School’s SEN Policy update checklist
Guidance in light of the new SEN Code of Practice 2014
It is a statutory requirement for schools to have a published SEN policy which is approved by the full Governing Body.  

The SEN policy gathers together the mission, values, vision, aims, principles and procedures with regard to SEN in the school.  It covers the purpose and who has been consulted in the preparation of the policy, roles and responsibilities, monitoring and evaluation, and cross references to other documents. 

The SEN Policy needs to take account of the new Code of Practice; therefore, all schools need to undertake an update.

1. Before you start updating/writing the SEN Policy, have you:
	Actions
	Yes/No

	
	

	a) Read Principles underlying the new code pages 19 to 29
	

	b) Read Chapter 5 (Early Years) or Chapter 6 (Schools) in the new code
	

	c) Notified Governing Body and key staff, and enlisted their support
	

	d) Identified how you will include parents/carers and notified them
	

	e) Identified how you will include pupils in the process
	

	f) Agreed a format in line with your school’s guidelines on published documents
	

	g) Added a header to your existing SEN policy on your website, notifying that it is under review and giving key consultation/participation dates and how to participate in the update
	



2. Have you included the following in your draft SEN policy:

	Essential elements and contents
	Yes/No

	
	

	· Policy reflects unique nature of school
	

	· Written in plain language
	

	· Describes how this policy was created, demonstrating inclusion of all parties
	

	· Describes the context of the school
	

	
	

	· Name of SENCo with qualifications and contact details
	

	· Names of Designated Teacher Safeguarding and SEN Governor, and contact details
	

	
	

	· Key legislation which has been taken in to account
	

	· School aims/vision/mission statement for SEND, culture of high expectations
	

	· Objectives of the policy – page 17 of Code
	

	· Admissions arrangements
	

	· Participation of parents/carers
	

	· Participation of pupils
	

	
	

	· Role of Senior Leadership Team
	

	· Role of SEN Governor
	

	· Duties and responsibilities of all teachers
	

	· Roles of SEN staff within school: SENCo, TAs, HLTAs
	

	· Training and CPD
	

	· Staff specialisms
	

	
	

	· Identification of SEN
	

	· Graduated response
	

	· The SEN register process – placement on and exit criteria
	

	· Working with outside agencies, involving specialists
	

	· SEN support – 4 part cycle: assess, plan, do, review
	

	· EHC Plans
	

	
	

	· Support for pupils with medical conditions
	

	· Funding 
	

	· Information storage and management
	

	· Monitoring and evaluation of SEND
	

	· The school SEN information document (school offer) - link
	

	· Accessibility plan – link
	

	
	

	· Comments and complaints procedures
	

	· Date of this document and date for review (annual)
	



3. To complete the process from Draft to Final SEN Policy, have you:

	Actions
	Yes/No

	
	

	a) Included all staff in finalising of the draft
	

	b) Included parents/carers in finalising of the draft
	

	c) Included pupils in finalising of the draft
	

	
	

	d) Consulted with the Governing Body and gained formal agreement
	

	
	

	e) Placed on website with links to other relevant policies and documents eg school information
	

	f) Removed the old version and links
	




For further assistance, do contact your SEN Monitoring and Support Officer.
