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Handbook for SEN and Disability 
for South Gloucestershire Early 

Years Settings 
 

 
This SEN Handbook is provided to support Early Years Settings in South 
Gloucestershire carry out their role in relation to children and young people with 
special educational needs and disability.   
 
All providers that the local authority fund in the maintained, private, voluntary and 
independent sectors must have regard to the SEN Code of Practice 2015.  This 
handbook is provided as a guide to the Code.  
 
It draws on the January 2015 Special Educational Needs and Disability Code of 
Practice: 0-25 years and provides information for staff working in Early Years Settings.  
Settings would include all maintained, private, voluntary and independent settings.  
 
 
 
Issue 1 – October 2015 
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1. Introduction 
 

South Gloucestershire Council is committed to securing the highest outcomes for 
all children and young people with special educational needs (SEN) and disability.   
It is expected that all settings will provide an inclusive environment and have well 
defined SEN processes, protocols and support in place in order to ensure that 
children with a range of additional needs can enjoy and are able to achieve.   This 
handbook is provided to support your setting in developing your provision and 
practice.  
 
All children are entitled to learning opportunities that enable them to: 
 
- Achieve the best possible educational and other outcomes 
- Become confident children with a growing ability to communicate their own 

views and be prepared to make the transition into compulsory education  
 
Nearly all children and young people with SEN or disability will have their needs 
met within their local early years setting and school.  You will probably already have 
children with SEN in your setting and will have made reasonable adjustments in 
order to ensure they can settle and make progress.  
 
A small number of children may require additional specialist support and the setting 
can assess and implement interventions to support the child.  For a very small 
number of children it may be appropriate to start an Education Health Care (EHC) 
needs assessment which will allow South Gloucestershire Council to decide 
whether it is necessary for it to make provision in accordance with an EHC plan.  
This may be to provide additional support in the setting or to access a specialist 
placement (e.g. at a special school) but an EHC plan does not necessarily result 
in additional support or funding.   

 
This handbook has been developed for setting staff specifically those with a role in 
SEN and it is provided to: 
 
- Signpost to relevant guidance and regulation provided by government and the 

local authority 
- Signpost to the Local Offer 
- Support and share best practice in SEN that exists within South Gloucestershire 
- Provide information and guidance in terms of referral pathways and local 

authority based panels for SEN resources and placements 
- Signpost to the local authority’s VLE for Early Years managers: 

http://sgca.myvle.co.uk 
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2. Vision and Principles 
 

“Working together today for a better tomorrow” 1 
 
The vision of South Gloucestershire Council is that every child and young 
person should have the best start in life, thrive, and be prepared for a 
successful adult life. 
 
The majority of our children and young people grow up and thrive in a supportive 
environment that enables them to have the best start in life without the input of 
specialist services. Some however do not and require personalised support at 
different times in their life. We will provide all our children and young people with 
the best start in life.  

 
 

 
 

Our ambition for children, young people and families is to: 
- Put positive outcomes for children and young people at the heart of all we do 
- Keep all children and young people safe from harm 
- Support the principle that a child is best placed within their family, with clear 

permanent alternatives available if that is not possible 
- Empower families to take responsibility and provide services that build family 

resilience and reduce the intergenerational cycles of need 
- Ensure that families receive integrated, coordinated and accessible support 

across a continuum of need 
- Keep families at the centre of all decisions and make sure that they will only 

have to tell us their story once. 
 
 

The ambition for services is to: 

                                                      
1 Taken from the  South Gloucestershire’s Early Help Vision and Strategy 2015 
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- Be user friendly and involve children, young people and families in planning 
our services 

- Provide locally responsive services including community based services 
- Provide support to families until they no longer need it, and be assertive with 

families who may not want support but are assessed as requiring it 
- Achieve best value for money and reduce demand for higher cost specialist 

services 
- Focus on clearly demonstrating an impact on improving outcomes. 

 
(Extract from South Gloucestershire’s Early Help Vision and Strategy 2015) 

 
The outcomes of children and young people with SEN and  disability in our Early Years 
Settings are supported by: 
 

- The delivery of the Early Year Outcomes for all children 
- Implementing early intervention and a graduated approach to SEN and disability  
- Focussing on inclusive practices and removing the barriers to learning 
- Implementing high quality processes of ASSESS, PLAN, DO, REVIEW (APDR) 
- Taking account of the views, wishes and feelings of the parents/carers and 

where appropriate the child themselves. Enabling children and their 
parent/carers to be central and participate fully in decision-making 

- Ensuring improved outcomes through high aspirations and expectations for 
children and young people with SEN and disability 

- Developing effective internal support within early years education providers and 
commissioning high quality specialists, accessed through clear pathways and 
referral routes 

- The Single Assessment Framework early help, being able to both support 
children with additional needs as required, as well as providing evidence in some 
situations for an EHC needs assessment request. (This is explained more fully 
on page 24). 

- Utilising SEN and disability  funding and ensuring value for money 
 

-  

 

3. Legal Framework 
 

This SEN Handbook should be read alongside the Special Educational Needs and 
Disability Code of Practice 0 – 25 years January 2015 and the associated statutory 
guidance, published by the Department for Education (DfE).  
 
The key chapter is chapter 5 which provides information on the role and 
requirement of all providers of early years settings.  Settings must continue to 
follow the Early Years Foundation Stage (EYFS) including the safeguarding and 
welfare requirements and the learning and development requirements (Para 5.3 
2015 SEN Code of Practice). 
 
There are a number of key legal documents that support activity in relation to SEN 
and disability in local authorities and early years settings.  These include: 

 
- The Children and Families Act 2014 specifically: 

• Sections 29,34,35,64,66,68, 69 and 100 
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- Special Educational Needs and Disability Code of Practice 0 – 25 years (2015) 
• Chapter 5 and 6 

- Working Together to Safeguard Children (2013) 
- The Childcare Act (2006) 
- The Children Act 1989 Guidance and Regulations Vol 2 and 3 
- Equality Act 2010 
- Reasonable adjustments for disabled children 2012 
- Supporting children at school with medical conditions 2014 
- The Mental Capacity Act Code of Practice: Protecting the vulnerable 2005 

 
 
The Children and Families Act 2014 provides for:  

 
- a clear and transparent ‘Local Offer’ of services across education, health and 

social care with children, young people and parents involved in preparing and 
reviewing the offer; 

- services across education, health and care to be jointly commissioned; 
- Education, Health and Care (EHC) plans to replace Statements with the option 

of a Personal Budget for families and young people to cover some services;  
- new statutory rights for young people in further education, including the right to 

request a particular institution is named in their EHC plan and the right to appeal 
to the First-tier Tribunal (SEN and disability); and  

- a stronger focus on preparing for adulthood, including better planning for 
transition into paid employment and independent living and between children’s 
and adults services. 

 

Transitional arrangements will be in place to support the changeover from the current 
system in a phased and ordered way, to facilitate the transfer of those with statements 
of special educational needs to EHC plans.  
 
Note for SENCOs  
 
A child has SEN if they have a learning difficulty or a disability that calls for special 
educational provision to be made for him or her. Children and young people who 
have SEN may also have a disability under the Equality Act 2010. Where a child is 
covered by SEN and disability legislation, reasonable adjustments and access 
arrangements should be considered as part of SEN planning and review.  
 
– this has not changed from the last Code of Practice 
 

 
 
The Children’s Minister Edward Timpson, in 2014, highlighted some of the key changes from 
the old SEN Code of Practice2: 
 

- An unequivocal right for families to request special educational needs 
assessments  

- A specific duty on health providers to provide the health care set out in new 
Education, Health and Care (EHC) plans 

- A new EHC plan and the single assessment process from 0-25 

                                                      
2 Article in SEN Magazine July 2014 at www.senmagazine 
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- Joint commissioning of health and social care services, to the faster, co-
ordinated single assessment process and an EHC plan which sets out in one 
place all the assistance to which a child is entitled, focusing on outcomes from 
birth to adulthood 

- A child and family focused system 
- Every council must publish a Local Offer – clear information explaining the 

support they give to children with SEN or disability in their area 
- Children with existing Statements will be transferred to the new EHC plans 

over time no later than April 2018 for Statements of SEN 
- The introduction of independent supporters to help families who most need 

help to navigate the SEN system 
- Introduced personal budgets for parents accessing SEN  

The 2015 SEN Code of Practice also includes: 

- A clearer focus on the participation of children and young people and parents 
in decision making at individual and strategic levels 

- A focus on children in specific circumstances: 
o Children and young people in care  
o Care leavers 
o Children in need 
o Children educated out of area or at home 
o Children placed in alternative provision 
o Children of service personnel 
o Children in youth custody 

- New guidance for education and training settings on taking a graduated 
approach to identifying and supporting children with SEN  

 

4. The South Gloucestershire Local Offer 
 
The local authority has to publish an outline of their services and provision on their 
website. This is called the Local Offer for children and young people with SEN and 
disability.  The Local Offer sets out in one place information about the support that is 
available across education, health and social care. This is for children and young 
people in their area who have SEN or a disability, including those who do not have 
EHC plans.  

 
Local authorities and their partner bodies and agencies, including early years settings, 
must cooperate with each other in the development and on-going review of the Local 
Offer.  This is essential so that the Local Offer provides a comprehensive, transparent 
and accessible picture of the range of services available. South Gloucestershire 
Council have published their Local Offer and it is available at: 
http://www.southglos.gov.uk/health-and-social-care/care-and-support-children-
families/local-offer/ 
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South Gloucestershire’s Local Offer for early years 
 
The pages of the Local Offer provide information on all early years providers.  Further 
information on providers can be accessed through the 1Big Database at: 
 http://www.1bigdatabase.org.uk/childcare/new 
 
South Gloucestershire has a large number of private, voluntary and independent 
providers offering a range of settings meeting local demand across the area. This 
includes nurseries, childminders and before and after school provision alongside 
funded children’s centres and maintained nurseries.  
 
Children’s Centres 
 
South Gloucestershire has six main children’s centres with eight additional ‘link’ 
centres operating alongside these. The six main centres offer support, assistance and 
advice to parents or carers of pre-school children (aged 0-5). They also provide an 
information service. They also offer an outreach service across their catchment area.   
 
The Children’s Centres are: 
 

 Kingswood Children’s Centre 
 Cadbury Health Children’s Centre 
 Cranleigh Court Children’s Centre 
 Patchway Children’s Centre 
 Staple Hill Children’s Centre 
 Filton Children’s Centre 

 
The programmes delivered will be developed around identified local needs and 
examples of what is offered include: 
 

 early learning and development 
 healthy lifestyles sessions 
 parenting support & support for young mothers 
 2 year old funded provision – on-site or signposting 
 breast feeding support 
 community learning and adult education 
 careers advice and support 
 social/coffee mornings for parents and babies 
 counselling and advice services 
 antenatal and postnatal groups 
 play sessions including nature play 
 health and safety awareness 
 support for children with additional needs 

http://www.southglos.gov.uk/health-and-social-care/care-and-support-children-

families/children-centres/ 
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Maintained Nurseries 

There are two maintained nurseries at St John’s Mead Nursery and Barley Close 
offering 90 placements. These nurseries can be accessed by parents contacting the 
school and making a request for a placement.  There are also a small number of places 
available at two special school settings - New Siblands School 
http://www.newsiblands.org.uk/ and Warmley Park School 
http://www.warmleyparkschool.org.uk/.    Both special schools provide placements for 
children with severe and profound and multiple learning difficulties.  A child will need 
a statement of SEN or an Education Health Care Plan for a place at either of the 
special school nurseries.   

 
5. The South Gloucestershire Virtual Learning Environment 
 
The Early Years team provide a VLE which is a valuable resource. It is a Web-based 
platform providing a content library, learning spaces, eLearning, blogs and access to 
up to date information, advice and guidance.  There is a SEND section that contains 
all SEN information and useful links which are updated and provided on a regular 
basis. The VLE provides access to all forms, templates and documents that an early 
years setting may require. The VLE can be accessed via this link. 
http://sgca.myvle.co.uk. The manager of the setting will have access and a password 
to the portal. 
 

 

6. Overview of the 2015 SEN Code of Practice 0-25   
 
Expectations placed on early years settings  

 
Paragraph 5.2 in the 2015 SEN Code of Practice states that providers of early years 
education which includes the maintained, private, voluntary and independent sectors 
are required to have regard to the 2015 SEN Code of Practice and adhere to the 
principles set out in Chapter 1 in the Code.  

 
All early years providers: 

 
- Must have arrangements in place to support children with SEN and disability. 

These arrangements should include a clear approach to identifying and 
responding to SEN 
 

- Should be alert to emerging difficulties and respond early. Listen to parents and 
carers who know their children best 

 
- Must provide information for parents on how they support children with SEN 

and disability and should regularly review and evaluate the breadth of the 
support they offer  

 
- Must cooperate with the local authority in reviewing provision and developing 

the Local Offer 
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Maintained nursery settings  ONLY in addition must: 
 

- Use their best endeavours to make sure that a child with SEN gets the 
support they need – this means doing everything they can to meet the child’s 
needs 
 

- Ensure that children with SEN engage in activities in the nursery (and school) 
alongside children who do not have SEN 

- Designate a teacher to be responsible for coordinating SEN provision (the 
SENCO) 

 
- Inform parents when they are making special educational provision for a child 

 
- Prepare a report on: 

• The implementation of their SEN policy 
• Their arrangements for the admission of disabled children 
• The steps taken to prevent disabled children from being treated less 

favourably than others 
• The facilities provided to enable access to the maintained nursery for 

disabled children and  
• Their accessibility plan showing how they plan to improve access over 

time. 
 
These are additional requirements for maintained nursery settings.  
 

 
 
SEN areas of need 

 
The 2015 SEN Code of Practice identifies four broad areas of need, namely:  

 
- Communication and Interaction 
- Cognition and Learning 
- Social, Emotional and Mental Health Difficulties, and  
- Sensory and/or Physical needs  
 
For further information see Paras 6.28 – 6.35 of the SEN Code of Practice.  

 
The South Gloucestershire Early Years Partnership VLE has further information on 
the four categories of SEN need.  http://sgca.myvle.co.uk 
 
 
All early years providers are required to have arrangements in place to identify and 
support children with SEN or disabilities and to promote equality of opportunity for 
children in their care. These requirements are set out in the EYFS framework. The 
EYFS framework also requires practitioners to review children’s progress and share a 
summary with parents. In addition, the ‘Early Years Outcomes’ is an aid for 
practitioners, including child minders, nurseries and others to help them to understand 
the outcomes they should be working towards. (Para 5.12). 
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Early identification - From birth to two  
 

Parents’ early observations of their child are crucial. Children with more complex 
developmental and sensory needs may be identified at birth. Health assessments, 
such as the hearing screening test, which is used to check the hearing of all new-born 
babies, enable very early identification of a range of medical and physical difficulties. 
Health services, including paediatricians, the family’s general practitioner, and health 
visitors, will work with the family, support them to understand their child’s needs and 
help them to access early support. (Para 5.14)  

Where health professionals are of the opinion that a young child under compulsory 
school age has, or probably has, SEN, they must inform the child’s parents and bring 
the child to the attention of the appropriate local authority.  
 
Health professionals will contact the 0-25 team based within the local authority if they 
are of the opinion that a young child under compulsory school age has, or probably 
has SEN.  
 
The health body must also give the parents the opportunity to discuss their opinion 
and let them know about any voluntary organisations that are likely to be able to 
provide advice or assistance. This includes the educational advice, guidance and any 
intervention to be put in place at an early point and before the child starts school. (Para 
5.15). Health professionals may seek the views of the setting as part of the 
assessment process.   
 

A range of support may be accessed to support young children with SEN. This could 
include:  

• Specialist support from health visitors, educational psychologists, 
speech and language therapists or specialist teachers, such as a 
teacher of the deaf or vision impaired. These specialists may visit 
families at home to provide practical support, answering questions and 
clarifying needs  

 
• training for parents in using early learning programmes to promote 

play, communication and language development  
 

• home based programmes, such as Portage, which offer a carefully 
structured system to help parents support their child’s early learning 
and development  

 
Early years provision 

 
The majority of 3 and 4 year olds, and many younger children, attend some form of 
early years provision. As you are aware, the EYFS framework sets the standards that 
all Ofsted-registered early years providers, and settings offering early years provision, 
must meet to ensure that children learn and develop well and are kept healthy and 
safe.  
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This includes ongoing assessment of a child’s progress. Early years providers and 
educational settings should have arrangements in place that include a clear approach 
to assessing SEN. This should be part of the setting’s overall approach to monitoring 
the progress and development of all children.  (Para 5.20).  

In assessing progress of children in the early years, practitioners can use the Early 
Years Outcomes guidance as a tool to assess the extent to which a young child is 
developing at expected levels for their age. The guidance sets out what most children 
do at each stage of their learning and development. These include typical behaviours 
across the seven areas of learning:  

• communication and language  
• physical development  
• personal, social and emotional development  
• literacy  
• mathematics  
• understanding of the world  
• expressive arts and design  

 
The EYFS framework already includes two specific points for providing written 
assessments for parents and other professionals – when the child is aged two and at 
the end of the reception year – which are detailed below: 
 
1.Written assessments - Progress check at age two 
 
When a child is aged between two and three, early years practitioners must review 
progress and provide parents with a short written summary of their child’s 
development, focusing in particular on communication and language, physical 
development and personal, social and emotional development.  
 
This progress check must identify the child’s strengths and any areas where the 
child’s progress is slower than expected. If there are significant emerging  
concerns (or identified SEN or disability) practitioners should develop a targeted 
plan to support the child, involving other professionals such as, for example, the 
setting’s SENCO as appropriate. The summary must highlight areas where:  

 
• good progress is being made  
• some additional support might be needed  
• there is a concern that a child may have a developmental delay (which may 

indicate SEN or disability)  
 
It must describe the activities and strategies the provider intends to adopt to address 
any issues or concerns. If a child moves settings between the ages of two and three 
it is expected that the progress check will be undertaken in the setting where the 
child has spent most time.  
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2.Written assessments - Assessment at the end of the EYFS – EYFS Profile 
 
The EYFS profile provides parents, practitioners and teachers with a well-rounded 
picture of a child’s knowledge, understanding and abilities. A profile is usually 
completed for children in the final term of the year in which they turn five. It is 
particularly helpful for children with SEN and should inform plans for future learning 
and identify any additional needs for support. 
 

 
 
Health visitors currently check children’s physical development milestones between 
ages two and three as part of the universal Healthy Child Programme. An integrated 
review that will cover the development areas in the Healthy Child Programme two-year 
review and the EYFS two-year progress check will be put in place. The integrated 
review will: 

 
• identify the child’s progress, strengths and needs at this age in order to promote 

positive outcomes in health and wellbeing, learning and development  
• enable appropriate intervention and support for children and their families, 

where progress is less than expected, and  
• generate information which can be used to plan services and contribute to the 

reduction of inequalities in children’s outcomes  (Para 5.25) 
 
 
Identifying needs in the early years   
 
In addition to the formal checks, early years practitioners working with children should 
monitor and review the progress and development of all children throughout the early 
years.  Where a child appears to be behind expected levels, or where a child’s 
progress gives cause for concern, practitioners should consider all the information 
about the child’s learning and development from within and beyond the setting, from 
formal checks, from practitioner observations and from any more detailed assessment 
of the child’s needs.  Observations by practitioners are particularly important as they 
will help determine if and why the child may be struggling to make progress.  
 
From within the setting practitioners should particularly consider information on a 
child’s progress in communication and language, physical development and personal, 
social and emotional development. Where any specialist advice has been sought from 
beyond the setting, this should also inform decisions about whether or not a child has 
SEN. All the information should be brought together with the observations of parents 
and considered with them. 
 
Where a setting feels that they may need to make special educational provision for a 
child the setting practitioners should talk and work in partnership with the parents. It is 
sensible to have a meeting with the parents to discuss their child’s development and 
raise concerns the setting practitioners may have.   
 
Appendix A includes two documents:  Meeting for Child Causing Concern and 
Breaking the News which provide helpful information about preparing, conducting and 
post meeting information.   These can also be found in the VLE, 
http://sgca.myvle.co.uk. 
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All settings should adopt a four stage approach of action: Assess, Plan, Do and 
Review. This cycle allows the setting to revisit decisions and actions and refine them 
with a growing understanding of the child’s needs and what is working to support 
progress and securing positive outcomes.  This is known as the graduated approach.  
 
The SEN four-part graduated approach, or cycle: 
 

- ASSESS – carry out a clear investigation of the child’s needs. The initial 
assessment should be reviewed regularly to check the support matches the 
needs.   

-  
It is helpful to use the documents found on the VLE at http://sgca.myvle.co.uk.   
Click on EYFS -> SEND -> Graduated Approach  
 

- PLAN – Where it is decided to provide SEN support, and having formally 
notified the parents, the setting should agree, in consultation with the parents, 
the outcomes they are seeking, the interventions and support to be put in place, 
the expected impact on progress, development or behaviour, and a clear date 
for review. It is really helpful to make sure that all targets and outcomes are 
clearly defined and are SMART (Specific, Measurable, Achievable, Realistic 
and Time limited).  The support and intervention provided should be selected 
to meet the outcomes identified for the child, based on reliable evidence of 
effectiveness, and provided by practitioners with relevant skills and knowledge. 
Any related staff development needs should be identified and addressed.  
 
It is helpful to capture this information on the SEN Support Plan, a copy of which can 
be found on page 17&18.  The SEN Support Plan is a key document highlighting the 
needs of the child and observation, discussion, outcomes, targets and actions that 
have taken place. 
 
It is helpful to use the documents found on the VLE at http://sgca.myvle.co.uk.   
Click on EYFS -> SEND -> Graduated Approach ->Plan and Reviews ->SEN Support 
Plan 

 

- DO – The early years practitioner, usually the child’s key person, remains 
responsible for working with the child on a daily basis. With support from the 
SENCO, they should oversee the implementation of the interventions or 
programmes agreed as part of SEN support. The SENCO should support the 
practitioner in assessing the child’s response to the action taken, in problem 
solving and advising on the effective implementation of support. 
 
The SEN Plan Evidence Record (on page 19) provides a form for you to capture your 
information and to evaluate progress using Beginning, Consolidating and Secure as 
descriptors of progress.  
 
If you plan to make a request for an EHC needs assessment it is sensible to make 
sure that your SEN Plan Evidence Record is specific in terms of how much 
support the child needed and if/how they achieved the targets.  
 
It is helpful to use the documents found on the VLE at http://sgca.myvle.co.uk.  Click 
on EYFS -> SEND -> Graduated Approach ->Plan and reviews ->Evidence Monitoring 
Record  
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- REVIEW – The effectiveness of the support and its impact on the child’s 

progress should be reviewed in line with the agreed date. The impact and 
quality of the support should be evaluated by the practitioner and the SENCO 
working with the child’s parents and taking into account the child’s views. They 
should agree any changes to the outcomes and support for the child in light of 
the child’s progress and development. Parents should have clear information 
about the impact of the support provided and be involved in planning next steps. 
 
The SEN Support Plan Review can be completed to ensure that all monitoring 
information is captured. It is helpful to use the documents found on the VLE at 
http://sgca.myvle.co.uk.   Click on EYFS -> SEND -> Graduated Approach ->Plans and 
Reviews -> SEN Support Plan Review 

 
This cycle should be repeated frequently to identify the best way of securing progress. 
Where a child continues to make less than expected progress despite evidence-based 
support and interventions, the setting should consider involving other specialists (e.g. 
Speech and Language Therapist, Educational Psychologist). This graduated 
approach should be led and coordinated by the setting SENCO.  
 
 
It is important to remember that a delay in learning and development in the early 
years may or may not indicate that a child has SEN.  It is important to take time to 
work with the parents to develop skills before identifying the difficulty as a special 
educational need. Settings should adopt the graduated approach and may wish to 
involve specialists at any point to advise them on early intervention of SEN and 
effective support and interventions.   
 
More information is provided in flow chart on page 16 which highlights the 
process of identification of needs and accessing further advice and support.  

 
Key for supporting a child with SEND in an Early Years Setting (flow chart on 
next page)  
   
 

 This is the support and advice you can seek from the Early Years Team. 

 
 
 

Support and advice that a setting can seek from other agencies 

 This is what the setting needs to do to follow the 2015 SEND Code of 
Practice 

 This is where you can get advice when working with more complex SEN 
children 

 This is a statutory Duty to safeguard all children. 

 
 
 
The templates on the following pages are available on the VLE – they 
provide a format for completing a SEN Support Plan, keeping a record of 
evidence, recording actions, monitoring and reviewing progress.  
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Supporting a child with SEND in an Early Years Setting 
 
 

 
 
 

Other Professionals 
 
Proactively seek the 
support of other 
professionals who may 
be supporting the 
family. 
This may include: 
 

The Setting 
Follow the Graduated Approach 
(SEND COP Chapter 5) 
 
Get parent consent and work with 
them to FOLLOW the Graduated 
Approach. 
 
Discuss the process and the child’s 
progress with the parents at every 
stage 
 
Gather Information from 
observations of the child 
 
Put SEN support plan in place with 
SMART targets 
 
Follow the Assess- Plan- Do Review 
cycle.  
 
At each review cycle, consider if 
further advice or information is 
required from other professionals or 
the Early Years Team. 
 
Seek any SEND training to support 
staff in meeting the needs of the 
child. 
 
Where needs continue to be unmet 
consider whether the Single 
Assessment Framework early help 
(SAFeh) is required. 
 
At any point in this process you can 
contact the Early Years Team for 
advice. 
 
Collate paperwork for Education 
Health Care Plan assessment 
request only for children with 
complex needs. 
 
 

The Early Years 
Team 
Ongoing advice 
and information is 
available from the 
Early Years Team. 
This can be on a no 
name or named 
basis and may 
include:  

TAC/F 
 Organise a Team 

Around the Child / 
Family meeting to share 
information and plan 
support 

Advice from 
 The Health visitor 

(with permission from 
parent) 

 Support organisations 
or charities 

 Specialist services 

 

Early Support 
Workers - Can 
help settings to 
build staff 
confidence and 
strategies to 
support the child to 
access provision   

Early Intervention 
Officers (EIO’S) 
Can help settings 
with  
 specific advice 

on child(ren)  

 support with 
paperwork 

 advice on what 
settings need to 
do next 

 

Setting Support 
Officers (SSO’S) 
General information 
and advice on 
SEND issues 
Support for new 
SENCOs 

Book and attend an Early Years Consultation meeting with an EP 
and EIO.  Booked via the Early Years Team 

Concerns about Safeguarding contact ART formally First Point 

and follow safeguarding procedures.  

Requests for help (with 
parental consent) 
 ART formally First 

Point for all local 
authority children’s 
services e.g. SAFeh, 
Children’s Centres, 
Portage and EPS 

 Speech and Language 
via Single Point Entry 
Referral Form 

  

The VLE a valuable 
source of: 
Information 
On-line training 
Sample paperwork 
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SEN Support Plan 

 
 

Name:                                                        Name of parent/carer: 
 
D.o.b:                                            Date of initial Plan: 
 
Placement/Days attending:          Plan No: 
 
Senco:          
Persons involved in discussion:                                                      
Key Person:      

 
Strengths: 

 

Nature of Concern: 

 

Child’s views: 
 

 

Parent’s views: 
 

Other professionals involved: 
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SEN Support Plan 
 

Date action plan agreed:  Action plan number:  
 

Child/Young people details: 
 Name DOB  

 

Action Plan 
What outcome do 
we want for the 

child? 

Change 
Tracker 
Strand 
/ 
score 

Targets for Action 
(SMART) 

Strategies / Actions/ 
Staffing ratio 

Advice from 
other 
professionals 

What progress has been seen? 
(Review notes) 

 
 
 
 
 

     

 
 
 
 
 

     

 
 
 
 

     

 
 

Date of review meeting:    
 

Parent/carer Signature ……………………………………         Setting Signature ……………………………………      
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                                                    SEN Plan Evidence Record 
Department for Children, Adults and Health 

Child’s Name:    
Date of Birth:                                                                                                      Key Person: 
Targets: 

1.  
2.  
3.  

Date 
Target 

                                                                              Evidence Notes 

 
 
 
 
 

 
 
 
 
 

   B 
 
   C 
 
   S 

 
 
 
 
 

 
 
 
 
 

   B 
 
   C 
 
   S         

 
 
 

 
 
 

   B      
 
   C 
 
   S  

Additional Comments 
 

Once completed add to child’s learning diary                                                                              Beginning    Consolidating   Secure
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Early Years Individual Provision Plan 
 

Early Years Setting:  Individual Provision Plan for:  

Sessions attended:  Group size ratio (adult: child):  

 

Broad Objective 
Key Action 

Outcome for Child How? When? Who? (in 
minutes) 

     

 

                                        

Early Years Setting 

Additional Support and Requested Support 

Total number of hours of support needed per week = 

Total number of hours of additional support funding requested per week = 
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SEN Support Plan Review 
 
Child’s Name:  DOB:  
                                           
IPP No: 
Date of Review:                                         
 
Attending Review 
 
Advice followed from other agencies involved: 
Such as S&LT/ Paed / OT / Physio 
Be specific as to what has been tried/ implemented. 
 
SETTING SUMMARY: 
 How has child achieved targets?  
What additional support has been provided to achieve targets? Include the adult support and 
strategies that have been used. 
How well the targets have been met, use Beginning, Emerging, Secure 
                                                                                                                                            
PARENTS COMMENTS: 
Capture views and wishes for the child. 
 
CHILD’S VIEW: 
Capture interests and strategies which are working well and that the child is responding to. 
 

OTHER COMMENTS 

 Any comments from other professionals attending or collated from verbal or written reports. 
 
ACTIONS/ NEXT STEPS: 
Out comes linked to new targets (Targets need to be SMART). 
Further referrals. 
Reasons for EHC plan referral must be captured  
Make it clear who will do what and when. 
Set date for next review                                          

Signed:  ………………………………………….  Parents/Carers 

 
    ………………………………………….  SENCO/ Key person 
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7. Support within the Setting  
 
The Role of the Manager  

 
The 2015 SEN Code of Practice provides guidance for all early years settings. The 
managers of early years provision will need to ensure that all settings have access to 
a nominated SENCO. For smaller providers the SENCO may be shared across a 
number of settings.   

 
A short checklist is provided below which highlights the key activities for the Manager.  
 

Responsibilities and actions for the Manager  

 
Your setting has a nominated SENCO   
Your setting has a monitoring, evaluation and review process in place 
to review SEN provision and the outcomes for children with SEN and 
disability. 

 

Your accessibility plan is in place to manage the inclusion of children 
with disability. 

 

Your setting provides an inclusive environment and culture, which 
welcomes children with SEN and disability and their families/carers.  

 

Your setting accesses specialists to support the needs of children with 
SEN.  

 

The Manager is accountable for the successful learning and positive 
outcomes of all children with SEN.  All staff understand that they have 
a role in supporting and teaching all children with SEN and that this role 
is shared with the SENCO. 

 

You survey parental views of children with SEN and take action if 
required.  

 

Your annual review process for children with statements or EHC plans 
and other review processes actively seeks and acts upon the views of 
children and young people with SEN. 

 

 
 
The Role of the SENCO 
 
All settings must have a nominated SENCO, there is no requirement for this to 
be a teacher apart from a maintained nursery school which must ensure that there 
is a qualified teacher designated as the SENCO.  
 
The EYFS framework requires other early years providers to have arrangements in 
place for meeting children’s SEN. Those in group provision are expected to identify a 
SENCO. Childminders act as SENCO and childminders who are registered with a 
childminder agency or who are part of a network may wish to share that role between 
them.  
 
The role of the SENCO involves:  
 

• ensuring all practitioners in the setting understand their responsibilities to 
children with SEN and the setting’s approach to identifying and meeting SEN  

• advising and supporting colleagues  
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• ensuring parents are closely involved throughout and that their insights inform 
action taken by the setting, and  

• liaising with professionals or agencies beyond the setting 
 

 
A helpful checklist of SENCO competencies: 
 

Competency 

     

Know the characteristics of effective play and 
learning 

   

Use ICT effectively    
Keep up to date with Inclusion and SEN issues    
Effective communicator    
Co-ordinate and provide staff training    
Monitor progress effectively - Collect, analyse 
and interpret assessment data 

   

Assist staff to set realistic expectations – make 
sure targets are SMART  

   

Disseminate good practice    
Monitor and evaluate the provision for children 
with SEN 

   

Manage the transition into school process 
effectively 

   

Provide regular information for the Manager of 
the setting 

   

Help staff understand the needs of children with 
SEN 

   

Promote and achieve positive staff /child 
relationships 

   

Co-ordinate reviews    
Develop positive partnerships with parents    
Develop effective liaison with other agencies    
Chair meetings effectively    
Manage time effectively    
Take responsibility for your own professional 
development 

   

Promote inclusive practice    
Know how to recognise and deal with 
stereotyping in relation to race, disability and 
gender 

   

Use specialist knowledge to assess the needs of 
children and advise on and/ use of appropriate 
tool/resources 

   

Know where to access specialist knowledge to 
assess the needs of children with difficulties in 
communication and interaction 
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8. Single Assessment Framework for Early Help 

 
The Single Assessment Framework early help (SAFeh) 
 
The Single Assessment Framework early help is a common way of working that is 
child and family focused, allowing assessment proportionate to need, and graduated 
interventions that are child centred, where the focus is on improving outcomes for 
children and young people. It is NOT a linear approach that all children or young 
people need to progress through every step. The appropriate steps need to be decided 
upon through professional judgement, skills and experiences.  Any situation can be 
discussed with ART (formerly First Point) (Tel: 01454 866000) to support this decision 
making process.   
 
The Single Assessment Framework early help (SAFeh) is a process that involves a 
common, holistic assessment, designed to gather a complete picture of a child’s unmet 
needs at an early stage, from a range of practitioners.  A setting that has already 
implemented interventions to meet the needs of the child over a significant period of 
time may use the SAFeh process to more fully assess needs on a holistic basis, to 
inform more targeted action planning, and draw in outside agencies/professionals as 
relevant.   
 
The SAFeh is intended as a time-limited intervention and should not be used if there 
is agreed evidence that a child needs extra multi-agency support in learning for the 
duration of his or her childhood. This may qualify for an EHC needs assessment. 

 
The SAFeh can be used for children and young people of any age. It enables 
information to be gathered in a structured way, through discussions with the child and 
their parents/carers as well as with other professionals. It looks at unmet needs and is 
an approach that can help children access the right services earlier.   

It is a common process that enables practitioners to make an assessment and act on 
the result, using a standard form to record the assessment result and share with 
others. It covers all aspects that affect a child’s development – health, education and 
social development, through to housing and family relationships. 

When is a SAFeh required? 
 
 Where a practitioner has observed a significant change or worrying feature in 

a child’s appearance, demeanour or behaviour 
 Where a practitioner knows of a significant event in the child’s life or where 

there are worries about the parents, carers or home 
 Where the child, parent, carer or a practitioner has requested an assessment 
 Where parental needs might impact on the child (e.g. parental substance 

misuse, domestic violence, and/or parental physical or mental health issues), 
but do not meet the thresholds for social care intervention). This can be 
checked by using the South Gloucestershire Thresholds document and 
matrix.  

 When a practitioner believes a child may have additional needs and wants to 
understand better what they are and what the appropriate response is 
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 To provide more holistic information to support decision-making at the setting 
in cases where needs are not yet at a level to require a statutory Education, 
Health and Care (EHC) needs assessment 

 Where a child is exhibiting problematic behaviour and where the underlying 
cause may be hidden 

 Where a child appears to have additional needs, but is unlikely to be eligible 
for support under existing threshold criteria for specialist services e.g. an EHC 
plan.  

 Where there is no EHC plan, unless a family SAFeh is required for other 
children in the family 

 
This is NOT an exhaustive list and there may be other situations that would benefit 
from a SAFeh. 

 
What is the SAFeh process? 
 
1. A practitioner identifies a child or family with additional needs 
2. Family consents to a SAFeh assessment process and action plan and agrees 

to information sharing. Link to information sharing forms 
3. ART team are contacted to check if a SAFeh already or has ever existed. 
4. Consideration is given to whether a Team Around the Child/family  (TAC/F) 

meeting is required to gather information from other practitioners, and arrange 
as required 

5. Information is gathered from parents, child and other professionals 
6. SAFeh form completed. Single Assessment Framework early help (SAFeh) 

Toolkit   
7. Consideration is given to whether a further Team Around the Child / Family 

meeting is required, to evaluate needs and seek solutions by developing 
actions based on strengths. Arrange an accessible TAC/family meeting 

8. Develop an agreed Early help action plan  Single Assessment Framework 
early help (SAFeh) Toolkit 

9. Submit all SAFeh papers securely to ART (formerly First Point) 
10. Carry out actions from the TAC meeting  and review progress 
11. Continue cycle of Assess, Plan, Do and Review until needs met. 
12. Close SAFeh (Note: a child’s SAFeh should be closed and stepped up to an 

Education, Health and Care plan whenever this statutory plan is agreed) 
13. At any point a request for help can be made to ART (formerly First Point) 

should additional advice, guidance or services be required.  This can include 
requesting an Education, Health and Care needs assessment or a 
safeguarding assessment. 

 
More information about SAFeh can be found on the South Gloucestershire Council 
web pages web site.    
  
The Single Assessment for early help (SAFeh) toolkit has been agreed with a range 
of partners. It is written with the intention of being accessible and in a format that can 
be easily changed and added to. The toolkit includes sample forms, action plans and 
guidance.  
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Note for SENCOs 
 
If the setting wishes to involve services and outside agencies they should consider 
implementing a SAFeh – a good starting point is to look at the flow chart above to 
check that the setting has already implemented a full range of evidence based 
interventions using the Assess, Plan, Do and Review process.  If this is the case 
then the When to use the SAFeh guidance in the toolkit is a good starting point for 
collecting and assessing the data and information.  
 

 
 

 
9. Accessing Specialist Support  
 
There are a number of ways that a setting can access further specialist support once 
they have fully utilised their own internal expertise within the early years setting. This 
is outlined on the chart on page 16.   

 
In essence a setting can access specialist services: 
 

- From other professionals (see the chart on page 16)  
- Directly from the NHS (e.g. Speech and Language Therapist) using Single Point 

of Entry Form (SPE) sent directly to Southmead Hospital. A health visitor can 
be accessed directly via a phone call from the parents/carers or by the setting 
but only with the permission of the parents 

- Requesting an Early Consultation Meeting with an EP and EIO – booked via 
the Early Years Team 

- Telephoning ART 3  (formerly First Point) to request help and guidance 
Tel:01454 866000 

- Requesting an EHC needs assessment through a written Request for Help from 
ART (documented evidence of need will be required to support any request for 
EHC needs assessment. Where needs are unclear, a SAFeh may be useful for 
some children before this request is made and as part of a graduated response 
to evidence the need and impact of the interventions over time).  

- By Request for Help from ART where there are safeguarding concerns. Any 
safeguarding concerns MUST involve using local safeguarding procedures (for 
further information http://sites.southglos.gov.uk/safeguarding and ART must be 
contacted. 

- From the Portage Home Visitors who are part of the 0-25 Team. Portage is a 
home visiting educational service for pre-school children who are 
significantly delayed in two or more areas of development. The Portage 
model includes working in partnership with parents, home visits, individual 
goals for learning and participating, structured teaching and multi-agency 
working. This is a small National Portage Association registered service of 3 
home visitors (1.6 full time equivalent) and can be accessed by making a 

                                                      
3 ART is the single point of contact for services in South Gloucestershire and can be accessed at 01454 866000 
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written Request for Help from ART. Requests for this service are considered 
at the Early Years Panel. 
 
 

Settings are encouraged to implement a range of activities and interventions first and 
seek specialist advice if progress is not demonstrated despite the support and 
intervention. It is recommended that parents/carers are actively involved in developing 
action plans, and reviewing the interventions, to ensure that the best outcomes are 
met for the child. 
 
However, where there are concerns, there should be an assessment to determine 
whether there are any other factors such as an underlying learning or communication 
difficulty. If it is thought that family, housing, or other circumstances may be 
contributing to the presenting behaviour, a multiagency approach, such as the 
SAFeh4, can be considered.   
 
If you are unsure you can seek ongoing advice from your Early Years Team  
 

 
 
Request an Education Health Care Needs Assessment 
 
Chapter 9 of the 2015 SEN Code of Practice for SEN and disability provides more 
information on EHC plans (page 141).  
 
In considering whether an EHC needs assessment is necessary, the local authority 
will consider whether there is enough evidence to show that despite the setting having 
taken relevant and purposeful action to identify, assess and meet the SEN of the child, 
the child has not made the expected progress.   
 
The 2015 SEN Code of Practice emphasises the need for a graduated approach to 
meet the needs of children with SEN through early intervention and prevention 
strategies implemented at key developmental periods.  

 
In the majority of cases, the local authority will expect settings to have implemented 
the actions set out in their setting offer and to have evaluated and monitored the impact 
of these over time before requesting an EHC needs assessment.  An EHC needs 
assessment is ONLY required for the children with the most complex and severe SEN 
and disability. The vast majority of children will have their needs met by the setting 
without the need for an EHC plan or additional funding.  

 
In most cases, it is expected that no child should be referred for an EHC needs 
assessment unless he/she has received  six months of support and is still making less 
than expected progress given his/her age and individual circumstances, as described 
by the 2015 SEN Code of Practice (para 6.17).  The setting will need to highlight the 
child’s specific area of need including areas of strength, demonstrate what 
interventions have been put in place, provide records of how much support has been 
provided in achieving the targets/outcomes and where the child is experiencing 
barriers to learning.  
 
                                                      
4 See page 24 for more information on the SAFeh 
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It is expected that any advice from specialists has been implemented and given time 
to support the pupil and show progress. The length of time spent in setting-based 
support will not in itself be sufficient to justify a request for an EHC needs assessment.  
It is anticipated that the child will have a reasonable level of attendance and support 
has been provided if the absence level is not at an acceptable level.  It is expected 
that a SAFeh will have been implemented in many but not all cases.  
 
In order to meet the threshold for starting an EHC needs assessment the child 
must have special educational needs or a disability that significantly impacts on 
his/her ability to access education. 
 
The local authority will consider initiating an EHC needs assessment when the 
following thresholds have been met:  
 

- The child’s needs are significant and long term and  
- Despite evidenced based interventions already provided by the educational 

setting the child is not making progress.  
 

The 2015 SEN Code of Practice states that ‘the legal test of when a child requires an 
EHC plan remains the same as that for a statement under the Education Act 1996’.   
 
The following checklist is important to use when preparing an application for an EHC 
needs assessment as it is more likely to be successful if the setting provide the 
required documentation and evidence that a Panel can consider.  This is not an 
exhaustive list and you are free to add any additional valid information.  
 
By making a written “Request for Help” from ART which must include evidence of need 
and what the setting has tried internally to do.  You do not have to collect all of these 
documents, just the ones you feel are relevant. Evidence required before requesting 
EHC needs assessment is highlighted in the table below. It is helpful to check whether 
you have collected the relevant information. 
 
Evidence Date added to file Collected 

by 
More evidence 
required 

EYFS developmental map/ 
tracking/ summary 

   

Provision Map     
2 SEN support plans    
2 SEN support plan review notes    
2 Monitoring records    
2 Observations on child    
Child views gathered – all about 
me , SEN plan, reviews 

   

Parents views gathered- All about 
me, SEN plan, reviews 

   

Individual behaviour Plan (IBP)*    
ABC sheets *     
2 Year progress check*    
Professional reports*    
BRISC form*    
Transition documents*    
Team around the child (TAC) 
meeting notes* 
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Evidence Date added to file Collected 
by 

More evidence 
required 

Single assessment for early help 
(SAF) or Pre –SAF* 

   

Family Service Plan (Early 
Support)* 

   

ECAT form*    
Health/ Medical Care Plan*    
EDAC report*    
Evidence from shared setting*    

* These may not be applicable to have as evidence to support a request or a referral to a service. 

Further information can be sought from the Early Years Team.  
 
 
When an early years EHC needs assessment request is received by the 0-25 Team, 
all submitted evidence is presented to the Early Years Panel to consider whether to 
proceed with the EHC needs assessment.  A needs assessment will only be initiated 
if the child’s needs are severe and complex.  If a decision is made to not start the 
needs assessment this will be explained to the parents/carers and setting in a letter. 
Further help and support can be accessed as described on page 26. 
 
If the Panel agree to begin the assessment, a Lead Worker from the 0-25 Team is 
allocated and will lead throughout the assessment process, meeting with 
parents/carers, gathering reports from the setting and all professionals involved, 
organising a Team Around a Child meeting and drafting the Education, Health and 
Care Plan and finalising it, if Panel agree that the EHCP is appropriate. A Lead Worker 
may be from a social care or SEN discipline and is selected on the needs immediately 
evident in the referral. The local authority must make a decision whether to go ahead 
with an EHC needs assessment within six weeks of receiving a request unless specific 
exceptions apply.  The decision is taken at the Early Years Panel held each 
Wednesday morning.  
 
 
Support for parents and carers  
 
 A number of support groups can provide support to parents and carers of a child with 
SEN and Disability.  It can be a difficult time for parents/carers and the support of 
others can be particularly beneficial.   Appendix B provides contact details and a brief 
overview of the following groups: 
 

 South Glos Parent and Carers 
 

 Supportive Parents 
 

 KIDS Independent Supporters 
 

 
All groups are charities and independent of the local authority.  You can provide their 
contact details to parents and carers if you feel that the family may need some support, 
especially it the EHC needs assessment has been started as the process can feel 
overwhelming for some families.  
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Reviewing the EHC plans 
 
There may be a very small number of preschool children that already have an EHC 
plan and for these children the setting will therefore need to coordinate an annual 
review.  

 
A statutory EHC plan annual review must: 

 
- Actively monitor and measure the child’s progress towards their outcomes and 

longer term aspirations 
- Review the provision made to ensure it is effective  
- Consider the continuing appropriateness of the EHC plan  
- Set new interim targets and where appropriate agree new outcomes. 
 

In line with all Annual Reviews the following requirements apply: 
 
- The child’s parents,  a representative of the setting , a local authority SEN officer 

(from the 0-25 Team), a health service representative and local authority social 
care representative must be invited and given at least two weeks’ notice of the 
date of the meeting.  It is however sensible to give considerably more warning 
of dates. Other individuals can be invited.   

- The setting must seek advice and information about the child prior to the 
meeting from all parties invited and share this information with those invited at 
least two weeks prior to the meeting. 

- The setting must prepare and send a report of the meeting to everyone invited 
within two weeks of the meeting.  Whilst the Code of Practice states that the 
setting must send out recommendations on any amendments required to the 
EHC plan and make a note of any differences of views – in South 
Gloucestershire you are also asked to annotate the EHC plan as far as possible 
with new suggested wording and that this is sent with any assessment reports.  

- The Educational Psychologist will only attend the annual review where there is 
a high level of concern. These will be where: 
o the child’s needs have changed significantly and/or 
o the educational arrangement or placement is no longer meeting the child’s 

needs 
- Within four weeks the local authority must decide whether it proposes to keep 

the EHC plan as it is, amend the plan, or cease to maintain the plan and notify 
the child’s parents/carers who have a right of appeal to this decision.  

  

 
Roles and Responsibilities - Early Years Team  
 
The Early Years Team fulfil a range of different functions. They provide targeted 
support to all settings rate RI or below by OFSTED or settings who have identified 
themselves as vulnerable in anyway. 
  
The Early Years Team are able to provide SEND advice, information and support to 
all settings regardless of their OFSTED grade. This provided through a mixture of 
face to face and online support on the VLE. It is the responsibility of all settings to 
contact the team to access face to face SEND support or advice. 
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The Early Years Team can be contacted by on 01454 863355 or 
earlyyears@southglos.gov.uk 
 
 

 
Early Years Team roles and responsibilities  

Senior Education Adviser 
(Early Years) 

The Senior Education Adviser is responsible for 
planning, monitoring and evaluating the statutory Early 
Years duties across the local authority, where 
appropriate promoting and developing partnership 
working with other key groups or organisations.  
Central to this is ensuring early years outcomes and 
the quality of provision remain high across the whole 
local authority, with timely, effective interventions 
being identified and planned for settings or schools 
facing challenging situations.     

Education Advisor Early 
Years (Team Manager) 

Education Advisers provide support to schools on the 
development of EYFS provision, teaching and 
learning, leadership and management. They also 
support with transition into and out of Year R, 
promoting inclusive practice and providing advice on 
SEND as appropriate. Education advisers also line 
manage officers working in settings. Schools requiring 
their support can request this through the early years 
mail box earlyyears@southglos.gov.uk  

Setting Support Officer Setting Support Officers support settings with the 
development of EYFS provision, teaching and 
learning, leadership and management. This includes 
supporting new and experienced SENCOs and 
providing advice on support for individual and groups 
of children. They offer support on the development of 
effective teaching and learning opportunities for 
children causing concern and following the graduated 
response.  Each setting has an allocated Setting 
Support Officer who they can contact directly for 
support.  

Early Intervention Officer Early Intervention Officers will support settings to build 
their capacity to work with children who are displaying 
complex needs. This typically involves advice on 
appropriate strategies to use, guidance on gathering 
information to demonstrate the graduated response, 
and support with chairing meetings with parents or 
TAC/F5 meetings. They will also support settings to 
liaise with other agencies and provide appropriate staff 
training. Support will be tailored to meet the needs of 
the staff in settings. 

                                                      
5 Team around the Child/Family Meetings 
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Early Intervention Officers are allocated to settings 
who request support through the early years mail box 
earlyyears@Southglos.gov.uk  

Early Support Worker Early Support Workers provide settings with in house 
support, role modelling strategies or resources to use 
with children who have complex needs or are 
displaying challenging behaviour. They will work 
directly with staff to support the development of staff 
confidence and to enable children to successfully 
access provision. As part of their role, they will support 
the setting to identify how their work can be used to 
gather evidence of progress towards children’s 
individual targets.  They also run Step By Step, a 
group to support children with social and 
communication difficulties who meet the portage 
thresholds and their families.  
Support is provided flexibly according to the needs of 
the setting, requests can be made through the early 
years mail box  earlyyears@Southglos.gov.uk  

Setting Business 
Development Team 

This team provides support to settings on a range of 
business issues, including sustainability and 
recruitment. They also support training and 
professional development through the administration 
of the training directory and Bristol Standard Quality 
Improvement Programme.  
 

 
 
Roles and Responsibilities - The 0-25 Team  
 
If a child has severe and complex needs that may require an EHC plan then it is likely 
that the 0-25 Team may become involved. 
 
The 0-25 Team is a multi-disciplinary team drawn from a range of children’s 
professionals.  Working as a single service they support children with SEN and 
disability and their families. The team also undertakes EHC needs assessments and 
where appropriate will finalise and review an EHC plan.  The team includes a number 
of roles and responsibilities outlined below.   
 
SEN team that will work with settings on EHC needs assessments and plans.  
 

0-25 Service Team roles and responsibilities  
0-25 Manager  The 0-25 Manager chairs the 0-25 Statutory Panel and has 

oversight of all EHC needs assessments, plans, reviews and 
transition planning. This is for all settings in South 
Gloucestershire and any children placed in settings outside of 
the local authority.  

Senior Practitioner The Senior Practitioners chair the Early Years Panel, 0-25 
Statutory Panel and Post 16 Panel, have responsibility for 
managing complex SEN needs cases and line manage the 
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Lead Workers and/or Assessment Coordinators and Portage 
Workers. 

Lead Worker The Lead Workers are responsible for initial coordination of the 
EHC needs assessment over the 20 weeks cycle. They will plan 
and organise the meetings with settings and families. They will 
be the point of contact throughout the EHC plan process. 

Assessment 
Coordinator  

The Assessment Coordinator has day to day responsibility for 
the maintenance of the EHC plans e.g. attending annual 
reviews and amending statements/ EHC plans.  

Early Years Lead 
Worker 

The Early Years Lead Workers lead on EHC needs 
assessments for Early Years children, incorporating 
observations of the child to ensure their voice is central to the 
plan.  They also offer capacity building to support Early Years 
practitioners to meet the needs of pre-school children known to 
the 0-25 Team and will monitor the use of discretionary funding. 
They also run Step By Step, to support children with Social and 
Communication difficulties and their families. 

Portage Home 
Visitors 

The Portage Home Visitors work in partnership with 
parents/carers, using a developmental journal to record the 
child’s development. They build on the child’s abilities - 
teaching skills (through play sessions) that the child has yet to 
master, breaking down activities into small, achievable steps. 
Parents/carer’s will carry out agreed activities until the next visit. 

They work closely with other agencies, visiting a child at his/her 
preschool, provide advice and signpost on benefits and local 
groups and support with EHCP assessments. Whenever 
possible they attend TAC meetings and reviews.  They also run 
two Portage groups, First Steps and Next Steps.   

 

 
Roles and Responsibilities – Educational Psychology Service (EPS) 
 
If a child is showing significant delay in one or more areas of development, then 
settings can seek the involvement of an Educational Psychologist to assist them in 
understanding and meeting the child’s needs, as part of the assess, plan, do, review 
cycle within the graduated approach. 
 
In many cases, settings will benefit from first discussing the child with a member of the 
Early Years Team, through an individual consultation.  Additionally, settings can 
access an Educational Psychologist for general advice through an Early Years 
Consultation Meeting, alongside an Early Intervention Officer (EIO).  These steps will 
help to clarify which children require more direct involvement of an Educational 
Psychologist. 
 
Requests for Educational Psychologist involvement can be made by settings using the 
First Point Request for Help form, via ART (formerly First Point).  Requests should be 
accompanied by an information sharing consent form, signed by the parent / carer and 
the professional making the request.  As well as a description of the child’s strengths 
and needs, it is also helpful to provide copies of other professionals’ reports and SEN 
Support plans and reviews as supplementary information to support the request. 



The Educational Psychology Service includes a number of roles and responsibilities 
outlined below. 

 

 

 

 

 
 

  

 
 

  

 

 
 

 
 

 
  

 

  

The parents must provide written consent before an educational psychologist can 

become involved with the child, the setting and the family. 

Safeguarding 

South Gloucestershire has a website with a range of information for settings 
dedicated to safeguarding 
http://sites.southglos.gov.uk/safeguarding/children 

The statutory guidance, Keeping Children Safe in School, issued by the DfE in March 
2016 is a key summary document and can be accessed via the following link. 
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2 

The DfE has produced advice on what to do if you are worried a child is being abused. 

https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is- 
being-abused--2 

If you have a concern about safeguarding you can also contact ART formally First 
Point directly on Tel: 01454 866000. Or ART South Gloucestershire Council, Children, 
Adults and Health, PO BOX 298 Civic centre, High Street, Kingswood, Bristol BS15 
0DQ. Further information and contact details can be found at:

http://www.southglos.gov.uk/health-and-social-care/care-and-support-children- 
families/access-response-team-art/ 
Email: accessandresponse@southglos.gov.uk

Educational Psychology Service 

Principal Educational 
Psychologist 

Overall leadership of the service. 

Senior Educational 

Psychologist 
Senior leader in the EPS who has responsibility for the 
oversight of the EPS work in the early years. As per 
Educational Psychologist. 

Educational 
Psychologist (EP) 

Work in consultation with setting staff and families to 
understand a child's special educational needs and to 
establish appropriate support strategies through a joint 
problem solving framework. They may complete direct 
assessment work with the child, setting and family, either 
within the setting or at home. They liaise with other 
professionals including health to gain a comprehensive 
overview of the child's special educational needs. They may 
attend team around the child (TAC/F) family meetings called 
by the setting. If an EHC needs assessment is initiated, an 
EP will complete an assessment of need and a psychological 
advice report to inform the EHC Plan. 

http://sites.southglos.gov.uk/safeguarding/children
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-
http://www.southglos.gov.uk/health-and-social-care/care-and-support-children-families/access-response-team-art/
http://www.southglos.gov.uk/health-and-social-care/care-and-support-children-families/access-response-team-art/
mailto:accessandresponse@southglos.gov.uk
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10. SEN and Disability Decision Making  
 
There are a number of panels that exist within the local authority to ensure fair and 
consistent decision-making. The key ones are: 
 
 Panel Name  Role 
1 0-25 SEN Statutory 

Panel  
Decisions on starting Education Health Care Needs 
Assessments and issuing EHC Pans 
Meetings held weekly   

2 The Multi-Agency 
Complex Needs 
Panel  

Considers SEN and disability children and young people who 
have complex needs. Their needs are discussed with 
colleagues from a wide range of services to see how working 
together they can support the child/family.  

3 Multi-agency 
Complex Advisory 
Panel MACAP 

Multi-agency panel discusses cases where specialist provision 
is being requested and needs funding from Health, Education 
and Social care. This may include out of area placements.  

 

11. Specialist Provision  
 
Below is a list of specialist primary and special school provision available in South 
Gloucestershire. A child would need to have a Statement of SEN or an EHC plan to 
be placed in this provision.  
 
Resource Base Type Age Range 

Blackhorse Primary School  Social 
Communication 

4 – 11 

Charborough Road Primary   Speech and 
Language  

4 - 11 

Emersons Green Primary School Physical Disability 
/Visual Impairment 

4 – 11 

Yate International Academy  Hearing Impaired  4 - 19  

 
Special Settings Type Age Range 

Culverhill Complex Learning Difficulties 7 – 16 

New Horizons Learning 
Centre 

Social Emotional and Mental 
Health  Difficulties  

7 – 16 

New Siblands Severe learning difficulties  2 – 19 

Warmley Park Severe Learning Difficulties/ASD 2 – 19 
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APPENDIX A  
 

Initial Meeting for Child Causing Concern  
 

Child’s Name:  DOB:  
                                           
Date of Meeting:                                         
 

Attending Meeting 
Note any professionals, parents and staff members attending the meeting and their 
role 
 
SETTING SUMMARY: 
What concerns have led to this meeting taking place? 
Record both strengths and concerns staff may have about the child. 
What have setting put in place, any smart next steps been tried, small group 
activities. 
What observations have been done to unpick what is going on? 
 
PROFESSIONAL INPUT 
What are their concerns? (From a report or in person) and record their actions 
 
PARENTS COMMENTS: 
Capture views and wishes for the child. What concerns do they have? Have they 
already discussed concerns with other professionals? E.g. Health visitor. 
 
CHILD’S VIEW: 
Capture interests and strategies which are working well for the child. 
 
OTHER FACTORS DISCUSSED 
E.g. Environmental factors, family changes or added stresses for the family. 
 
ACTIONS/ NEXT STEPS: 
E.g. Start a SEN support plan. With parental consent. 
Further Observations. Home visit. 
Further referrals to professionals or charities  
Contact Health Visitor. 
Seek Advice from Early Years Team. 
Start SAFeh 
Joint targets for parent to work on. 
 
REVIEW DATE 
Make it clear who will do what and when. 
Set date for review (6 weeks if SEN support plan is put in place) 
 

                                                              
 
Signed:  ………………………………………….  Parents/Carers 
 
    ………………………………………….  Senco/ Key person 
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APPENDIX B  

 
South Glos Parents and Carers is the South Gloucestershire Parent Forum for 
parents of children with special educational needs and/or disabilities who are funded 
by the DfE to promote parent participation in service and policy development within 
the local area.  We work to ensure that parents’ voices are represented and heard 
when existing services are evaluated and that parents’ views influence the planning 
and commissioning of new services.   
 
How can we help? 
We can help families who are part of a particular school community by offering a 
network of Peer-to-Peer support, and signposting families to possible support/ 
help/information.  We can help settings with implementing the new SEN reforms by 
running or assisting the organisation of school based parent groups to encourage 
parent participation within settings.  We produce a six monthly news magazine which 
is distributed to all families on our database and all South Gloucestershire settings, 
run monthly drop-in coffee mornings for parents as well as an annual conference and 
other events. We can help by organising engagement events to consult with and find 
out parents’ views on proposed policy and service developments.  
Our website www.sglospc.org.uk gives more information about our activities and how 
we can help parents of children with SEN and/disabilities.  
Contact us: email parents@sglospc.org.uk    Tel 01454 501009  
 
Supportive Parents is a charity providing information, advice and support to parents, 
children and young people about any type of special educational need or disability 
from 0-25 years who live in Bristol, North Somerset or South Gloucestershire. It is an 
independent organisation offering a free, confidential and impartial service to any 
parent, child or young person who has a concern about special educational needs. 
They provide parents with all the information they need to understand the Special 
Educational Needs and Disabilities (SEND) process and improve their child’s 
educational experience.  www.supportiveparents.org.uk 
 

 

 
 

KIDS Independent Supporters provide independent information and support to 
parents and young people, aged 0-25 years, who are either starting or transitioning 
through the Education, Health and Care plan assessment process. Our approach is to 
provide support which is flexible to meet your family’s individual needs, which can 
include telephone information and support, face to face meetings, including home 
visits, and joining you in attending meetings. We can also provide information on 
Personal Budgets and the Local offer. Please visit our website www.kids.org.uk 


