
 
 

 

Identification and Assessment Process 

 

Stage One  
 

   

Parents/Carers Concern  Teacher Concern 

   

Class teacher completes Initial Concerns form– Email to the Inclusion manager. 

Class teacher then discusses referral with the Inclusion Manager. 

Inclusion Manager to observe child if necessary –All information to be placed in computer file. 

   

                Yes Are there still 

concerns? 

              No 

 

 

 
 

Class teacher to meet with 

parents/carers, explain concern and 

complete stage 1 parent form – place in 

child’s online folder. 

 Concerns currently do not require attention. 

Class teacher to monitor child’s progress. 

Adaptive learning to be monitored. Pupil 

monitored during learning walk & PPM  

   

  If the concern was raised by parents/carers, 

class teacher to meet with parent and feedback 

– record on CPOMS. 

 

Stage Two  
 

Assessments will take place - place 

information in child’s folder. 

  

 

 

                                                  Yes                   No 

Are there still 

concerns? 

 

  Class teacher to meet 

with parents/carers and 

feedback. Class teacher 

to monitor child’s 

progress – Child may be 

added to the monitoring 

list- record on a CPOMS  

 Child may require a One 

Page Profile. Teacher to 

meet with parents/carers 

and discuss  

Monitor child’s progress 

and liaise with parents. 

 
 

  

Stage three  
 

Teacher to complete the One plan, that includes smart targets and 

One page profile ready to be discussed at parents/careers 

meeting 

 Meet with parents/carers and pupil to discuss Targets and 

One Page Profile. Amend. Agree targets. Parents to sign 

One plan meeting sheet 

   

  Inclusion Manager to place the child on the SEND register 

and the Assess, plan, do and review cycle.  

Monitoring –One plan outcomes to be monitored by Class 

teacher and Inclusion Manager through learning walks, 

observations, pupil voice & book looks. 

 



 
 

Buttsbury SEND Procedures  

 

 

 

 

 

 

 

 

 

 

 

 

  

Education Health and Care Plan ( EHCP) 

Outside agencies will be involved in creating targets and 

supporting the child.  

To be monitored by the Class teacher and Inclusion 

Manager. 

Additional Support ( AS)  

One plan that includes smart targets and One page 

profile. To be monitored by Class Teacher and Inclusion 

Manager. 

Shared at parents evening in a double slot or before/ 

after school. 

If no progress is made after three rounds of the One 

plan cycle then application for an EHCP may be 

considered. 

 

Record of Concern  

One Page profile will be created detailing 

adaptation that needs to be carried out in class 

and any intervention needed. This will be shared 

at parents evening. Only one parents evening slot 

needed. 

SEND Monitoring list 

Child is added to monitoring list if a SEND needs 

to be monitored. Progress to be closely 

monitored by Class teacher and Inclusion 

Manager . 

Academic Watchlist 

These children will be falling behind academically – this does not necessarily mean they have a SEND. 

Children who are receiving short term intervention. This links with Pupil progress meeting.  

Monitored by Year group lead and Class teacher. 

 


