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SEND Information Report 

St. James’ C of E Primary is a small and inclusive school committed to supporting all children, 

whatever their individual needs may be. Our caring and collaborative ethos means we strive 
to provide additional help for any child within our community, whether their needs are 
emotional, social, academic, physical or related to mental health. 

As part of the Arun Villages Federation—a partnership of two closely linked village schools that 
share an Inclusion Manager—and as members of the Rother Valley Locality network, we work 

closely with local schools to share expertise and ensure best practice for all our pupils. 
 
In line with the SEN Code of Practice (2015), all schools are required to publish and regularly 

review information for parents and carers about the support and provision available for children 
with special educational needs or disabilities (SEND). 

 
Who do you contact 

to talk about special 
educational needs 

and disability 
provision at our 
school? 

 

Mrs. Jo Eyre is our named Inclusion Manager and is the first point of 

contact for any questions or concerns regarding SEND. You can contact 
her directly by email at 

inclusionmanager@arunvillagesfederation.com. 

You are also welcome to call the school office on 01798 872196 to 

arrange to speak with Mrs. Eyre. 

In addition, Mrs. Lizzie Martin, our Executive Head Teacher, and Mr. 

Richard Charman, our Chair of Governors, are happy to be involved in 

discussions about SEND provision when appropriate. 

What kinds of 

special educational 
needs and 
disabilities do we 

provide for? 
 

St. James’ is an inclusive, mainstream primary school. We support 

children across all four areas of special educational needs identified in 

the SEND Code of Practice (2015): 

 Cognition and Learning 
 Communication and Interaction 

 Social, Emotional and Mental Health (SEMH) 

 Physical and/or Sensory needs 

We welcome all children and will always strive to make the reasonable 
adjustments necessary to ensure that pupils with special educational 

needs or disabilities can flourish at our school. 

In addition to supporting children with identified SEND, we also provide 

support for families in need, looked after children, young carers, gifted 

and talented pupils, and children who may be at risk of exclusion. 

about:blank
mailto:inclusionmanager@arunvillagesfederation.com


   

 

   

 

How do we identify 

if your child may 
have a special 

educational need or 
disability? 
 

At St. James’, we follow the definition of special educational needs 

(SEN) set out in the SEND Code of Practice (2015): 
 “A pupil has SEN where their learning difficulty or disability calls for 

special educational provision, namely provision different from or 

additional to that normally available to pupils of the same age.” 

If your child joins our school with possible SEND, we begin by having 
initial discussions with you and with any previous educational or health 

professionals who have been involved in your child’s journey so far. We 
take time to listen, ask questions, and review all reports or information 
provided, ensuring you feel heard and understood. We will also arrange 

visits to school so that you and your child can meet staff and become 

familiar with our setting. 

SEND can become apparent at any point in a child’s education. Our 
teachers carefully monitor the progress and wellbeing of every pupil, 

looking for anything that might indicate a special educational need. If 
SEND is a possibility, your child’s class teacher will speak with you and 

with Mrs. Eyre to decide on the most appropriate next steps. These 
may include additional provision, assessments, or seeking advice from 

external support services and organisations. 

We also hold termly pupil progress meetings, during which the 

Executive Head Teacher, Class Teacher and Inclusion Manager discuss 
the progress of all pupils. If any concerns arise, you will be contacted, 
and together we will move forward with the agreed next steps, as 

described above. 

If we believe your 
child may have a 
special educational 

need or disability, 
how do we assess 

their needs? 
 

We will talk with you and your child to understand their strengths, 

needs, and any barriers to learning. 

We use the Assess, Plan, Do, Review cycle and may carry out in-
school assessments, screeners, and observations. We can also seek 

advice from external professionals, including: 

 Speech and Language Therapy 

 Autism and Social Communication Team 
 Learning and Behaviour Advisory Team 

 School Nurse 
 Early Help 

 Educational Psychology Service 

Where needed, we may recommend speaking to your GP and can 

support families with any assessments or routes for a possible 

diagnosis. 

This helps us build a clear picture of your child’s needs and plan the 

right support. 

How do we teach 
children with special 

educational needs or 
disabilities? 

 

All children at St. James’, including those with SEND, receive quality 
first teaching from their class teacher. Classroom strategies that 

support children with SEND benefit all pupils, so these approaches are 

used across the whole class whenever possible. 

For children identified as having SEND, we will seek your permission to 
add them to our SEN Register. Each child on the register has an 

Individual Support Plan (ISP) that outlines their strengths, areas of 
need, and specific targets to help them progress. ISPs are a vital part 

of the Assess, Plan, Do, Review (APDR) cycle and are updated three 
times a year to ensure they remain current and appropriate to each 

child’s needs. 

Class teachers work with pupils to achieve their targets, often 
supported by our highly skilled teaching assistants, either in small 

groups or on a 1:1 basis. 



   

 

   

 

What adaptations 

are made to our 
curriculum and 

learning 
environment to 
support children 

with special 
educational needs 

and disabilities? 
 

Every child is an individual, and the adaptations needed will vary 

depending on their specific needs. We follow an equity approach, 
providing different adaptations to remove barriers to learning and help 

every child access the curriculum. 

Our quality first teaching provides a consistent approach that supports 

all children. Adaptations we often use include: 

 Small or mixed groups 
 Peer collaboration 
 1:1 support 

 Quiet spaces for working 
 Access to a calm space 

 Individual tables 
 Technology aids 
 Individual visual timetables 

 Brain breaks and movement breaks 
 Fidget resources to aid concentration 

 Checklists and visual aids 

All adaptations are designed to support your child in accessing the 

curriculum fully. 

Work is carefully planned and appropriately scaffolded so that your 

child can enjoy a broad and balanced curriculum. Subject leaders 
monitor and share best practice across all areas to ensure teaching and 

adaptations make each subject accessible for every child. 

How do we ensure 
all children, with or 
without special 

educational needs 
and disabilities, can 

engage in available 
school activities 
together? 

 

St. James’ is an inclusive school, and we work hard to make sure that 
all children can take part in breakfast club and after-school activities. 
Our after-school sports clubs are run by experienced staff, and school 

teachers also run alternative lunchtime clubs such as choir, dance, 
mindfulness, colouring, and writing. While the clubs may change over 

time, they are always inclusive and accessible for all children. A 
member of the senior leadership team (SLT) will monitor after-school 

clubs when appropriate. 

For school trips, we ensure that every child is supported so they can 

attend and enjoy the experience. Necessary checks and risk 
assessments are carried out to make sure all children can fully 

participate. Support may include: 

 Pre-trip discussions with visuals 

 Clear timetables for the trip 
 Additional adult support 
 Adaptations to the trip itinerary 

 Options for parents to remove their child from a trip or arrange 
partial attendance 

 Opportunities for parents to attend or be nearby so they can 

support their child if needed 

Members of the senior leadership team will attend trips when needed to 

ensure that all children can participate safely. 

These measures ensure that all children, regardless of need, can take 

part in school activities alongside their peers. 

How are you, the 

parents or carers, 
kept involved in 
your child’s 

education? 
 

You, as parents and carers, are an integral part of your child’s 

educational journey, and we work hard to involve you through regular 

updates and meetings. This includes: 

 Informal discussions with staff 
 Email conversations 
 Communication through platforms such as Class Dojo 

 Parent consultation meetings 



   

 

   

 

 Progress reviews of Individual Support Plans (ISPs) 

 Written reports 

We are always happy to be contacted with any questions or concerns 

and will arrange extra meetings or phone calls as needed. 

Through the Assess, Plan, Do, Review (APDR) cycle, we use your 
insights and feedback to shape the support and provision for your child. 

You will also be invited to attend the review meetings to discuss your 

child’s progress and next steps. 

How will we involve 
your child in 

discussions and 
decisions about their 
education? 

 

In an age-appropriate way, we involve your child in regular reviews and 
discussions about their wishes, worries, what is working well, and 

where they feel they need more help, including collecting their pupil 

voice to hear their views on their learning. 

Your child will be supported to understand their targets and to consider 
the best ways of working towards them. Where helpful, we use Widget, 

a platform that uses symbols to make written text easier to understand, 
allowing children to access their individual targets in a way that works 

for them. 

This approach ensures that your child is actively involved in shaping 

their own learning and progress. 

How are your child’s 

targets and 
outcomes reviewed? 

 

Using the Assess, Plan, Do, Review (APDR) graduated approach, the 

targets on your child’s Individual Support Plan (ISP) are reviewed at 
least once a term. You will be invited to attend these meetings with the 

Class Teacher and Inclusion Manager. 

During the review, we discuss your child’s progress, what has gone 

well, and any areas that have been difficult or challenging. We consider 
whether each target has been achieved and how secure your child is at 

that skill. 

We also discuss next steps and set new targets, taking a realistic and 

holistic view of your child and considering what is impacting their 

learning at that time. 

How will your child 
be supported 

through the 
transitions of 

different phases of 
their education? 

 

We understand that transitions are key to your child feeling safe and 

successful during their educational journey. 

When starting at St. James’, we offer extra meetings and visits to 

ensure that you and your child feel heard and understood. Your child 
will have the opportunity to meet key staff and spend time in our 
setting. We discuss with you the best approach for first visits and adapt 

these to your child’s needs—for example, the first visit may be after 
school when there are fewer children, allowing your child to get used to 

the environment gradually. In certain circumstances, a child may start 
on a reduced timetable to help ensure a successful transition. We can 
also provide pictures of key transition information to help your child feel 

secure. 

As your child progresses from KS1 to KS2, they will be supported with 
extra visits to their new classroom and guidance on where they will 
keep their belongings. Being a small school, all children quickly become 

familiar with the whole school. At the start of each academic year, your 
child will have the opportunity to visit their new classroom and teacher 

when it is quiet, helping them to feel settled after the summer holiday. 

In Year 6, we spend time discussing feelings about the transition to 

secondary school. Our Inclusion Manager will liaise with you and the 
SENDCo at your child’s new secondary school to ensure all key 

information is passed over. We work hard to secure extra visits to the 

new setting to make the transition as smooth as possible.  



   

 

   

 

What expertise do 

our staff have to 
best support 

children with special 
educational needs 
and disabilities? 

 

All staff at St. James’ take part in regular training as part of their 

Continued Professional Development (CPD). This may include weekly 
staff development meetings, INSET days, or attending external courses. 

Teachers also attend training tailored to the specific needs of their class 
or individual children. We have had whole-school training on supporting 
pupils with ADHD, sensory needs, ways to adapt the curriculum, and 

strategies to improve quality first teaching. 

Some of our teaching assistants have undertaken additional specialist 

training to provide targeted support, including: 

 Emotional Literacy Support Assistant (ELSA) 
 Speech and Language Therapy 

 Certificate in Autism Awareness with Practical Strategies for 

Teaching Assistants 

This combination of whole-school and specialist training ensures that all 

children with SEND at St. James’ receive high-quality, tailored support. 

How do we support 
and promote 

emotional and social 
development at 

school?  
 

At St. James’, we are passionate about supporting the social and 
emotional development of our children, recognising how important this 

is for their success both at school and later in life. Our inclusive school 
values mean we celebrate each child’s individual strengths and abilities. 

Every child is supported to feel respected, valued, and confident, no 

matter their background or needs. 

The ‘Zones of Regulation’ is embedded across the school, providing a 
common language for staff and students to talk about their emotions 

and manage their feelings effectively. 

Our Arun Villages Federation values of Respect, Positivity, Kindness, 

Honesty, and Teamwork guide our everyday work, helping children 

develop these key personal and social skills. 

At the heart of our vision is caring for everyone—ourselves and others. 
We celebrate everyone’s uniqueness and support children in developing 

secure self-confidence. 

How do we ensure 
that our provision 
for special 

educational needs 
and disabilities is 

effective? 
 

Using the Assess, Plan, Do, Review (APDR) approach allows us to 
regularly review and consider whether the adaptations and provision in 
place are helping your child to make progress. We hold termly review 

meetings to discuss whether your child is meeting or exceeding their 
targets and to assess the impact of any adaptations or interventions, 

deciding if they are effective for each individual child. 

The Inclusion Manager, class teachers, and teaching assistants carefully 

monitor and note progress towards your child’s targets. These records 
are analysed by the Inclusion Manager to ensure that the provision is 

having a positive impact. 

The school’s SEND Information Report is reviewed annually to ensure 

that our provision reflects current best practice. New and up-to-date 
information from training and outside agencies is shared with staff and 

implemented to continually improve support for all children. 

How are outside 

agencies used to 
support children 

with special 
educational needs 
and disabilities? 

 

We have strong, supportive links with a range of outside agencies, who 

we contact to request specific advice and support for your child. Some 

of the agencies we currently work with include: 

 Speech and Language Therapy (SALT) 
 Learning and Behaviour Advisory Team (LBAT) 

 Autism and Social Communication Team (ASCT) 
 School Nursing Team 

 Occupational Therapists 
 Educational Psychologists 
 Early Help 



   

 

   

 

 Single Point of Access (SPoA) 

We may hold meetings, often involving parents or carers, either online 

or face-to-face, to gather advice and strategies that can be 
implemented to support your child. Our Inclusion Manager also 
maintains regular contact with these agencies through email and 

telephone conversations to ensure your child receives consistent and 

effective support. 

Where can you 
access more 

information and 
support from West 

Sussex? 
 

West Sussex provides a comprehensive ‘Local Offer’ website, which 
helps families find information about local services, events, and support 

available for children and young people with special educational needs 
or disabilities: 
West Sussex Local Offer 

You can also access further information and guidance from the 

SENDIAS (Special Educational Needs and Disabilities Information, 

Advice and Support) Service website. 

West Sussex SENDIAS Service  

WSPCF (West Sussex Parent Carer Forum) is an independent charity for 
parent carers of children and young people aged 0–25 with SEND. They 

offer information, signposting, and training to support parent carers in 
their lifelong caring role and empower them to take part in shaping 

services for their children and young people: 

https://wspcf.org.uk  

In addition, IPSEA is a national charity specialising in SEND law in 
England, offering free and independent legal advice and support to 

families of children and young people with SEND: 

https://www.ipsea.org.uk  

For a parent or carer perspective and additional practical advice, the 
Reaching Families website is very helpful: 
Reaching Families 

These resources provide advice, guidance, and support to help you 

navigate your child’s SEND journey. 

What do you do if 
you have a 
complaint about 

provision for special 
educational needs 

and disabilities at 
our school? 
 

In the first instance, please speak with your child’s class teacher as 
soon as you have any worries or concerns. Class teachers are often 
available for a quick chat at the end of the day, but if you would like 

more time to discuss your concerns, you can email the class email 

address or phone the school office to arrange a meeting. 

If you are not satisfied with the outcome of this meeting, please contact 
our Inclusion Manager, who will take time to listen and work with you 

to resolve your concerns. If helpful, the class teacher and/or the 

Executive Head Teacher may also attend this meeting. 

If, after these discussions, you wish to make a formal complaint, please 
follow our school complaints procedure, which can be found on our 

school website. 

Complaints Policy 

If you are unhappy with how a complaint about SEND provision has 

been handled, you can also contact the local authority for support. 

If your child has an EHCP and you have a specific complaint about the 

plan, its content, or the processes followed, please contact the local 

authority in accordance with the SEND Code of Practice (2015). 

Both can be found on the page below: 
West Sussex Local Offer Complaints about an educational establishment  

https://www.westsussex.gov.uk/local-offer/
https://westsussexsendias.org/
https://wspcf.org.uk/
https://www.ipsea.org.uk/
https://www.reachingfamilies.org.uk/
https://www.st-james-coldwaltham.w-sussex.sch.uk/docs/Statutory_Documents_2024-25/AVF_St__James_Complaints_Procedure_25012024__1_.pdf
https://www.westsussex.gov.uk/local-offer/information/education/complaints-about-educational-establishments/


   

 

   

 

Policies that are 

linked. 

This SEND Information Report links to the following policies: 

 SEND Policy 
 Accessibility Plan 

 Behaviour Policy 
 Teaching and Learning Policy 
 Supporting Pupils with Medical needs policy 
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