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This document details site specific information to support the Trust’s generic policy. 
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A  Introduction 
 
This document complements (and should be read in conjunction with) the Future Generation 
Trust Special Educational need and Disability Policy.  It records the local arrangements for 
implementing the St John’s Primary Academy policy. 
 

B  Key Contacts 
 

Headteacher Stuart Ayres Tel No: 01922 476695 
E-mail: stuart.ayres@stjohnsprimary.academy 
 

SENDCo Rachel Wright Tel No: 01922 476695 
E-mail: rachel.wright@stjohnsprimary.academy 
 

SEND Governor Sue Davenport Tel No: 01922 476695 
E-mail: 
sue.davenport@futuregenerationtrust.co.uk 
 

Family Liaison 
Officer 

Alex James-Walker Tel No: 01922 476695 
E-mail: 
alex.james-walker@stjohnsprimary.academy 
 
 

 
 

C  Roles & Responsibilities 
 
SENDCo 
 

The SENDCo has day-to-day responsibility for the operation of the SEND policy and 
coordination of specific provision made to support individual pupils with SEND, including those 
who have EHC plans/ Statements of Special Educational Needs. The SENDCo also provides 
professional guidance to colleagues and works closely with staff, parents and carers, and other 
agencies. The SENDCo is aware of the provision in the Local Offer and is able to work with 
professionals and support families to ensure that pupils with SEND receive appropriate support 
and high quality teaching. 
 
The key responsibilities of the SENDCO are: 
 

 Overseeing the day-to-day operation of the trust’s SEND policy. 

 Coordinating provision for children with SEND. 

 Liaising with the Family Liaison Officer where a looked after pupil has SEND. 

 Advising on the graduated approach to providing SEND support to staff. 

 Providing training and advice to staff on identifying pupils with SEND. 

 Advising on the deployment of the school’s delegated budget and other resources to 
meet pupils’ needs effectively. 

 Liaising with parents of pupils with SEND. 

 Liaising with Early Years providers, other schools, educational psychologists, health 
and social care professionals, and independent or voluntary bodies being a key point 
of contact with external agencies, including the local authority and other support 
services. 

 Liaising with potential next providers of education to ensure a pupil and their parents 
are informed about options and a smooth transition is planned. 
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 Working with the Headteacher and Governors to ensure that the academy meets its 
responsibilities under the Equality Act (2010) with regard to reasonable adjustments 
and access arrangements. 

 Ensuring that the academy keeps organised and up to date records of all pupils with 
SEND including the interventions and additional provisions that are in place for pupils 
in each class and year group. 

 Monitoring the effectiveness of interventions and additional provisions for pupils with 
SEND and the subsequent impact on learning. 

 Support the Headteacher to manage PPG/LAC funding for SEND. 
 
SEND Governor 
 

The Special Educational Needs and Disability (SEND) Code of Practice states that: 
 

There should be a member of the governing body or a sub-committee with specific oversight 
of the school’s arrangements for special educational needs (SEN) and disability. 
 
The key responsibilities of the SEND Governor are: 
 

 Building a good working relationship with the academy's special educational needs co-
ordinator (SENDCo). 

 Raising awareness of SEND issues at Local Governing Body meetings. 

 Giving up-to-date information to the Governing Body on the quality and effectiveness 
of SEND provision within the academy. 

 Helping with the writing and review process of the trust’s policy for pupils with SEND. 

 Be aware of their academy’s systems for SEND provision. 

 Assuring the Governing Body that the academy website publishes the academy’s 
SEND offer. 

 Having a good working knowledge of the SEND Code of Practice. 
 
Family Liaison Officer 
 
Key responsibilities are: 
 

 Liaise with parents to discuss strategies regarding your child’s behaviour or emotional 
needs. 

 Manage the academy’s responsibility for meeting the medical needs of pupils 

 Organise Wellbeing sessions. 

 Offer support at times of transition. 

 Organise termly ‘Coffee Mornings’ for families of those children with SEND. 
 
SEND Learning Support Assistants 
 
Key responsibility of teaching assistants is to provide additional support to pupils with SEND 
on a day-to-day basis. 
 

 

D  Supporting pupils and their families through transition 
 
The following strategies are in place to enable each pupil’s transition to be as smooth as 
possible. These include:   
 
On entry 
 

A planned programme of visits in the summer term for pupils starting in September including 
“Play and Stay” visits with parents/carers, visit with playgroup and a visit to their new class 
(without parent/ carer). Pupils also have the opportunity to have a school meal with their parent 
prior to taking a place. Parent/carers and pupils are invited to a meeting at the academy so 
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that they know what to expect and are encouraged to share any concerns with our Early Years 
Leader (Mrs Jenny Lewis).  
 
The Headteacher meets with all new parents of pupils to allow concerns to be raised and 
solutions to any perceived challenges to be identified prior to entry.    
 
A meeting between the Early Years SENDCo (Simon Bentley) and our academy SENDCo 
(Rachel Wright) will be arranged with parents to discuss children who have additional needs 
and have been previously involved in the Early Years Forum. 
 
Secondary transition 
 

Our Family Liaison Officer (Alex James-Walker) and/or the school nurse work with children 
anxious about the move. This provides them with the opportunity to discuss any concerns they 
may have.  For pupils transferring to local schools, staff from both the academy and new school 
will meet to discuss the needs of the transferring pupil in order to ensure a smooth transition. 
Secondary school staff also visit pupils prior to them joining their new school.  The academy 
SENDCo meets the SENDCo from the secondary school to pass on information regarding 
SEND pupils. SEND pupils have the opportunity for additional visits to the school they are 
going to in a smaller group size. In addition to this, children attend a transition day(s) particular 
to the school they are going to and undertake a period of transition units including road safety. 
 
Opportunities to work with local secondary schools are actively encouraged so that children 
are familiar with them e.g. enterprise projects, sporting events and tournaments, dance 
festivals, drama workshops. 
 
For pupils with an EHCP or Statement of SEND, transition support and discussions with the 
academy begin at the annual review process that is instigated in the year before transition 
begins. At this time parents are supported to make decisions regarding the next placement 
and the academy will involve outside agencies, as appropriate, to ensure information is 
comprehensive but easily accessible and understandable. Accompanied visits to other 
providers may be arranged as appropriate. 
 
Mid-year transition 
 

The records of pupils who leave the academy mid phase will be transferred within five working 
days of the parents notifying their child has been enrolled at another school.  
 
If pupils are transferring from another school, the previous school records will be requested 
immediately and a meeting will be set up with parents to identify and reduce any concerns. 
Where there are concerns the previous SENDCo will be contacted by phone. 
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