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This Policy document is subject to a regular review by ESF to ensure its continuing suitability, adequacy 
and effectiveness. Areas subject to review include, but are not limited to, follow-up action from previous 
reviews, policy conformity, review of complaints, status of corrective and preventive actions, and 
improvements. ESF reserves the right to amend this Policy by notice following such review. 
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ESF Special Educational Needs Policy 
 

1. Policy Statement  

 

1.1 ESF, through the vision and mission, have articulated a clear commitment to inclusion and 
personalising learning to ensure every student can be the best that they can be. The ESF Special 
Educational Needs (SEN) Policy sits within the ESF Inclusion Policy, and sets out the 
responsibilities of all stakeholders in including and meeting the needs of students with special 
educational needs.  

 
1.2 The SEN policy sets out the ESF procedures for: 

 Identifying and supporting students with SEN  
 Resource allocation and staffing arrangements 

 Implementing and monitoring SEN provision  

 Roles and responsibilities  
 

 

2. Audience and Applicability 

 

2.1 This policy applies to all students and staff within ESF Kindergartens, Schools, Private Independent 
Schools and the ESF Education Team. 

2.2 This policy excludes Parent Funded Educational Assistants (PFEAs) 
 

 

3. Context 

 

3.1 ESF views inclusion for all students with SEN as an ongoing process which aims to increase access 
and engagement by identifying and removing barriers.  ESF has a commitment to maintaining 
diversity/continuum of provision from K-13, to ensure that all students are able to access a full and 
balanced range of learning experiences to meet their needs in the most appropriate setting.  In all 
ESF schools, there is an expectation that teachers will approach curriculum planning in a flexible 
manner in order to meet the personalised needs of each learner.  Learning environments may be 
adjusted and specialised equipment or materials used to increase student access.  ESF recognises 
that students’ needs can change over the course of their schooling and is therefore committed to 
responding to meet these needs.  Systems such as the Admissions and Review Process (ARP) 
are in place to ensure placement and provision for all students is monitored and managed.   

 
3.2 The Disability Discrimination Ordinance (DDO) 

ESF adheres to the requirements of the Disability Discrimination Ordinance Code of Practice on 
Education (2001), which provides guidance on the legal requirements under the DDO and sets out 
principles governing equal opportunities in education.  
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3.3 Identifying and Supporting Student’s Special Educational Needs 

 The ESF Levels of Adjustment (LOA) provides a framework for identifying and documenting 
the need for adjustments and accommodations for primary and secondary students with 
SEN who attend ESF schools.  

 

 Levels of Adjustments 1-6 describe the frequency and intensity of support a student 
requires in order to access the curriculum and consequently determines the level of 
provision, or placement, required. ESF SENCOs assign a LOA reflective of a student’s 
needs at LOA 1 and 2. LOAs 3 to 6 may only be assigned through the Admission and 
Review Process.  All identified students are placed on a SEN register, which is reviewed 
on a termly basis by the SENCo.   

 

 LOAs are specific to the ESF context and therefore are assigned only by ESF SEN 
professionals. 

 
 LOA 1 & 2 - Mainstream placement with additional support  
 LOA 3 & 4 - Learning Support placement (in ESF primary and secondary schools) 
 LOA 5 & 6 - Jockey Club Sarah Roe School placement 

 
3.4 The ESF Matrix 

 
The ESF Matrix describes the amount and type of support that schools are expected to provide at 
each LOA, alongside examples of support, programmes, strategies and interventions that are 
commonly used in ESF schools. 
 
The ESF Matrix considers 5 different dimensions which impact upon how a student is able to 
access and achieve in the school environment. The Matrix includes descriptors for each of the 
following Dimensions of Schooling: 

 Thinking and Learning 
 Speech and Language  
 Emotional and Social well being 
 Social and Communication 
 Motor coordination / Physical / Sensory Processing 
 Medical factors are also considered but are not assigned a LOA. 

 

The function of the ESF Matrix is to: 
1. Guide the ARP panel when making decisions regarding a student’s LOA.   
2. Guide schools on how to implement SEN provision within each dimension of schooling. 
3. Assist teachers with descriptors to shape the personalisation of learning.  

 
The ESF Matrix is an internal document for ESF professionals only.  

 
3.5 Mainstream Placement with Additional Support 

 
Students identified and supported at LOA 1 & 2 are supported within mainstream placements and 
managed within the SEN provision available in all ESF schools. All ESF schools and Kindergartens 
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have an identified and suitably qualified Special Educational Needs Co-ordinator to lead the 
planning and coordination of the school’s SEN provision. 

 
3.6 Learning Support (LS) Provision 

 
ESF schools have a centrally funded Learning Support (LS) provision for students at LOA 3 & 4, 
which provides one SEN teacher and one educational assistant per class of 7 primary and 8 
secondary students.  The needs of the students within the LSC provision are met through in-class 
differentiation and support, individual and/or small group intervention, and/or specialist support.  
 
There are 105 primary and 120 secondary LS places across the ESF schools.  In exceptional 
circumstances a Learning Support class in an individual school may be over the designated 
number, on a short term basis. In these circumstances ESF Centre may provide per capita funding 
to enable the school to provide additional support in line with LS provision.  

 
3.7 Jockey Club Sarah Roe School (JCSRS) 

 
The Jockey Club Sarah Roe School is a specialist educational environment that supports students 
from year 1-13 with a wide range of needs within LOA 5 & 6, ranging from profound and multiple, 
complex learning disabilities to developmental disorders such as autism.  Specialised SEN 
teachers and Educational Assistants work alongside a multidisciplinary team of therapists 
contributing to supporting students needs. 
 
There are 70 places at JCSRS.  

 
3.8 ESF Access 

 
Access opportunities are planned for identified students who can benefit from curriculum and/or 
social experiences in an alternative level of provision.  The ESF Access Agreements and 
supporting documents outline guidance, including roles and responsibilities, for schools 
facilitating access opportunities.  

 

3.9 Limits/threshold of ESF SEN Provision 

 
ESF is committed to supporting students with a wide range of special educational needs, inline 
with the ESF Matrix, LOAs and the SEN funding formula for LS and JCSRS. However, it is 
recognised that there are a small number of students with a pervasive, highly complex combination 
of emotional/behavioural/mental health needs, who will require an entirely individualised, 
specialised and/or therapeutic curriculum outside of the classroom,  with ongoing direct input from 
multidisciplinary educational and health professionals.  There is currently no provision within an 
ESF context to support students with such highly specialised presenting needs.   
 
For students already within ESF provision whose needs change to an extent that the current 
provision is no longer deemed suitable, ongoing consultative discussions and planning, in 
conjunction with ESF policy, must take place between the school, SEN advisory team, family and 
multi-disciplinary health professionals to determine the most suitable environment for the student. 
The ARP process and/or exclusions policy may be required to guide this consultation. In 
exceptional cases, the most suitable environment and resourcing may not be within the ESF 
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context. The final decision is made by the Manager Inclusion and Special Educational Needs, 
Principal and Director of Education.  

 
 

3.10 The Admission and Review Process (ARP)  (refer to the ESF Enrolment policy 2020) 

 
The Admission and Review Process informs placement of students who are applying for, or 
transferring into/out of, a special educational needs provision within ESF. This includes students 
within an ESF Kindergarten who may not be able to access a mainstream curriculum.  The 
Moderation Panel for the ARP includes a multidisciplinary team of SEN leaders, including school 
principals, led by the Manager Inclusion and Special Educational Services.  
 
The role of the Moderation Panel is to: 
 

 gather information from professional reports and all submitted documentation 
 conduct assessment visits, to include observation and consultation with teachers and 

parents 
 review and consider all information in the context of the ESF Matrix 
 reach a recommendation regarding the student’s LOA and the most suitable placement 

within the ESF continuum of provision 
 request further information and/or observation if the provided information is insufficient, 

unclear or there are contrasting views during the moderation process 
 contribute to internal reviews of the ESF matrix and LOA descriptors and examples 

 
3.11 Allocation of places within LS and JCSRS 

 
The allocation of SEN places within LS and JCSRS is managed centrally by the Manager Inclusion 
and Special Educational Needs following the recommendation of the ARP. Places are allocated 
depending on the student’s assigned LOA, level of priority and school availability. ESF schools are 
expected to support the recommendation of the ARP panel regarding student’s LOA and work with 
the SEN advisory team to admit students that are centrally placed through this process.  

 

3.12 SEN Advisers 

 
SEN advisory support is provided to all schools and kindergartens through the SEN Adviser 
(Kindergarten & Primary) and SEN Adviser (Secondary). The SEN Advisers are responsible for 
advising and supporting the schools on the identification and management of children with 
SEN.  The Advisers will further assist through the development and monitoring of appropriate ESF 
policies and procedures and through the provision of training and support programmes to improve 
the knowledge and understanding of supporting students with special educational needs across 
the Foundation. It is expected that the SEN manager in each school and the SEN advisory team 
will maintain regular contact through school visits, phone and email contact and attendance at 
SNAGs meeting.  

 
 
3.13 Special Needs Advisory Group 
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The Special Needs Advisory Group (SNAG) is comprised of SEN specialists from every ESF school 
and meets once a term, enabling SEN teams across the Foundation to have the opportunity to 
meet to share good practice, collaborate on SEN related projects, and influence the development 
of SEN practice across ESF. Every school should ensure representation at the termly SNAGs 
meetings and participate in relevant working group projects throughout the year. 

 
3.14 The ESF Educational Psychology Service 

 
The ESF Educational Psychology Service provides a range of services in assessing children and 
young people with SEN and supporting schools to plan interventions and implement supportive 
strategies.  
 
Each ESF school, not including Kindergartens and PIS, has access to educational psychology 
services through a link Educational Psychologist (EP) and an allocation of time from the EP in each 
academic year. The EP, SENCo and school Senior Management Team plan and prioritise the use 
of EP time and the students referred for assessment, in line with the ESF Educational Psychology 
Service Guidance.  

 
3.15 Individual Education Plans (IEP)  

ESF is committed to consulting, documenting and reviewing regularly, with parents, an appropriate 
curriculum for students with SEN through the use of Individual Education Plans (IEP). An IEP 
document is a collaborative plan for moving a student towards personalised objectives, as well as 
the student’s progress at regular intervals.  The ESF IEP essential agreements set out the 
requirements for writing and monitoring IEPs.  

 
3.16 Annual Reviews 

 
All students at LOA 3, 4, 5 and 6 will have an annual review that should be attended by the student’s 
class teacher, SENCO and/or SEN teacher, and parents. The purpose of the review is to report on 
areas of development, emerging levels of concern, the support arrangements in place and 
discussion regarding whether the support arrangements and the LOA remain appropriate for the 
following academic year. Transition arrangements are also discussed and documented, where 
appropriate.  
 
A copy of the ESF Annual Review Record form should be submitted to the SEN Advisory team for 
all LS and JCSRS students, with additional discussion if the outcome of the meeting was that the 
current level of provision no longer meets the student’s needs. 

 
3.17 Transition 

 
The Essential Agreement for ESF Transition for Students with SEN sets out the agreed procedures 
and processes for the transition of students with SEN between phases. All schools will use the 
agreed transition documents for student transfers from Kindergarten to Primary and Primary to 
Secondary for all students at LOA 3 and above, and those students at LOA 2 who have been 
identified to require an enhanced transition.  

 
 
3.18 Responding to Behaviour 
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When a student’s social-emotional needs require a more personalised approach, schools will use 
the ESF templates to identify, plan for and monitor behaviour. The ESF risk assessment for 
managing challenging behaviour and supporting behaviour documents provide the frameworks to 
describe and respond to a student’s behaviours. Reference to targeted approaches toward positive 
behaviours will also be highlighted in a student’s IEP.  If a student’s behaviour presents as a health 
and safety risk to themselves and/or others then reference to the procedures outlined in the ESF 
exclusion policy may be required.  

 
 

4. Responsibilities and Delegations 

 

 Owner: Director of Education 
 Contact Officer: Manager Inclusion and Special Educational Needs 

 Policy Coordinator: SEN Adviser (Kindergarten and Primary), SEN Adviser 
(Secondary) 

 Implementation Responsibility: Principal 
 

 

5. Monitoring and Review 

 

The Manager, Inclusion and Special Education Needs is responsible for monitoring the 
implementation of this policy and reviewing its effectiveness every three years. 

 

Implementation Date:  30 June 2020 

Review Date:   31 July, 2022 


