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Putting you in the picture



This booklet is about special
educational needs (SEN) and how
schools help and support a child with
these needs.

It describes how the school will assess
your child to find out that she or he
has special educational needs, and the
targets and action that the school 
will use.

Children learn and develop in different ways. Teachers
recognise this and use different teaching styles in the
classroom to cater for the various ways children learn. This
means that most children will learn in the classroom. But
many children, at some time in their school life, may need
extra help.  Because of this, schools must:

• tell parents/carers if their child has a special 
educational need and let them know what special help 
the school is giving;

• appoint a member of staff as the Special Educational 
Needs Co-ordinator (SENCo); 

• have a written Special Educational Needs Policy – a 
copy should be available for parents; and

• follow the Special Educational Needs (SEN) Code 
of Practice.

The SENCo’s duties
The Special Educational Needs Co-ordinator is responsible
for ensuring that children with special educational needs
make progress. If your child has special educational needs
the SENCo will:

• be responsible for assessing your child’s strengths and 
weaknesses;

• plan future support for your child through School 
Action or School Action Plus;

• keep records of your child’s progress;

• talk to you and other professionals involved with 
your child;

• advise and support other members of staff in the 
school with regard to special help given to children 
with special educational needs.

Children from Westfield Middle
School, Bedford, drew the illustrations
in this series of leaflets.

Introduction
A special educational need can arise for a number
of reasons. It may be due to a disability which
makes it harder for a child to use the same
educational facilities that the school provides for
the majority of children.

For some children there may be a temporary
difficulty. For example, they might be having
problems with reading, maths or behaviour, which
the school can overcome with help from the
parents or carers.  Some children will need a more
individual approach. However, a small number of
children (about 2%) have a long term need for
special help. These children may need a statutory
assessment of their special educational needs.   
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Identifying special educational needs
The first person to identify that a child has special
educational needs may be:

• yourself, as parent or carer;
• the class teacher;
• a health visitor; or
• another medical professional.

When it seems that a child may have special educational
needs, your child’s class teacher or the SENCO (or both) 
will assess:

• what your child can and cannot do;
• what your child needs to learn; and then
• how best to help your child learn.

School Action
The school will put your child onto School Action if the
assessment shows that she or he needs further help in order
to make progress.

The SENCO will collect information about your child. This
may include information from you and other people
working with your child.

This information will help the school and you to plan what
to do to help your child make progress.

The SENCO will then write an Individual Education 
Plan (IEP).

The plan will only say what is extra, or different from, the
teaching plan for all children.
When a child does not progress at the rate the teachers
expect, they will draw up an Individual Education 
Plan (IEP).

An Individual Education Plan says what the school, the class
teacher and the SENCo plan to do to help your child learn.
All teachers are aware that children learn in different ways.
Some need to work at a slower pace to ensure they fully
understand one thing before they move onto something
new.  Other children will work at a slightly faster pace.

An Individual Education Plan will be written especially for
your child. It will include:

• targets for your child which are additional to, or 
different from, the general curriculum;

• details of any special help your child will get;
• who will give your child help;
• how often your child will get help; 
• how and when the school will look at your child’s 

progress again (usually 2–3 times a year).

The school should involve you in discussions about your
child’s IEP.

School Action Individual Education Plan

What’s an
IEP?
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School Action Plus
If you and the school are still concerned about your child’s
progress after using the IEP, the school may decide to move
your child on to School Action Plus. At this stage, the school
may also ask for further advice from outside specialists.
These may include:

• A teacher from a support service
• An Educational Psychologist
• A Health Professional.

Moving on to Statutory Assessment
A small number of children (about 2%) will not make
enough progress at School Action Plus.

If this happens, the school or parent/carer can make a
request to the Local Education Authority (LEA) for a
Statutory Asssessment. There is a further booklet on
Statutory Assessment in this series.

As well as talking to staff at your child's school, you may
also talk in confidence to the Parent Partnership Service,
telephone 01234 316353 (24 hour answerphone).

The Parent Partnership Service
Westfield Middle School
Queens Park
Bedford
MK40 4HW
Tel: (01234) 316353
Fax: (01234) 316352
Email: parent.partnership@bedscc.gov.uk
Web: www.bedfordshire.gov.uk/parentp

School Action Plus If you need the information in
this leaflet in another language
or in a special format, such 
as braille, large print or 
audio-cassette, please contact
us at the address below.

If, at any stage, 
you are concerned that your 

child’s special educational needs 
are not being met, it is 

important to talk to your 
child’s teacher or SENCo.
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