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Special Educational Needs Profiling

Guidelines for schools

Special Educational Needs (SEN) profiling provides a framework within which schools may meet their obligation under the code of practice for a graduated system of intervention for pupils with special educational needs. These guidelines are intended to help schools complete the relevant forms effectively. 

General Considerations

In gathering information about pupils, it is helpful if data recorded is as specific as possible. The spaces offered on each sheet are not intended to be limiting and, where necessary, extra sheets should be used to give a fuller picture. Additional, relevant information can also be attached to the sheets, in order to give a more complete profile of the child.

Please note the following:

Please refer to relevant Learning Trust and DfES documentation.

The Special Educational Needs Coordinator (SENCO) is responsible for ensuring that the forms are completed appropriately.

It is suggested that you discuss the paperwork with the school educational psychologist.

Summary Sheet

The summary sheet should be completed at the same time as the school action form. It is intended to provide basic information, which should be updated as necessary, as the intervention proceeds. 

School Action

This form should be completed when it is decided that it is necessary to provide additional strategies and resources involving school representatives, parents/carers and others concerned, including the pupil, if appropriate. Where parents/carers have not given their consent to intervention, or cannot be engaged, schools should record parental/carers’ views and attempts to engage them, and pursue a within school support plan. 

Please indicate if parents/carers have been invited but are unable to attend the meetings.

The baseline information should include the child’s skills and learning style as well as areas of difficulty. An individual child’s performance can vary across settings. It is therefore important, where possible, to look for multiple sources of evidence of a child’s performance in different roles and situations.

The assessment process should focus on:

· the child’s learning characteristics

· the learning environment that the school is providing for the child

· the task 

· the teaching style

Please use information from previous educational experiences.

National curriculum and P level descriptors for each subject should be included.

Please attach examples to show how work has been differentiated e.g. lesson plans.

School Action Plus

This form should be completed when it is decided that it is necessary to involve external services and specialists to provide additional or different strategies to those provided at school action. School representatives, parents/carers and others concerned, should be involved, including the pupil, if appropriate. Where parents/carers have not given their consent to intervention, or cannot be engaged, schools should record parental/carers’ views and attempts to engage them.

Please indicate if parents/carers have been invited but are unable to attend the meetings.

Review

Ideally Individual Educational Plans (IEPs) should be continually kept ‘under review’ and as such can be reviewed at any time. The code of practice states that IEPs should be reviewed at least twice but preferably three times a year.
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