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Glossary 

ASC Autistic Spectrum Condition 

CAMHS Child and adolescent mental health service 

EHCP Education and health care plan 

EP Educational Psychologist 

IEP Individual education plan 

SENCO Special educational needs coordinator 

 

 

General Information 

We hope parents will find the information in this document useful.  If there is anything further that you would 
like to know, please do not hesitate to contact the school office (0151 477 8190) to request additional 
information. 

Introduction 

The Children and Families Bill (2013) is a proposed government law which underpins changes to ensure 
all children and young people can succeed.  The Bill will reform the systems for adoption, looked after 
children, family justice and special educational needs.  
The Government is changing the system for children and young people with special educational needs 
(SEN), including those who are disabled, so that services consistently support the best outcomes for them.  
Part of the reform programme is the requirement for schools to publish a ‘local offer’ of support.  
All Knowsley maintained schools have a similar approach to meeting the needs of pupils with special 
educational needs and are supported by the Local Authority to ensure that all pupils, regardless of their 
specific needs, make the best possible progress in school. 

How does the setting know if my child needs extra help? 

 All pupils are rigorously tracked and monitored in reading, writing and numeracy, on termly basis.  

 Pupil progress meeting occur each term with the Principal.  If there are concerns about a child’s progress 
this is identified early and acted upon.  

 Pupils may then take part in an intervention program either daily or for a number of sessions per week, 
alternatively pupils may also receive extra support in class, for example extra guided reading sessions.  
This can either be in a small group or one-to-one.  

 Class teacher’s will monitor the success of these interventions and make judgments on their 
effectiveness by monitoring pupil’s progress closely.  

 If a child is new to our school then progress will be discussed with the child’s parent/carer.  We will also 
contact the child’s previous school/nursery to gain information in relation to the child’s progress in that 
setting.  

 The class teacher will discuss any concerns with the Special Educational Needs Co-ordinator (SENCo). 

 If there are still concerns about a child’s progress the child may be added to the SEN register.  A 
Personalised Provision Plan (PPP) will then be put into place and your child will be given specific targets 



 
 

  

to work towards.  The class teacher will share and discuss this with the child’s parent/carer and also 
with the child.  This ensures that both parents/carers and the child have an input and an understanding 
of their targets.  

 All actions will be discussed with parents, either by the class teacher or SENCo. 

How can I let the setting know that I am concerned about any area of my child’s development? 

 If you have concerns or think your child may have additional and/or a special need that has not already 

been identified by the school, then an appointment can be made to discuss this with the class teacher.  

The class teacher may then seek addition advice and support from the SENCo, Learning Mentor or 

Principal.  

 All concerns will be discussed with the SENCo.  The class teacher and SENCo will work together to 

plan an education programme.  Your child’s education programme with be monitored by your child’s 

class teacher. 

 Within the structure of the governing body we have a designated Special Needs Governor.  Her role is 
to work closely with the SENCo and quality assures the SEN work of the school. 

How will teaching be matched to my child’s needs? 

 Willow Tree Primary school recognises that children are at different stages in their learning and also 
learn in different ways.  To support all children the school delivers a wide and varied curriculum in a 
delivered in range of ways.  As a school we are keen for all children, supported by knowledgeable staff, 
to develop a ‘skills based’ approach to learning.  This enables children to become independent learners 
and develop an enthusiasm for learning.  

 In order to make progress a child may only require further differentiation of the plans for the whole class.  
The differentiation may involve modifying learning objectives, teaching styles, access strategies and 
target setting – establishing a personalised curriculum.  Ensuring this quality first teaching is paramount 
to us as a school.  

 Differentiation will be recorded in the daily planning by the class teacher.  Monitoring of progress will be 
carried out by the class teacher and used to inform future differentiation within whole class planning.  

 The child’s progress will be reviewed every half term to ensure that the child is making good progress 
with this level of intervention.  

 In school we adopt a ‘graduated response’ when meeting children’s needs.  The graduated response 
recognises that all children learn in different ways and can have different types and levels of special 
educational needs.  During this graduated response teachers or parents can record concerns about a 
child on a pupil concern form.  After completing a pupil concern form we will meet with all parties and 
determine a timescale for a classroom based intervention and expected outcome.  We will consult with 
all about the progress and if expected outcomes are not met we will agree a timescale for withdrawal 
from class to a small group intervention.  

 At the end of the period of intervention, we review its impact with all involved and if appropriate access 
further support from outreach services.  We will always plan a child’s support with the parent/carer, 
review progress and try to meet needs within school.  If your child requires additional specialist support 
we will discuss with you the pathways to more specialist provision. 



 
 

How will I be informed of my child’s progress? 

 At Willow Tree we formally report three times a year via two parent’s evenings which occur in the autumn 
and spring term and an open afternoon which occurs in the summer term.  Within these allocated 
meetings the child’s progress, attainment, behaviour and attitude are discussed.  In addition we also 
hold a ‘meet the teacher’ evening also within the autumn term. 

 As a school we have an open door approach and communication is viewed as a strength.  Therefore it 
is common practise for both teachers and parents to arrange informal meetings should issues or 
concerns around pupil’s progress arise.  

 Parents also receive an end of year school report in July this reflects each child’s attainment, progress 
and achievements from throughout the year.  

If a child has been identified to participate in an intervention program, parents/carers are always part of 
implementation cycles (Plan-Do-Review).  At the beginning of the implementation process concerns are 
discussed to establish and determine the type of intervention that child will benefit from taking part in.  
The intervention will then be delivered and the impact continually reviews.  At the end of the intervention 
program you will be asked to attend a meeting with the child’s class teacher to discuss the impact, 
outcome and potential next steps. 

Who, outside of school, can I turn to for advice and support?  (Reg 11: Contact details of support 
services/groups for parents of pupils with SEN, for example parent partnership) 

The following services may be able to offer support and advice for parents: 

 Parent Partnership, is a community based, confidential and independent information and advisory 
service for parents/carers of children with special educational needs.  0151 443 3283 

http://liverpool.gov.uk/schools-and-learning/special-educational-needs/parent-partnership-service/ 

 School Nursing Team, will promote and maintain the good health of all school age pupils, offering 
advice and working in partnership with parents, children, school staff and other professionals.  0151 480 
4066 

 Family First, will offer family based support in the community particularly around behavioural needs.  A 
range of parenting courses and advice/support can be offered.  0151 443 5316 

 Social Care Enquiries - Adult Services 0151 223 3800 
-  Children’s Services 0151 233 3700 

http://fsd.liverpool.gov.uk/kb5/liverpool/fsd/service.page?record=df68VkcXYlg 
 
Other agencies are also available when referrals are made or further advice is sought. 
 
Willow Tree Primary school may need to make referrals to outside agencies who can further support the 
development of your child.  Usually the agencies will work within school however an initial meeting outside 
of school may be required first.  In all cases, the referral will be discussed with the parent and consent 
sought.  Contact details will be provided when a referral is made. 

http://liverpool.gov.uk/schools-and-learning/special-educational-needs/parent-partnership-service/
http://fsd.liverpool.gov.uk/kb5/liverpool/fsd/service.page?record=df68VkcXYlg


 
 

 

 Where additional agency support is required, this is discussed at a planning and review meeting (termly) 
so that relevant support can be allocated.  These agencies may include: educational psychologist, 
speech and language support, continence team, sensory impairment service (eyesight and hearing), 
Physiotherapy/occupational therapy, teachers with specialism in autism, child adolescent mental health 
service (CAMHS), a specialist teacher in SEN and teachers to support pupils with English as an 
additional language. 

What support do you have for me as a parent to support my child? 

 Our Learning mentor is available daily to provide pastoral support to all parents.  The learning mentor 
works closely with the children’s centre and can sign post any parents to support that they may require 
e.g. bedtime routine. 

 As a school we work closely with Family Learning.  Throughout the school year the family learning team 
run class during the school day.  These classes allow parents/carers to learn about how things are 
taught in their child’s school while working with their child.  

 The class teacher may suggest ways of how you can support your child.  

 If outside agencies or the Educational Psychologist have been involved, suggestions and programmes 
of study are normally provided that can be used at home. 

What support will there be for my child’s overall wellbeing? 

 Children’s emotional and physical wellbeing is of paramount importance, as is the safety of all children 
and adults in our school community.  All Safeguarding procedures are robust.  The school has two 
named safeguarding officers and all staff are trained in and aware of child protection issues and 
safeguarding considerations in their widest form.  The school is actually award of the responsibility they 
have in ensuring the safety of its pupils.  

 Children are treated respectfully and their opinions are valued.  Children are taught, through a variety 
of lessons and activities, how to keep themselves and each other safe.  Children know who they can 
talk to if they have a worry or concern.  

 Attendance and punctuality are monitored closely by the School Principal and Learning Mentor to 
ensure all children are receiving their full entitlement to education.  

 There is wide range of incentives in place to ensure and encourage children to reach the national 
expectation of attendance and to have good punctuality.  

 The school will keeps in close contact with parents/carers about any pupil wellbeing concerns.  

 To support the development of positive behaviours and friendship groups we have peer mentors who 
are older pupils that ensure younger children are not isolated or bullied.  

 Our children know the learning mentor is often this first call of contact.  

 All staff are trained in restorative practise and follow the approaches to prompt positive behaviour.  
Effective Restorative Practice fosters an awareness of how others have been affected by unacceptable 
behaviour by engaging children in a process which separates the deed from the doer and rejects the 
behaviour not the wrongdoer.  This allows the ‘wrongdoer’ to make amends for the harm they have 
caused.  



 
 

 Good behaviour is recognised, praised and rewarded and challenging behaviour is consistently and 
calmly dealt with following our restorative practise guidelines.  

 We use PSHE lessons, circle time and our daily check in and check out sessions to ensure that all 
children can share their feels and views and are listened to.  

 We have a School council which meets every half term.  Two pupils from every junior class attend and 
share their views and their classes view about specific school topics.  

 We have a school nurse who has a monthly drop in session.  There are designated first aiders who are 
trained to deal with any first aid incidents.  The school operates a robust administration of medicines 
policy and procedure.  This allows the School Principal, Deputy Principal or Senior Leader to administer 
medicines with parental consent.  

 We have a defibrillator on site and staff are trained to use this equipment. 

What specialist service and expertise are available at or accessed by the setting to support my 
child? 

 As well as support in school, some children may require the support of additional outside agencies that 
may provide specialist service or expertise.  Outside agencies may offer school advice about strategies 
to support the child or they may work directly with the child and/or their family.  

 Agencies to support children may include, for example; School Nurse, Speech and Language Therapy, 
Educational Psychologist, Community Paediatrician, Occupational Therapy, Physiotherapy, Child and 
Adolescent Mental Health Service, for example Social, Emotional and Behavioural Difficulties, children 
with Learning Difficulties and children with a diagnosis of Autistic Spectrum Disorder.  

 The school receives support from the Educational Psychology Service and SENISS (Special 
Educational Needs Integrated Support Service).  

 Except in exceptional or extenuating circumstances, any involvement from outside agencies requires 
signed permission from the child’s parent/carer.  

 The child’s parent/carer would be involved at every stage of the process.  School staff works very closely 
with all agencies to ensure all advice given to the school, to support a child, is carried out and monitored. 

 The SENCo attends Local Authority training each half term, and then shares relevant information back 
to staff and governors.  

 There is a variety of Local Authority and Consultancy training that individual and whole school staff 
access to enable them to support the children in their care.  This may include, training related to early 
identification of children with additional need, Speech and Language training, specialist training related 
to Autistic Spectrum Disorder, etc.  

 Willow Tree Primary will be working towards receiving the bronze award for ‘The Knowsley Centre of 
Excellence for Dyslexia Accreditation’.  The award has been designed to train all staff about a variety of 
different areas of Dyslexia and move the whole school community to become a Centre of Excellence, 
with expertise of specialist teachers.  

 Willow Tree Primary have gained the silver award for ‘The Knowsley Centre of Excellence for ASC 
Accreditation’.  

 The school’s Special Educational Needs and Disability (SEND) budget is allocated to meet the needs 
of the children on the SEN/D List.  The SEN/D budget is allocated to ensure that childrens’ individual 



 
 

needs are met in relation to specific interventions and programmes as appropriate.  The progress and 
attainment of all children is tracked and resources are allocated according to need.  

 The SEND budget is used to ensure that school staff are qualified and trained to support the SEN 
children and to purchase specialist help if needed.  A ‘Service Level Agreement’ with the Local Authority 
is in place to enable access from specialist services to support children as appropriate.  

 All schools receive a sum of money, additional to the main school funding, which is based on the number 
of children within the school who are entitled to free school meals, who are classed a looked after child 
or whose parents serve in the armed forces.  The funding is designed to tackle disadvantage and should 
reach those who need it most.  The breakdown about how Willow Tree Primary has utilised this money 
for this academic year can be found on our school website.  It is called Pupil Premium. 

How accessible is your setting and how will my child be included? 

 Willow Tree Primary is a single site school, with Foundation stage, Key Stage 1 and Key Stage 2 
departments all on one level, joined by the school hall and a series of corridors.  Entrance to the building 
is through the main reception area, which has ramp access therefore suitable for wheelchair access.  
Classrooms are accessed by corridors from which there is also wheelchair access.  There is currently 
one accessible toilet for children in each of the pupil bathrooms and one adult accessible toilet facility.  

 A designated car parking space has been identified within the school car park and access to the car 
park is restricted to staff and Blue Badge holders only.  

 Where possible, provision will be made for all pupils to access all areas of the curriculum including extra-
curricular activities.  You would always be contacted before a planned activity/trip which would be away 
from the school site.  (No child will be excluded from any learning activity due to their impairment or 
learning difficulty, unless it is clearly of benefit to that individual and leads towards inclusion.)  

 Before all off site activities/trips, a risk assessment is undertaken.  

 If appropriate, you may be invited to accompany your child on the activity/trip school. 

How will the setting prepare my child for transitions on to the next stage of educational and life? 

 When your child joins our school you will be invited to look around the school and meet school staff.  
Your child will also be invited to visit and stay for a short session before starting school.  You will be 
invited to a meeting with the Principal and SENCo prior to your child starting school.  We will contact 
any early years settings, or other schools you child has attended to gather information about their needs.  

 We will contact any specialist services that support your child and invite them to a transition meeting at 
school to ensure that we are working in partnership to achieve the best outcomes for your child.  

 There is a comprehensive plan in place to support all pupils when moving to the next year group.  Your 
child’s teacher will meet with their next teacher and discuss your child in detail.  

 When appropriate a personal transition plan will be written.  This will be in partnership with you, your 
child, the new setting/class and staff supporting your child to ensure that they enjoy as smooth a 
transition as possible.  

 During the summer term we have a transition day in school.  Your child will spend this day in their new 
classroom with their new teacher.  During this day your child will take part in get you know me activities 
and produce work which will be displayed in their new classroom in September.  



 
 

 

 For children in Year 6, a SENCo transition meeting takes place each summer term where information 
is passed to the receiving secondary school.  Children also take part in a transition day during which 
they attend their secondary school for a day of activities. 

How are parents/carers/families involved in the setting? 

 Parent/carer are invited to parents evening by appointment each term.  

 The Learning Mentor meets and greets the children and parents/carers each morning and school staff 
dismisses children at the end of the school day.  

 Every week parents/carers are invited to attend our star assembly on a Friday.  

 Parents/carers are regularly invited to class/school assemblies and celebrations, such as sports day, 
enterprise week and our attendance celebration party.  

 In Reception parents/carers are invited to join ‘Storytime’ sessions and ‘Stay and Play’ activities.  

 We regularly invite parents to coffee mornings during which time parents/carers can share their views 
about topics/events happening in school. 

Who can I contact for further information? 

 If you require more information about our school please go to our school website:  

http://willowtree.knowsley.sch.uk/, here you can find our SEND policy and codes of practice. 

 Mrs Riley is the SENCo and Inclusion Coordinator, if you would like to discuss an area of concern please 
contact the school office to arrange an appointment.  (0151 477 8190) 

 The Local Offer can be found on the Knowsley Council website : 

https://www.knowsleyinfo.co.uk/categories/knowsley-local-offer-send 

http://willowtree.knowsley.sch.uk/
https://www.knowsleyinfo.co.uk/categories/knowsley-local-offer-send

