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This policy should be read in conjunction with the following: 

  

• Admissions Policy 

• Attendance Policy 

• Accessibility Plan  

• Pupil Mental Health Policy  

• Medical Conditions, Medicines and Infection Control Policy 

• Safeguarding and Child Protection Policy 

• Pupil Equal Opportunities Policy 



   

 

   

 

• Complaints Policy 

• JCQ (Joint Council for Qualifications) Access Arrangements and Reasonable Adjustment 

Guidelines 

  

These policies are available on the School website with the exception of JCQ (see below).   

They can be made available in large print or another accessible format, if required. 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  
 

  

1. Introduction 

  

City of London School for Girls (‘CLSG’ or ‘the School’) is committed to ensuring that every single 

pupil receives an outstanding education. Every child is an individual with her own strengths and 

challenges.  

  

In their time at CLSG, some pupils will encounter barriers which have a significant impact on their 

learning, which will call for additional support and provision. We refer to these barriers collectively 

as special educational needs and disabilities (SEND). 

  

This policy has been written with reference to the following publications and legislation: 

  

 

1.1 SEND Code of Practice, particularly Section 6 (Department for Education, 2015) - this sets out a 

framework for best practice in SEND provision. It is the primary basis for this policy. 

  

 

1.2 Equality Act (2010) - this sets out schools’ responsibility to make reasonable adjustments for 

pupils with SEND 

https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
https://www.legislation.gov.uk/ukpga/2010/15/contents


   

 

   

 

  

 

1.3 Teachers’ Standards Guidance, Part 1 Section 5 (Department for Education, 2012) 

  

 

1.4 Adjustments for Candidates with Disabilities and Learning Difficulties; Access Arrangements and 

Reasonable Adjustments (Joint Council for Qualifications, March 2026) - this describes the 

adjustments that can be made for public examination candidates with SEND and the process for 

awarding those adjustments 

  

 

1.5 Children and Families Act, part 3 (2014) 

  

 

1.6 The Special Educational Needs and Disabilities Regulations (2014) - these set out local 

authorities’ and schools’ responsibilities for education, health and care (EHC) plans, SEN co-

ordinators (SENCOs) and the special educational needs (SEN) information report. 

  

 

1.7 The General Data Protection Regulation (2016) - this sets out the school’s responsibilities for 

data protection and processing. 

  

1.8 City of London family information service – this sets out the City’s local SEND offer. 

  

1.9 Every Child Achieving and Thriving – a White Paper published in February 2026. This sets out the 

government’s current vision for the future of SEND provision. 

  

  

 

  

2. Aims and objectives 

  

This policy works towards eliminating disadvantages for pupils with SEND using the following Aims 

and Objectives. 

  

Aims 

  

• To develop a school environment that is accessible and inclusive, and where accessibility is 

built into systems from the beginning. Our ultimate aim is for pupils with SEND to be able to 

access all aspects of school life because school life is accessible for them, not because 

inclusion strategies have been “bolted on” later. 

 Where pupils with SEND require reasonable adjustments to access some aspect of 

school life without being placed at a substantial disadvantage compared to their 

peers, we aim to ensure provision of appropriate reasonable adjustments. 

https://assets.publishing.service.gov.uk/media/61b73d6c8fa8f50384489c9a/Teachers__Standards_Dec_2021.pdf
https://www.jcq.org.uk/exams-office/access-arrangements-and-reasonable-adjustments/
https://www.jcq.org.uk/exams-office/access-arrangements-and-reasonable-adjustments/
https://www.legislation.gov.uk/ukpga/2014/6/part/3
https://www.legislation.gov.uk/uksi/2014/1530/contents/made
https://www.legislation.gov.uk/eur/2016/679/contents
https://www.fis.cityoflondon.gov.uk/send-local-offer
https://www.gov.uk/government/publications/every-child-achieving-and-thriving


   

 

   

 

• To ensure that pupils with SEND are not treated less favourably than their peers. 

• To ensure that pupils with SEND who require reasonable adjustments to access our 

admissions process without being placed at a substantial disadvantage compared to their 

peers receive appropriate reasonable adjustments.  

• To ensure pupils with SEND can develop the skills they need to realise their learning 

potential and to prepare them for further study. 

• To ensure that students with SEND can become confident, independent young people who 

understand their strengths and needs and are able to advocate for themselves. 

• To maintain a student-centred approach to SEND provision, where each student’s voice is 

central to their provision and students are encouraged to identify and work towards goals 

that are meaningful for them. 

• To communicate effectively with parents/guardians and ensure that they are both informed 

of and have the opportunity for meaningful input into their child’s provision, where 

appropriate. 

  

Objectives 

  

• Ensure the School complies with national legislation relating to pupils with SEND. For 

example, the School will make its best endeavours to meet the needs of any individual 

within the context of ‘reasonable adjustments’ as required by the Equality Act (2010). 

• Use appropriate tools, such as screening tests and pupil data, to identify students who have 

SEND.  

 SEND identification should be built into systems for monitoring the progress and 

development of all pupils. 

• Offer a graduated system of support, which balances offering tailored support where 

needed with developing and maintaining students’ independence. 

• To ensure pupils, parents/guardians and school staff are partners in planning and reviewing 

provision. 

• To meet the needs of pupils with SEND with appropriate provision. Where possible, this will 

be completed within school, however, it may be necessary to advise parents to seek 

specialist input, assessment and/or teaching outside of school.  

• To provide support and training for all staff working with pupils with SEND, such that they 

feel empowered to create inclusive learning environments. 

• Identify aspects of the school and its systems where inclusion could be built in  

• To work collaboratively with external agencies and specialists. 

 

  

3. Definitions 

  

Special educational needs  



   

 

   

 

A pupil has SEND if they have “a learning difficulty or disability which calls for special educational 

provision to be made for her” (Children and Families Act, 2014). This is “provision different from or 

additional to that normally available to pupils of the same age” (SEND Code of Practice, 2015, 6.15). 

A pupil has a learning difficulty if they have “significantly greater difficulty in learning than the 

majority of others of the same age” (Children and Families Act, 2014). Specific learning 

difficulties, such as dyslexia, affect a particular aspect of learning and/or cognition, such as 

phonological processing. 

  

 

Needs are categorised in the SEND Code of Practice (2015) as falling into four broad areas: 

communication and interaction; cognition and learning; social emotional and mental health; and 

sensory and/or physical needs (SEND Code of Practice, 2015). A pupil may have needs that fall into 

more than one of these categories, and two pupils with the same diagnosis may have different 

profiles of need. 

Pupils will not be regarded as having a learning difficulty, and, hence, as having SEND, solely 

because the language in which they will be taught is different from that which is spoken at home 

This is in line with the Children and Families Act, 2014. 

“Slow progress and low attainment do not necessarily mean that a child has SEN and should not 

automatically lead to a pupil being recorded as having SEN” (SEND Code of Practice, 2015, 6.23). 

Hence, pupils will not be regarded as having SEND solely because their attainment is lower than 

that of their peers or lower than projections from baseline data. 

Special educational provision is “educational provision that is additional to, or different from, that 

made generally for other children or young people of the same age in mainstream schools in 

England” (Children and Families Act, 2014). Where a pupil has not made expected progress despite 

the SEND support in place, parents and CLSG have the right to ask the Local Authority to make an 

assessment with a view to drawing up an Educational, Health and Care Plan (EHCP) for their 

daughter. Please see section 9 for further information on EHCPs. 

Disability 

A pupil has a disability if they have “a physical or mental impairment, and the impairment has a 

substantial and long-term adverse effect on <their> ability to carry out normal day-to-day activities” 

(Equality Act, 2010). “Long term” means that the impairment has lasted or is likely to last for 12 

months or more. This definition can cover impairments such as autism, ADHD, dyslexia, and long-

term mental health conditions. 

The Children and Families Act (2014) also states that a child has SEN if they have “a disability which 

prevents or hinders him or her from making use of facilities of a kind generally provided for others of 

the same age in mainstream schools” and this “calls for special educational provision to be made for 

her”. 

Not all pupils who have SEN have a disability and not all pupils with a disability have SEN, but 

there is considerable overlap. Where a child or young person with a disability requires special 

education provision, they will also be covered by the SEN definition.  

The school will make reasonable adjustments for pupils with disabilities, so that they are not at a 

substantial disadvantage compared with their peers. 



   

 

   

 

 

  

Reasonable Adjustments 

CLSG is committed to treating all pupils fairly. In line with CLSG’s obligations under the Equality 

Act 2010, CLSG will seek to ensure that disabled pupils are not put at a substantial disadvantage, 

by comparison with pupils who are not disabled, by making reasonable adjustments: 

1. to policies, criteria and practices (i.e. the way CLSG does things); and 

2. by providing auxiliary aids and services (i.e. the provision of additional support or 

assistance). 

There is no standard definition of an auxiliary aid or service. Anything which helps, aids or renders 

assistance for pupils or applicants with disabilities is likely to be included. Examples could include: 

• pieces of equipment; 

• extra staff assistance; 

• note-taking; 

• induction loops; 

• audio-visual fire alarms; 

• readers; 

CLSG is not required to remove or alter physical features to comply with the duty to make 

reasonable adjustments for disabled pupils or applicants. Similarly, CLSG is not required to 

provide auxiliary aids for personal purposes unconnected with its provision of education and 

services. 

In practice, making reasonable adjustments can be a daily, iterative process. Adjustments can 

often be made by staff at short notice or no notice, for example, taking steps to ensure that a pupil 

has understood instructions, or that they are seated where they are able to hear and concentrate.  

Once needs and potential adjustments have been identified, CLSG will consider whether there are 

reasonable adjustments for the School to make by reference to the following factors: 

• whether it would overcome the substantial disadvantage the pupil with a disability is 

experiencing; 

• the practicability of the adjustment; 

• the effect of the disability on the pupil; 

• the cost of the proposed adjustment; 

• the School's resources; 

• health and safety requirements; 

• the need to maintain academic, musical, sporting and other standards; and 

• the interests of other pupils (and potential pupils).  

The School will discuss the proposed adjustments with parents/guardians and, where 

appropriate, the pupil, SENDCo, and (with the parents' consent) any appropriate third party, 

which may include, for example, a medical practitioner or educational psychologist. The School 

will communicate any decision regarding reasonable adjustments with parents/guardians and the 

child (where appropriate). 



   

 

   

 

Parents can assist the School in this process by ensuring that staff are informed of their child's 

needs, making available any relevant reports, assessments and information and working with the 

School, as appropriate, to implement any measures or reinforce any strategies put in place. 

Where, despite reasonable adjustments to assist a child's access to educational provision and the 

other benefits, facilities and services the School provides, a pupil with a disability is evidently still 

at a substantial disadvantage, the School may draw this to the attention of the parents and make 

recommendations. This might include, for example, seeking further external professional advice, 

seeking an EHCP assessment, and/or additional support funded by the parents or other external 

sources. 

If the parents feel that there are further particular adjustments the School could make, parents 

may write to or speak with the SENDCo. Parents are encouraged to provide copies of any medical 

or specialists’ reports as evidence of the adjustments required, and to support the School in 

understanding their child’s needs. 

  

4. Roles and responsibilities  
  

The SENDCo  

  

Supported by SEND teaching colleagues, the Special Educational Needs Coordinator (‘SENDCo’) 

will:  

• Work with the Senior Management Team (SMT) and SEND governor to determine the 

strategic development of the SEND policy and provision in the School. 

• Have day-to-day responsibility for the operation of this SEND policy and the co-ordination 

of specific provision made to support individual pupils with SEND, including those who have 

EHC plans. 

• Provide professional guidance to colleagues and work with staff, parents, and other 

agencies to ensure that pupils with SEND receive appropriate support and high-quality 

teaching. 

• Advise on a graduated approach to providing SEND support. 

• Advise on the deployment of the School’s delegated budget and other resources to meet 

pupils’ needs effectively. 

• Liaise with internal professionals, such as the Pastoral Team, School Counsellors and 

School Nurse, as appropriate, to support the needs of pupils. 

• Liaise with external professionals, including educational psychologists, medical    

professionals and professionals from other schools to support the needs of pupils as 

appropriate.   

• As appropriate, liaise with potential next providers of education to ensure that the School 

meets its responsibilities under the Equality Act 2010 with regard to reasonable 

adjustments and access arrangements. 

• Ensure the School keeps the records of all pupils with SEND up to date, including the 

Learning Support List and Access Arrangements List, which informs teachers of the needs 

and access arrangements of students. 



   

 

   

 

• To provide support and training for staff to ensure they have the ability to identify potential 

SEND and adapt their teaching if necessary to provide differentiated, quality first teaching.  

• To attend regular training and INSET sessions relevant to the role.  

  

The Senior Management Team (SMT) 

The Headmistress and her team will:  

• Work with the SENDCo and SEND governor to determine the strategic development of the 

SEND policy and provision within the School  

• Have overall responsibility for the provision and progress of learners with SEND and/or a 

disability   

  

The SEND governor  

The SEND governor will:  

• Help to raise awareness of SEND issues at governing board meetings. 

• Monitor the quality and effectiveness of SEND and disability provision within the School and 

update the governing board on this. 

• Work with the headteacher and SENDCo to determine the strategic development of the 

SEND policy and provision in the School 

  

Teachers 

Each class teacher is responsible for:  

• The progress and development of every pupil in their class (irrespective of any specialist 

qualifications or expertise). 

• Reading the Learning Support List and Access Arrangements List to ensure that they know 

which pupils in their classes have SEND and what Access Arrangements pupils have. 

• Working with the Learning Support Department, as appropriate, to review each pupil’s 

progress, development, and provision. 

• Informing the Learning Support Department if they believe that a pupil in their class has 

unidentified SEND  

• Working with external professionals as appropriate 

• Ensuring they understand and follow this policy so that the School can identify, assess and 

make provision to meet those needs. 

  

 

Parents or carers 

• Parents or carers should inform the School if they have any concerns about their child’s 

progress or development. 

• Parents or carers should inform the School if they are seeking a diagnosis for their child, or 

if their child has or receives a diagnosis of a learning difference or condition that may give 

rise to SEND, e.g. dyslexia, ADHD, autism. 

• Parents or carers of a pupil with SEND will be given the opportunity to provide information 

and express their views about their child’s SEND and the support provided. They will be 

invited to participate in discussions and decisions about this support.  

  



   

 

   

 

The pupil 

We have a student-centred approach to SEND at CLSG. The pupil’s views will be taken into account 

in making decisions that affect them, whenever possible. 

  

 5. Our approach to SEND 

  

 Identification of Need 

  

Upon Application to the School  

CLSG welcomes pupils with disabilities and/or special educational needs, provided we can offer 

them the support that they require, and that our site can accommodate them. Upon application, 

parents are requested to inform the School of any specific learning or educational needs that their 

daughter has.  This will include sending copies of relevant professional reports, such as an 

assessment by an Educational Psychologist or medical professional, or any reports or 

recommendations concerning their daughter’s special educational needs or disability from 

previous schools or elsewhere. It is important that full details are provided so that the school can 

assess whether it can implement any required access arrangements for entrance exams.  

  

Whilst the School will pay due care to a pupil’s requirements upon application, should a place be 

offered and accepted, any subsequent reasonable adjustments will be based upon a discussion with 

the pupil’s parents (and their daughter’s medical advisers, if appropriate) and evidence of need as 

it is presented within the context of the school and the pupil’s learning at CLSG. Access 

arrangements awarded for entrance examinations or for public examinations at another centre do 

not automatically carry forward once a pupil has taken up a place at CLSG. It is not unusual for 

access arrangements to be withdrawn upon a pupil’s starting at CLSG and reintroduced as need for 

them becomes evident. 

  

There may be circumstances in which we are not able to offer a place for reasons relating to a child’s 

disability. For example, if, despite reasonable adjustments, we feel that a prospective pupil is not 

going to be able to access the education offered, or that their health and safety or that of other 

pupils or staff may be put at risk, we may not be able to offer a place at the School.  

  

For pupils with SEND who transition from City Junior School (CJS) to CLSG, the Learning Support 

Department will liaise with relevant CJS colleagues regarding transition planning.  

  

For pupils with SEND who transition from other schools to CLSG, the Learning Support Department 

will seek the consent of the pupil’s parents/carers to liaise with relevant colleagues at the pupil’s 

previous school regarding her needs and previous provision. 

  

Screening 

Whole year screening may take place in the first term for Year 7 and/or Year 9 and/or Year 12. New 

joiners may be assessed upon entry to CLSG. Screening assessments and/or questionnaires can be 



   

 

   

 

used as early indicators of potential underlying cognition and learning needs. There is no additional 

preparation work to be done for these assessments; they are not tests. 

  

Gathering Information 

The School recognises that potential underlying difficulties might only emerge as a pupil progresses 

through the school. The School will do all that is reasonable to report and consult with parents and 

the pupil (as appropriate) to help determine the action required including whether any additional 

support is needed. 

  

The School may request parents to obtain a formal assessment of their child (such as by an 

educational psychologist), the cost of which will usually be borne by the parents.  For bursary 

funded pupils, CLSG may be able to offer financial assistance.  

  

Teachers can raise SEND concerns about a pupil’s learning via the school’s internal “SEND Concern” 

referral system. In addition, the Learning Support Department holds regular monitoring meetings 

with Heads of Year and Heads of Section to review pupils’ progress. Parents will be consulted and 

kept informed of any action taken to support their child, and of the outcome of this action. 

  

Pupils can also make self-referrals and parents/carers can raise concerns directly to the SENDCo or 

via their daughter’s Head of Year.   

  

Inability to meet need 

There may be situations when a pupil’s place at the School will be cancelled or withdrawn, where, 

in the professional judgment of the Headteacher, and, after consultation with the parents and the 

pupil (where appropriate), following the consideration of reasonable adjustments, the School is 

unable to provide adequately for the pupil’s needs. Any decision to request withdrawal or require 

the removal of a pupil will be made as a last resort and in line with the terms of the parent 

contract. 

  
  

6. In-School Support for SEND 

  

When a pupil has been identified as having SEND, the School will take action to remove barriers to 

learning and put effective special educational provision in place. In line with the SEND Code of 

Practice, the School adopts a graduated response to identification and support of pupils with SEND.  

  

The School aims to: 

  

• liaise closely with the pupil, her parents, and staff to identify needs and barriers to learning and 

provide appropriate support. 

• adopt a pupil-centred approach to provision and support to ensure support is tailored to every 

child’s needs. 

• liaise with outside agencies, as appropriate, to further support pupils. 



   

 

   

 

• provide specialist in-house cognitive assessments, as and when appropriate, in consultation 

with a pupil, her parents/guardians and teaching staff. 

• liaise with pastoral staff to support the social and emotional well-being of pupils with specific 

needs or learning difficulties. 

• collaborate with subject teachers to ensure the needs of pupils with SEND are met. 

• monitor and review the progress of pupils in line with the school’s tracking and reporting 

procedures. 

• provide staff with descriptions of pupils’ needs and teaching strategies to support their learning.  

• provide ongoing CPD for staff 

 

Graduated Approach 

When a pupil is identified as having SEND, an Assess, Plan, Do, Review (APDR) cycle will be 

completed. The School will aim to collaborate with parents/guardians in this process. 

Assess – the pupil’s needs will be assessed. This might involve, but is not limited to, communication 

with parents/guardians, meeting with the pupil, use of screening assessments, use of existing 

internal data, and consultation with other members of staff. Suggestions for external professional 

assessment might be made. 

Plan – an initial plan for support will be made, in partnership with the pupil and their 

parents/guardians. This will include at least one clear goal, ideally set by the pupil. A date for review 

will be set at this stage, usually not more than one term into the future. 

Do – the plan will be executed. 

Review – the progress of the pupil against their initial goal(s) will be reviewed, usually with input 

from the pupil and their parents/guardians. At this stage, it might be decided that further support is 

appropriate, or another APDR cycle, or that the pupil has made sufficient progress that this is not 

required at that time. 

 

Learning Support List and Monitoring List  

We are required by law to keep a record of those pupils who have been identified as having SEND, 

and the provision we make for such pupils. The School’s Learning Support List provides teaching 

staff with an up-to-date record of pupils in the school who have identified SEND. It details their 

principal areas of need and can provide advice on appropriate teaching strategies. The Learning 

Support List is a confidential document. It is never shared with pupils, nor with people or 

organisations outside of the School. Pupils with exams access arrangements other than those due 

to short term illness or injury will typically be included on the Learning Support List. 

Parents/guardians will, as far as possible, be informed when their child is first placed on the 

Learning Support List. 

  

The Learning Support Department also keeps a Monitoring List, which records pupils who have 

received support or intervention from the School, or who are being monitored for potential SEND, 

but who do not meet the criteria to be included on the Learning Support List. The progress of these 

students is monitored, and they may be removed from the Monitoring List if deemed appropriate. 

Inclusion on this list does not imply that we believe a pupil has SEND; it is frequently a mechanism 



   

 

   

 

to encourage teachers to share any concerns that arise, in case an underlying need might be part of 

the picture. 

  

Personalised Learning Plans  

A Personal Learning Plan (PLP) is a teacher-facing document that outlines a pupil’s strengths and 

areas of need, and specific teaching strategies that can improve accessibility of teaching and 

learning for that pupil. If a pupil’s needs cannot be met by quality-first teaching, with knowledge of 

that pupil’s general area of need, a PLP is prepared in collaboration with key stakeholders (pupil, 

parents/guardians, staff).  PLPs should be reviewed regularly – ideally at least once per academic 

year. They can be brief or full, depending on the wishes of key stakeholders, and pupils can request 

that they be reviewed or amended at any time. Pupils can ask to read their PLP at any time, and this 

request will not usually be denied. 

  

External Specialist Reports 

In some cases, external professionals (e.g. Educational Psychologist (EP), therapists or medical 

professional) may be required to assess a pupil. The School may advise parents/guardians of the 

benefits of such support and the benefits of the school liaising closely with such professionals. In 

some cases, external professionals may be commissioned by the SENDCo to work with students in 

school, with the consent of their parents/guardians. In such instances, the cost of this will typically 

be met by the parents/guardians of the student. 

  

Parents/guardians should share professional reports with the School. 

  

Please refer to the Access Arrangements section for further information on the use of specialist 

teacher/EP reports for access arrangements. 

  

Bullying and behavioural issues 

All pupils are taught that any form of discrimination, bullying and harassment is prohibited and will 

not be tolerated. Pupils are taught the importance of respecting each other and behaving towards 

each other with kindness, courtesy, and consideration. 

  

CLSG recognises that pupils with SEND may be particularly vulnerable to being bullied. CLSG’s Anti-

Bullying Policy makes it clear that bullying behaviour of any kind is not acceptable, and it will be 

taken very seriously. 

  

CLSG also recognises that being a victim of bullying can lead to learning barriers or wider mental 

health difficulties. Where there are concerns, an assessment may be undertaken to help determine 

whether there are separate underlying learning difficulties. 

  

CLSG recognises that children with SEND can face additional safeguarding challenges and 

additional barriers can exist when recognising abuse and neglect in this group of children. Staff will 

support such pupils in expressing any concerns that they may have and will be particularly vigilant 

to any signs or indicators of abuse, discussing this with the Designated Safeguarding Lead (DSL) as 



   

 

   

 

appropriate. CLSG’s Safeguarding and Child Protection Policy will be followed if there are any 

safeguarding concerns relating to a child. 

  

7. Consulting and involving pupils and parents/carers 

  
The School seeks to put the pupil at the heart of all decisions made about their special educational 

provision, and we understand that a positive, open, working relationship with their 

parents/guardians is an important part of this. We value the perspective and expertise of 

parents/guardians when it comes to identifying and meeting their child’s needs. 

When we are aiming to identify whether a pupil needs special educational provision, we may have 

an informal discussion with the pupil to gain a general sense of whether provision might be 

beneficial; this is usually done in cases where the pupil is aware that a teacher has made a referral 

to the Study Centre or a pupil has self-referred. This is not framed in terms of potential SEND and it 

is not a mechanism for assessing whether a pupil might qualify for any diagnosis: the aim of this 

conversation is to hear about the pupil’s experiences and evaluate whether Study Centre provision 

might be appropriate, as referrals range significantly in their context and scope. If we feel that it 

might be, we will then have a conversation with the pupil’s parents/guardians, to share information 

and discuss next steps.  

We will notify parents if it is decided that a pupil will receive special educational provision. 

8. Evaluation of SEND provision 

  

We will evaluate how effective our SEND provision is with regards to:  

• Our whole school approach to SEND 

• Pupils’ progress and attainment once they have been identified as having SEND 

• Whether pupils with SEND feel safe, valued and included in the school community  

• Comments and feedback from pupils and their parents 

  

9. Educational, Health and Care Plans (EHCPs)) 

  

When parents and/or CLSG are exercising the right to ask the Local Authority to make an assessment 

with a view to preparing an EHCP, parents are asked to consult with CLSG before exercising this 

right. CLSG will always consult with parents before exercising this right. 

  

For a prospective pupil with an EHC Plan, the school will consult the pupil’s parents/guardians and, 

where appropriate, her current school and Local Authority to ensure that the provision can be 

delivered by the school. Any additional services that are needed to meet the requirements of the 

EHCP will need to be charged to the Local Authority if the Local Authority is responsible for the fees 

and CLSG is named by agreement of CLSG in the EHCP. In all other circumstances charges may be 

made directly to parents, unless the additional services can be considered to be a ‘reasonable 

adjustment’, where no charge will be made, in accordance with the provisions of the Equality Act 

(2010). 



   

 

   

 

  

Per the Children and Families Act (2014), it is the legal responsibility of the pupil’s Local Authority 

to arrange the provision specified in a Plan. 

  

  

10. Exam Access Arrangements 

  

The regulations for Access Arrangements for public examinations are determined by the Joint 

Council for Qualifications (JCQ) (1.4) and other relevant awarding bodies, such as Cambridge 

International Examinations (CIE). 

  

As an Examinations Centre, the school is required to follow the awarding bodies’ regulations when 

awarding access arrangements. Permitting access arrangements without following published 

regulations constitutes malpractice by the Centre and could, ultimately, lead to the recall of 

certificates.  

  

Awarding body regulations require that a clear, school-based, picture of need for the specific access 

arrangements sought is presented. This can be supported by other evidence, e.g. a doctor’s letter, 

but evidence from external professionals does not, in itself, confer automatic eligibility for any 

specific access arrangement. This includes historically commissioned reports from Educational 

Psychologists as well as medical evidence. 

  

External cognitive assessments commissioned by parents must not be used as evidence for access 

arrangements by the School unless there is an established working relationship between the 

external assessor and the School. The School must have provided background information to the 

external assessor, i.e. filled out Part 1 of Form 8, prior to the assessment for it to be used to award 

access arrangements, in line with JCQ regulations. 

  

Access Arrangements awarded at previous schools are not automatically carried forward and do not 

guarantee eligibility for exams access arrangements at CLSG. All pupils who arrive with external 

reports, and their parents/guardians, should be aware that the school will, in most cases, re-assess 

irrespective of previous recommendations.  This will frequently entail removing access 

arrangements and reinstating them as and when need for them is evident. This allows us to gather 

the necessary body of evidence to apply for access arrangements with the JCQ. Evidence of need 

from within our School is required by the JCQ – we are not permitted to base an application on 

evidence of need from within a different school or exam centre. 

  

If a pupil’s performance within the school suggests that they may require specific access 

arrangements to be made for public examinations, the views of the pupil, her parents/guardians 

and subject teachers as well as evidence of performance within the school will be collated in order 

to demonstrate a clear picture of need. With permission, one of the school’s qualified assessors will 

carry out an assessment using a range of nationally standardised tests from those approved by the 

JCQ. Subject to pupil and parental agreement, the reports of external professionals who have 



   

 

   

 

liaised closely with the school to identify a pupil’s needs may also be used when making an 

application. Only with the appropriate evidence can an application be made for access 

arrangements. Parents will be provided with assessment results and, if necessary, an application 

for a specific access arrangement will be made.  

  

Where access arrangements are required as a result of a long-term medical condition or disability, 

a written diagnosis will be required. This must outline the candidate’s symptoms such that it is clear 

that these the present a persistent and significant barrier to taking examinations or to achieving in 

examinations in line with the candidate’s ability. 

  

Pupils with access arrangements for public examinations are awarded such arrangements as their 

normal way of working in school (classwork and internal assessments and tests) as well as in public 

examinations. Establishing Access Arrangements as a candidate’s normal way of working is part of 

the process of applying for them. We cannot award access arrangements that are not established 

as part of a candidate’s normal way of working, except where need has arisen due to a change in 

circumstance, such as an injury. 

  

Pupils and their parents/guardians should note that different exam boards can have different 

regulations regarding access arrangements. Hence, a candidate who qualifies for access 

arrangements with one board might not do with another. 

If a student wishes to take an external examination, such as a university admissions test, and they 

have access arrangements, they will need to apply for these themselves. They should notify the 

SENDCo of their intention as early as possible. They will be provided with appropriate 

documentation, such as a letter outlining their access arrangements and the reasons for them, such 

that they can apply to have these for their exam. Students and their parents/guardians should note 

that documentation can only be provided regarding access arrangements that have been approved 

for a student. If a student is seeking, trialling, or being otherwise assessed for a specific access 

arrangement, provision of such documentation might not be provided. 

  

The use of a word processor is one type of access arrangement. Please refer to the Exam Policy for 

further information on the use of word processors at CLSG.  

  

Final decisions about examination concessions for internal and public examinations rest entirely 

with the School in its capacity as an examination centre.  

  
  

11. Planning the Transition into Post 16, Universities, Training 

and the Workplace 

  
• Students leaving the school at the end of Year 13 or Year 11 who received access 

arrangements for public examinations will be provided with digital copies of their Form 

8/8RF/9, AAO, and a letter outlining which access arrangements they received. These can be 

used to evidence need for provision at the student’s next school, university etc. 



   

 

   

 

If a student wishes for any information to be made available to another institution, or requires 

any further documentation, they or their parents/guardians should contact the SENDCo to 

request this. 

• Students can contact Student Finance England to understand more regarding the financial 

support available to students in higher education and how to claim it, including the 

Disabled Students Allowance (DSA). 

• The DSA is available to help students in higher education with the extra costs they may incur 

on their course because of a disability.  Applications for DSA can be made to Student Finance 

application services. 

  

  

  

12. Three-year accessibility plan 

In line with its duty under the Equality Act 2010, CLSG’s three-year Accessibility Plan sets out how 

the School will: 

  

 

• Increase the extent to which pupils with disabilities can participate in the School’s 

curriculum; 

• Improve the physical environment of the School for the purpose of increasing the extent to 

which pupils with disabilities are able to take advantage of education and benefits, facilities 

or services provided or offered by the School; and 

• Improve the delivery of information which is readily accessible to pupils without disabilities 

to pupils with disabilities. 

  

Please refer to the School’s Accessibility Plan for more information. 

  

13. Document Retention 

We are required to keep documents for specified amounts of time in accordance with legislation. 

Please see the Pupil and Parent Data Protection Policy for specific guidance. 

  

14. Arrangements for Dealing with Complaints 

  

We hope that any difficulty or concern can be sensitively and efficiently handled and resolved 

informally through conversations involving the SENDCo, staff, parents, and pupils, as appropriate, 

before it reaches the formal complaints stage. That said, any serious complaint relating to SEND 

provision will be dealt with using the CLSG’s Complaints Procedure. This is on our website and sets 

out how parents can raise a formal complaint and how CLSG will handle it.   

  

15. City of London Local Offer 

  

For information on the City of London’s Local Offer please see the links in section 1. 



   

 

   

 

  

 

 


