedures. 
10. Liaising (along with the Principal) with Dispute Avoidance and 

Resolution Service (DARS) if required. 

 

Role of Class Teacher 

 Retains overall responsibility for the children in her class who have 
special educational needs. 

 Identify learning difficulties and draw up appropriate Educational Plans. 
 Maintains appropriate records on children with special needs. 
 Ensures that in planning and delivering the curriculum, provision is made 

for children with differing levels of need and ability. 



 Keeps close contact with parents to ensure continuity in learning 
between home and school. 

 Present materials appropriate to pupil’s age, maturity, learning 
need/disability. 

 Monitor progress. 
 Liaise with SENCO/SEN teacher/other Support Services. 
 Involve pupil. 

 

BOG Roles and Responsibilities 

In keeping with the Education (NI) Order 1996 and the Code of Practice on the 
Identification and Assessment of Special Educational Needs 1998 the Board of 
Governors will: 

 Determine, and keep under review, its policy in relation to the provision 
of education for children with special educational needs/disability.  In so 
doing, when it seems necessary or desirable for co-ordinating provision 
for children with special educational needs/disability, it should consult 
the Board and other Boards of Governors. 

 Have regard to its SEN policy in carrying out its functions 
 Report annually to parents on the steps taken to implement the school’s 

SEN policy. 
 Steps taken to prevent pupils with special educational needs/disability 

from being treated less favourably than other pupils. 
 The facilities provided to assist access to the school by pupils with 

special educational needs/disability 
 To endeavour to secure that the necessary special educational provision 

is made for them. 
 To secure that their needs are made known to all who are likely to teach 

them. 
 To secure that the teachers in the school know the importance of 

identifying their special educational needs/disability and providing for 
them. 

 To ensure that they join in the activities of the school together with 
pupils who do not have special educational needs, in so far as that is 
reasonably practical and compatible with their receiving the necessary 
special educational provision, the efficient education of other children in 
the school and the efficient use of resources. 

Principal Roles and Responsibilities 



 The Board of Governors, should in co-operation with the Principal, 
determine the school’s general policy and approach, establish 
appropriate staffing and funding arrangements and maintain general 
oversight of the school’s work. 

 The Principal has responsibility for the day-to-day management for all of 
the school’s work, including its SEN/disability provision, and should keep 
governors informed and work closely with the SEN co-ordinator. 

Classroom Assistant Roles and Responsibilities 

 Work in partnership with the teacher 
 Be fully involved in children’s provision, monitoring and reviews under 

direction of the teacher. 

Pupils Roles and Responsibilities  

 Involvement in learning 
 Experience success 
 Take responsibility for learning. 

Parents Roles and Responsibilities 

 Are informed and encouraged to be fully involved in supporting their 
child’s learning working in partnership with the school 

SEN Teacher Roles and Responsibilities 

 Liaise with SENCO 
 Liaise with Class Teachers and Parents if required 
 Take withdrawal groups/individuals as needed 
 Responsibility for meeting needs of children in withdrawal 
 Use appropriate materials 

 

Special Facilities/Resources 

 Reading Partnership 
 Wheelchair access 
 Disabled toilet 
 Special needs room 
 Withdrawal groups. 
 I-pads and Apps relevant to need 
 Nessy on set computers 



 Accelerated Reader 
 

 

 

Information about the school’s policies for Identification, Assessment 
and Provision 

We at Richmond Primary School will adopt the following model as outlined in 
the Northern Ireland Code of Practice. 

Procedures are put in place to identify children with special educational needs 
at the earliest possible time. 

Pupils will be placed on the Special Needs Register when the following criteria 
have been satisfied: 

1. The child is in class P1 – P7 
2. Learning difficulties of the child have been investigated and documented 
3. Parents have been consulted 
4. Child being placed on register is consistent with guidance provided in the 

Code of Practice 
5. Placement is subject to approval by the Special Educational Needs Co-

ordinator and is kept under regular review. 

Identification 

All staff are responsible for early identification of children with SEN through 
professional judgement, testing, information gleaned from parents, previous 
teachers, external agencies etc. and  

 Through records of concern 
 Through checklists, tests, observations, others (parental concerns) etc. 

and normal referenced screening tests. 
 Results of screening tests are collated and analysed to target and 

identify children who need challenged and support. 
 May be placed on the register after thorough analysis, consultation with 

parents.  We adhere to five stage approach as outlined in the Code of 
Practice. 

Provision at Stages 1 – 3 of Code of Practice 

Stages 1 & 2 of the COP – School Provision 



Stage 1: Teachers identify a child’s SEN/disability and consult with the school’s 
SEN Co-ordinator to place the child on the SEN register.  Parents are informed.  
The class teacher takes initial action. 

Stage 2:  SEN Co-ordinator takes lead responsibility for co-ordinating the 
child’s special educational/disability provision, working with the child’s teacher. 

 IEP’s drawn up and implemented termly 
 Consult the Good Practice Guidelines for relevant and purposeful 

measures that are appropriate 
 Encourage an inclusive curriculum and extracurricular activities to ensure 

integration of SEN pupils 
 Differentiation in class teachers’ planning 
 Appropriate withdrawal 
 SEN resources available within school, programmes, ICT etc. 
 Available staff skills that support SEN pupils 
 Implementation of any provision/strategies as a result of external advice, 

support and training. 

Stage 3:  Teachers and the SEN Co-ordinator are supported by specialists from 
outside the school.  At stage 3 a school may refer a child to Psychology Service 
for further assistance in addressing the child’s SEN.  Psychology will give 
recommendations to the school and may refer to another external support 
service for additional support.  School based provision continues as 
appropriate. 

 

Provision at Stages 4 and 5 of CoP 

 Stage 4: Following an application (SAR1) to the Board from school or Parent, 
the Board considers the need for a statutory assessment and, if appropriate, 
makes a multi-disciplinary assessment. 

School provision  

The class teacher, in consultation with the SEN Co-ordinator, may draw up an 
Education plan while waiting for the outcome of the SAR1 application. 

Stage 5: The Board considers the need for a statement of special educational 
needs/disability; if appropriate; it makes a statement and changes, monitors 
and reviews provision. 

School provision and external support 



The school implements the recommendations of the Statement of SEN regularly 
monitoring and reviewing provision. 

 

Record Keeping 

 Class teacher will hold copy of IEPs for the child/children within 
their class in a secure filing cabinet.   

 The SENCo will hold copies of all IEPs and other correspondence, 
reports and evidence regarding each child on the register in a 
secure filing cabinet.  Confidentiality is very important. 

 SEN register is updated annually and is used as a working 
document throughout the year to add provision and any change of 
stage etc. 

 All other resources and information on external services used as 
well as tests which may be used are stored and accessed within the 
SEN room. 

Arrangements for Co-ordination of provision 

To ensure a wide approach 

1. The class teacher is responsible for day to day identifying and 
monitoring of SEN pupils. 

2. The Principal, SENCO and Staff will liaise regularly for consultation and 
information sharing including: 

 Support for the class teacher 
 Withdrawal provision with SEN teacher 
 In class support for the individual concerned 
 Appropriate arrangements for statemented children 
 Withdrawal for Reading Partnership. 

 
Review Procedures 
 
When children have been placed in the register their progress will be 
regularly monitored and reviewed by the class teacher, SENCO and the 
Principal.  It will often be sufficient to conduct a review at the end of 
term. 
The review will focus upon: 
 

1. Progress made by the child 
2. Effectiveness of the additional arrangements 



3. Future action 

Necessary action will be taken.  A continuum of provision will be maintained. 

Data will be analysed in order to target children who need provision. 

 

Arrangements for Complaints 

Parents are encouraged to contact the school if they feel that we are not 
meeting the high standards we set ourselves.  This should be done in the 
following way, where it is expected that most difficulties will be resolved at 
either stage one or two. 

1. Contact   Class Teacher 
2. Contact   SENCO 
3. Contact   Principal 
4. Contact   Board of Governors (Parent Representative) 
5. Contact   Board of Governors (Chairperson) 
6. Contact   DARS (Dispute Avoidance & Resolution Service) 

Children are placed on the school’s special Needs register only when: 

1. Parents are invited to discuss this course of action 
2. Parents are fully informed of the implications stemming from placement 

on the register 
3. Parents’ consent in writing for stages 3, 4 & 5. 

Arrangements for SEN In Service Training including use of Teachers 
and Facilities beyond the School 

Through regular consultation with the staff, the Principal will highlight areas to 
be developed within each school year.  The Principal, SENCO and staff will call 
upon expertise, within and beyond the school to address designated areas of 
concern. 

Liaison with outside agencies 

Richmond Primary School has established links with a range of outside 
agencies such as the Education Psychologist, Peripatetic Services, the 
Curriculum Advisory Services, Psychologist’s Assistants, Behaviour Support 
team, PPDS and the Autism Team.  Contact will be made as the occasion 
demands. 

Arrangements for Pupils Changing Schools 



When the child transfers to another school i.e. at the end of Primary stage or 
on moving home, his/her portfolio and assessment records will be forwarded 
with the pupil and a photocopy retained by the school.  If the child has a 
statement of Special Educational Needs, a copy of the statement will not be 
forwarded. 

 

Partnership with Parents 

Parental involvement is vitally important throughout the seven years that their 
child is at Richmond Primary School. 

1. Parents may arrange appointments to discuss their child’s progress with 
class teachers at any stage throughout the school year. 

2. Formal parent/teacher meetings are held during the first term each year. 
3. The SENCO will meet/contact parents to inform them that their child is 

being placed on the Special Needs Register or to initiate a statement and 
for follow-up reviews. 

4. The SENCO will always be available by appointment to talk to parents 
about any problems which they may have about their child’s progress. 

 

Criteria for Evaluating the Success of the School’s SEN Policy 

The annual and termly reviews for children with Special Needs will serve a dual 
purpose.  Firstly this is an opportunity to consider progress to date and agree 
new targets for the child.  Secondly, the parental input is considered essential 
in evaluating the overall efficiency of current practices in Special Needs.  This 
information is then fed into the overall evaluation process. 

 Data also helps evaluate provision and children to target 
 SEN Audit and up to date training help staff evaluate practice and 

provision. 

This policy will be reviewed in light of changes in legislation or 
practice.  This will happen in consultation with all staff members. 

 

 

 

 



 

 

 


