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1 LE Loft at London Park School Mayfair  

1.1 Aim and Objectives  

At London Park School Mayfair, we are passionate about ensuring that each student achieves 
his or her potential; academically, socially and emotionally. We recognise that all learners have 
their own abilities, strengths and talents alongside their own learning challenges.  The LE Loft 
department aims to support all students who have particular abilities or strengths, who are new 
to English and have a Special Educational Need.     

We recognise that we are a neuro-diverse community - all of us having our own strengths and 
challenges. In the LE Loft Department, we aim to support and develop the skills of all students, 
especially those who have a Special Educational Need, are new to English or who are a learner 
with high learning potential.  

Our LE Loft Team works alongside our teaching staff to encourage students to expand their 
skills, abilities and talents and support the development of skills needs to ensure each student 
reaches their full potential both academically, socially and emotionally.   

1.2 Location of LE Loft Information 

Alongside the LE Loft ISAMs module, teaching and school staff can access information 
regarding student’s additional learning needs in two core places. These points of access are the 
LPS Loft Guide and in the LE Loft folder on the Staff SharePoint.   

1.3 LE Loft Register  

London Park School Mayfair identifies students who have additional learning needs to their 
teachers by the Leaning Enrichment Register. The LE Loft Register holds information on 
students with additional learning needs, this register covers students who have been referred to 
The Loft, have a formal diagnosis of SEND, EAL need, or requiring an additional level of support 
above and beyond the school’s standard offer.  

1.4 Departmental Structure 

1.4.1 Head of LE Loft (SENDCo) 
The Head of LE Loft leads the department and closely works with the Senior Leadership Team, 
she meets regularly with the Deputy Heads Academic and Pastoral to ensure provision within 
the school meets the needs of students with additional learning needs.  

The current Head of LE Loft is Mrs. Esther Haworth 

Mrs. Haworth, Head of LE Loft is an experienced SENDCO.  She holds additional qualifications 
in SEND including the CPT3a Level 7 Specialist assessor. She has previously worked in other 
schools as a SENDCo, specialist support teacher, and in a range of provisions including 
mainstream and specialist provisions.  Mrs. Haworth holds a BEd (Hons) Cantab with QTS and a 
Post Grad Diploma in SEND including modules in specialist assessments (CPT3A) and Autism. 
Esther is also the Deputy Designated Safeguarding Lead. 

Mrs. Haworth is an experienced SENDCO and has been in this role in other schools since 2007. 
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1.4.2 LE Loft Teachers 
The department has two LE Loft Teachers  

• Ms. Claudia Venneri – responsible for liaison with outside agencies Speech and 
Language Therapy, Occupational Therapy, Trainee SpLD Specialist, deputizing when 
Head of LE Loft is not in school 

• Ms. Krystal Agravat -responsible for EAL and EHCP Management.  

1.4.3 Learning Support Assistant 
The departments has 2 LSAs. 

• Ms. Lola Ogundele 
• Ms. Oberta Adu-Poku 

 

2 London Park School Mayfair: Policy for Special Educational Needs 

2.1. Aims and objectives 

Our special educational needs and disabilities (SEND) policy aims to:  

• Make sure our school implements best practice and guidance regarding students with 
SEND  

• Set out how our school will:  

• Support and make provision for students with special educational needs and disabilities  

• Provide students with SEND access to all aspects of school life so they can engage in the 
activities of the school alongside students who do not have SEND 

• Help students with SEND fulfil their aspirations and achieve their best 

• Help students with SEND become confident individuals living fulfilling lives 

• Help students with SEND make a successful transition into adulthood 

• Communicate with students with SEND and their parents or carers and involve them in 
discussions and decisions about support and provision for the student 

• Explain the roles and responsibilities of everyone involved in providing for students with 
SEND 

• Communicate with, and involve, students with SEND and their parents or carers in 
discussions and decisions about support and provision for the student 

• Make sure the SEND policy is understood and implemented consistently by all staff 

2.2. Vision and values 

At London Park School Mayfair we are passionate about ensuring that each student achieves 
his or her potential; academically, socially and emotionally. Our LE Loft team works alongside 
our teaching staff to encourage students to develop a wide range of skills to increase their 
ability to become independent learners.    
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At our school we will provide all students with access to a broad and balanced curriculum.  

We are committed to making sure all our students have the chance to thrive and supporting 
them to meet their full potential.  

We are focused on creating an inclusive environment, where provision is tailored to the needs 
and abilities of students, no matter how varied. 

2.3. Legislation and guidance  

This is based on the principles of  Special Educational Needs and Disability (SEND) Code of 
Practice and the following legislation: 

• Part 3 of the Children and Families Act 2014, which sets out schools’ responsibilities for 
students with SEND 

• The Special Educational Needs and Disability Regulations 2014, which 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  

• The Equality Act 2010 (section 20), which sets out the school’s duties to make reasonable 
adjustments for students with disabilities  

• The Public Sector Equality Duty (section 149 of the Equality Act 2010), which set out the 
school’s responsibilities to eliminate discrimination, harassment and victimisation; and 
advance equality of opportunity and foster good relations between people who share a 
protected characteristic (which includes having a disability) and those who don’t share it 

 

2.4. Inclusion and equal opportunities 

At London Park School Mayfair & Sixth Form we strive to create an inclusive teaching 
environment that offers all students, no matter their needs and abilities, a broad, balanced and 
challenging curriculum. We are committed to offering all students the chance to thrive and fulfil 
their aspirations.  

We will achieve this by making reasonable adjustments to teaching, the curriculum and the 
school environment to make sure that students with SEND are included in all aspects of school 
life. 

2. 5. Definitions  

2.5.1 Special educational needs  
A student has SEN if they have a learning difficulty or disability that requires special educational 
provision to be made for them.  

They have a learning difficulty or disability if they have:  

• A significantly greater difficulty in learning than most others of the same age, or; 

• A disability which prevents or hinders them from making use of facilities of a kind generally 
provided for others of the same age in mainstream schools  

Special educational provision is educational or training provision that is additional to, or 
different from, that made generally for other children or young people of the same age by 
mainstream schools. 

https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
http://www.legislation.gov.uk/ukpga/2014/6/part/3
http://www.legislation.gov.uk/uksi/2014/1530/contents/made
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.legislation.gov.uk/ukpga/2010/15/part/11/chapter/1
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2.5.2 Disability 
Students are considered to have a disability if they have a physical or mental impairment that 
has a substantial and long-term adverse effect on their ability to do normal daily activities. 

The school will make reasonable adjustments for students with disabilities, so that they are not 
at a substantial disadvantage compared with their peers. 

2.5.3 The 4 areas of need 
The needs of students with SEND are grouped into 4 broad areas. Students can have needs that 
cut across more than 1 area, and their needs may change over time.  

Interventions will be selected that are appropriate for the student’s particular area(s) of need, 
at the relevant time. 

AREA OF NEED 

 

 

Communication and 
interaction 

Students with needs in this area have difficulty communicating with others. 
They may have difficulty understanding what is being said to them, have 
trouble expressing themselves, or do not understand or use the social rules 
of communication. 

Students who are on the autism spectrum often have needs that fall in this 
category. 

Cognition and learning  Students with learning difficulties usually learn at a slower pace than their 
peers.  
A wide range of needs are grouped in this area, including: 

• Specific learning difficulties, which impact 1 or more specific 
aspects of learning, such as: dyslexia, dyscalculia and dyspraxia 

• Moderate learning difficulties 

• Severe learning difficulties 

• Profound and multiple learning difficulties, which is where students 
are likely to have severe and complex learning difficulties as well as 
a physical disability or sensory impairment 



 

 
6  

LPS MAYFAIR • LPS SIXTH • HYBRID @ LPS - SEN, EAL, ACCESS AND LAPTOP POLICY 
 
 

AREA OF NEED 

 

 

Social, emotional and 
mental health  

These needs may reflect a wide range of underlying difficulties or disorders. 
Students may have: 

• Mental health difficulties such as anxiety, depression or an eating 
disorder 

• Attention deficit disorder, attention deficit hyperactive disorder or 
attachment disorder 

• Suffered adverse childhood experiences 

These needs can manifest in many ways, for example as challenging, 
disruptive or disturbing behaviour, or by the student becoming withdrawn 
or isolated. 

Sensory and/or physical  Students with these needs have a disability that hinders them from 
accessing the educational facilities generally provided. 

Students may have: 

• A sensory impairment such as vision impairment, hearing 
impairment or multi-sensory impairment 

• A physical impairment 

These students may need ongoing additional support and equipment to 
access all the opportunities available to their peers. 

2.6. Roles and responsibilities  

2.6.1 The SENCO  
The SENCO at our school is Esther Haworth, Head of LE Loft  

They will:  

• Inform any parents that their child may have SEN and then liaise with them about the 
student’s needs and any provision made 

• Work with the headteacher and SEN 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 students with SEN, including those who have 
EHC plans  

• Provide professional guidance to colleagues and liaise and work with staff, parents, and 
other agencies to make sure that students with SEN receive appropriate support and high-
quality teaching  

• Advise on the graduated approach to providing SEN support and differentiated teaching 
methods appropriate for individual students  
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• Be a point of contact for external agencies, especially the local authority (LA) and its support 
services, and work with external agencies to ensure that appropriate provision is provided 

• Liaise with potential next providers of education to make sure that the student and their 
parents are informed about options and that a smooth transition is planned 

• When a student moves to a different school or institution: Make sure that all relevant 
information about a student’s SEN and the provision for them are sent to the appropriate 
authority, school or institution in a timely manner 

• Work with the headteacher and school governors to make sure the school meets its 
responsibilities under the Equality Act 2010 with regard to reasonable adjustments and 
access arrangements  

• Make sure the school keeps its records of all students with SEND up to date and accurate 

• With the headteacher, monitor to identify any staff who have specific training needs 
regarding SEN, and incorporate this into the school’s plan for continuous professional 
development 

• With the headteacher, regularly review and evaluate the breadth and impact of the SEND 
support the school offers or can access.  

• Prepare and review information for inclusion in the school’s SEN information report and any 
updates to this policy 

• With the headteacher and teaching staff, identify any patterns in the school’s identification 
of SEN, both within the school and in comparison with national data, and use these to 
reflect on and reinforce the quality of teaching 

2.6.2 The governing board 
The governing board is responsible for making sure the following duties are carried out, though 
the duties can be delegated to a committee or an individual: 

• Do all it can to make sure that every student with SEND gets the support they need  

• Make sure that students with SEND engage in the activities of the school alongside students 
who don’t have SEND 

• Inform parents when the school is making special educational provision for their child  

• Make sure that the school has arrangements in place to support any students with medical 
conditions  

• Provide access to a broad and balanced curriculum  

• Have a clear approach to identifying and responding to SEND  

• Provide an annual report for parents on their child’s progress  

• Record accurately and keep up to date the provision made for students with SEND 

• Publish information on the school website about how the school is implementing its SEND 
policy, in a SEN information report 

• Publish information about the arrangements for the admission of disabled children, the 
steps taken to prevent disabled children being treated less favourably than others, the 
facilities provided to assist access of disabled children, and the school’s accessibility plans 
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• Make sure that there is a qualified teacher designated as SENCO for the school and that the 
key responsibilities of the role are set out, and monitor the effectiveness of how these are 
carried out 

2.6.4 The headteacher  
The headteacher will:  

• Work with the SENCO and school governors to determine the strategic development of the 
SEND policy and provision within the school  

• Work with the SENCO and school governors to make sure the school meets its 
responsibilities under the Equality Act 2010 with regard to reasonable adjustments and 
access arrangements 

• Have overall responsibility for, and awareness of, the provision for students with SEND, and 
their progress 

• Make sure that the SENCO has enough time to carry out their duties 

• Have an overview of the needs of the current cohort of students on the SEND register 

• With the SENCO, monitor to identify any staff who have specific training needs regarding 
SEN, and incorporate this into the school’s plan for continuous professional development 

• With the SENCO, regularly review and evaluate the breadth and impact of the SEND support 
the school offers or can access, and co-operate with the LA in reviewing the provision that is 
available locally and in developing the local offer 

• With the SENCO and teaching staff, identify any patterns in the school’s identification of 
SEN, both within the school and in comparison with national data, and use these to reflect 
on and reinforce the quality of teaching 

2.6.5 Class teachers 
 Each class teacher is responsible for:  

• Planning and providing high-quality teaching that is differentiated to meet student needs 
through a graduated approach 

• The progress and development of every student in their class  

• Working closely with any teaching assistants or specialist staff to plan and assess the 
impact of support and interventions, and consider how they can be linked to classroom 
teaching  

• Working with the SENCO to review each student’s progress and development, and decide 
on any changes to provision  

• Ensuring they follow this SEND policy and the SEN information report 

• Communicating with parents regularly to: 

• Set clear outcomes and review progress towards them 

• Discuss the activities and support that will help achieve the set outcomes 

• Identify the responsibilities of the parent, the student and the school 

• Listen to the parents’ concerns and agree their aspirations for the student 
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2.6.6 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 on point of entry of any known special educational 
needs and diagnosis and provide the school with any updated and recent special assessments, 
for example Educational Psychology, Speech and Language, Occupational and Medical reports.  

Parents or carers of a student on the SEND register will always be given the opportunity to 
provide information and express their views about the student’s SEND and the support 
provided. They will be invited to participate in discussions and decisions about this support. 
They will be:  

• Invited to meetings to review the provision that is in place for their child 

• Asked to provide information about the impact of SEN support outside school and any 
changes in the student’s needs 

• Given the opportunity to share their concerns and, with school staff, agree their aspirations 
for the student 

• Given an annual report on the student’s progress 

The school will take into account the views of the parent or carer in any decisions made about 
the student. 

2.6.7 The student 
Students will always be given the opportunity to provide information and express their views 
about their SEND and the support provided. They will be invited to participate in discussions 
and decisions about this support. This might involve the student: 

• Explaining what their strengths and difficulties are  

• Contributing to setting targets or outcomes 

• Attending review meetings 

• Giving feedback on the effectiveness of interventions 

The student’s views will be taken into account in making decisions that affect them, whenever 
possible.  

2.7. LE Loft Parent Handbook (SEND Information Report) 

The school publishes a LE Loft Parent handbook which is shared with parents when students 
are placed on the LE Loft Register and can be requested from the school admissions or LE Loft 
teams. 

2.8. Our approach to SEND support  

2.8.1 Identifying students with SEND and assessing their needs  
We will assess each student’s current skills and levels of attainment when they start at the 
school. This will build on information from previous settings and Key Stages, where appropriate. 
We will also consider any evidence that the student may have a disability and if so, what 
reasonable adjustments the school may need to make.  
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Class teachers will regularly assess the progress of all students and identify any whose 
progress: 

• Is significantly slower than that of their peers starting from the same baseline 

• Fails to match or better their previous rate of progress 

• Fails to close the attainment gap between them and their peers 

• Widens the attainment gap  

This may include progress in areas other than attainment, for example, wider development or 
social needs.  

When teachers identify an area where a student is making slow progress, they will target the 
student’s area of weakness with differentiated, high-quality teaching. If progress does not 
improve, the teacher will raise the issue with the SENCO to have an initial discussion about 
whether this lack of progress may be due to a special educational need. Where necessary they 
will, in consultation with the student’s parents or carers, consider consulting an external 
specialist.  

Slow progress and low attainment will not automatically mean a student is recorded as having 
SEN.   

Potential short-term causes of impact on behaviour or performance will be considered, such as 
bullying or bereavement. Staff will also take particular care in identifying and assessing SEN for 
students whose first language is not English.  

When deciding whether the student needs special educational provision, we will start with the 
desired outcomes, including the expected progress and attainment, and the views and the 
wishes of the student and their parents. We will use this to determine the support that is 
needed and whether we can provide it by adapting our core offer, or whether something 
different or additional is needed.  

If a student is joining the school, and: 

• Their previous setting has already identified that they have SEN 

• They are known to external agencies 

• They have an education, health and care plan (EHCP) 

then the school will work in a multi-agency way to make sure we get relevant information before 
the student starts at school, so support can be put in place as early as possible. 

2.8.2 Consulting and involving students and parents  
The school will put the student and their parents at the heart of all decisions made about 
special educational provision.  

When we are aiming to identify whether a student needs special education provision, we will 
have an early discussion with the student and their parents. These conversations will make sure 
that: 

• Everyone develops a good understanding of the student’s areas of strength and difficulty  

• We take into account any concerns the parents have  

• Everyone understands the agreed outcomes sought for the child  
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• Everyone is clear on what the next steps are  

Notes of these early discussions will be added to the student’s record. 

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

2.8.3 The graduated approach to SEN support 
Once a student has been identified as having SEN, we will take action to remove any barriers to 
learning and put effective special educational provision in place. This support will be delivered 
through successive rounds of a 4-part cycle known as the graduated approach. 

1. Assess 

The student’s class teacher and the SENCO will carry out a clear analysis of the student’s 
needs. The views of the student and their parents will be taken into account. The school may 
also seek advice from external support services. 

The assessment will be reviewed regularly to help make sure that the support in place is 
matched to the student’s need. For many students, the most reliable way to identify needs is to 
observe the way they respond to an intervention.  

2. Plan 

In consultation with the parents and the student, the teacher and the SENCO will decide which 
adjustments, interventions and support will be put into place, the expected outcomes, and a 
clear date for review. 

All staff who work with the student will be made aware of the student’s needs, the outcomes 
sought, the support provided and any teaching strategies or approaches that are needed. This 
information will be recorded on our management information system, ISAMs, and will be made 
accessible to staff in the LE Loft Module on ISAMs and via the email updates.  

Parents will be fully aware of the planned support and interventions and may be asked to 
reinforce or contribute to progress at home. 

3. Do  

The student’s class or subject teacher retains overall responsibility for their progress.  

Where the plan involves group or 1-to-1 teaching away from the main class or subject teacher, 
they still retain responsibility for the student. They will work closely with any teaching assistants 
or specialist staff involved, to plan and assess the impact of support and interventions and how 
they can be linked to classroom teaching. 

The SENCO will support the teacher in further assessing the student’s particular strengths and 
weaknesses, in problem solving and advising on how to implement support effectively. 

4. Review 

The effectiveness of the support and interventions and their impact on the student’s progress 
will be reviewed in line with the agreed date. 

We will evaluate the impact and quality of the support and interventions. This evaluation will be 
based on: 

• The views of the parents and students 

• The level of progress the student has made towards their outcomes 
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• The views of teaching staff who work with the student 

The teacher and the SENCO will revise the outcomes and support in light of the student’s 
progress and development, and in consultation with the student and their parents. 

2.8.4 Levels of support 
Teachers are responsible and accountable for the progress and development of all the students 
in their class.  High quality teaching is our first step in responding to students who have SEND. 
This will be differentiated for individual students.  We will also provide the following 
interventions:     
 
LE Loft Standard Support (included within normal school fees)  

• Oversight by an identified key LE Loft Teacher. This person will be yours and the 
student’s main point of contact for all concerns relating to their additional learning 
needs. The allocation of a student’s key teacher will be decided by the Head of LE Loft 
depending on the student’s main area of need.   

• Screening and Assessment by the appropriate LE Loft team specialist.   
• Student Passport – this will identify a student’s learning strengths, challenges and 

recommended teaching strategies based on their learning profile.   
• Exam Access Arrangements and provision for these within school and external 

assessments, including a form 8 assessment when needed for GCSEs.   
• Use of assistive technology via the school’s digital offer (e.g. Microsoft Learning Tools)  
• Differentiation of teaching and learning within the classroom by subject teachers• 

Student Observation and support to teachers by the appropriate LE Loft team 
specialist.  

• Regular monitoring of pastoral wellbeing and academic progress, including reviews of 
placement on LE Loft Register and support plan.   

• Liaising and working with commissioned (by parents) Specialist for example 
Educational Psychologist, Speech and Language Therapist or Occupational Therapist.  

• Provision of focus and learning aids when appropriate  
• Specialist intervention clubs example Lego Therapy and Touch Typing , social skills 
• Liaising with subject teachers for enhancement opportunities of talents and abilities  
• General in class support by LE Loft Teaching Assistant and Graduate Assistants  
• Small group interventions provided by our LE Loft Teaching Assistant  
• In school counselling  
• Support during times of transition.  
• Intervention and enrichment programmes by subject teachers aimed at stretching our 

High Learning Potential (HLP) students  
• Recommendations for Specialist assessments or manage referrals to local NHS 

services.  
• Accommodation for commissioned specialist interventions   
• Personalisation of timetable to allow a reduced curriculum.  

 
LE Loft Enhanced Support (charged in addition to school fees) and Educational and Health 
Care Plans (EHCPs)  

• One to One personalised Learning Sessions with LE Specialist  
• Small group Intervention with LE Specialist  
• One to one in class Support – this will need to be agreed by the Head.   

. 
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On the census these students will be marked with the code K. 

Education, health and care (EHC) plan  

Students who need more support than is available through the school’s school-based SEN 
provision may be entitled to an EHC plan. The plan is a legal document that describes the needs 
of the student, the provision that will be put in place, and the outcomes sought.  

The provision for these students will be funded from the school’s notional SEND budget, and 
potentially from the LA (from the high-level needs funding block of the dedicated schools grant).  

On the census these students will be marked with the code E. 

Currently the school has 8 students with EHCPs 

2.8.5 Evaluating the effectiveness of SEN provision  
We evaluate the effectiveness of provision for students with SEN by: 

• Tracking students’ progress, including by using provision maps 

• Carrying out the review stage of the graduated approach in every cycle of SEN support 

• Using student questionnaires 

• Monitoring by the SENCO  

• Holding annual reviews for students with EHC plans 

• Getting feedback from the student and their parents 

2.9. Expertise and training of staff  

Training will regularly be provided to teaching and support staff. The headteacher and the 
SENCO will continuously monitor to identify any staff who have specific training needs and will 
incorporate this into the school’s plan for continuous professional development. 

2.10. Links with external professional agencies 
The school recognises that we might not be able to meet all the needs of every student. 
Whenever necessary the school will work with external support services such as:  

• Speech and language therapists 

• Specialist teachers or support services 

• Educational psychologists 

• Occupational therapists, speech and language therapists or physiotherapists 

• General practitioners or paediatricians 

• School nurses 

• Child and adolescent mental health services (CAMHS) 

• Education welfare officers 

• Social services 

It is the responsibility of the parent to commission and fund external support and assessment 
of external services for example 
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• Speech and language therapists 

• Specialist teachers or support services 

• Educational psychologists 

• Occupational therapists, speech and language therapists or physiotherapists 

• General practitioners or paediatricians 

 

London Park School Mayfair is able to offer the following services in house (these are charge in 
addition to the school fees) 

• Speech and Language Therapy provided by London Children’s Practice 

• Occupational Therapy provided by Chelsea Childrens Therapy 

2.11. Admission and accessibility arrangements  

2.11.1 Admission arrangements 
We welcome students from many different ethnic and racial groups, backgrounds and creeds. 
Human rights and freedoms are respected but must be balanced with the lawful needs and 
rules of London Park School Mayfair and Sixth’s community and the rights and freedoms of 
others. All candidates for admission will be treated equally, irrespective of their, or their 
parents' race, colour, language, religion, political or other opinion, national or social origin, 
association with a national minority, orientation, property, birth or other status.    

• London Park School Mayfair and Sixth currently have limited facilities for the 
disabled.  However, The School will do all that is reasonable to comply with its legal and 
moral responsibilities under the Equality Act 2010 and Special Educational Needs and 
Disability Act 2001 in order to accommodate the needs of applicants who have 
disabilities for which, with reasonable adjustments, the School can cater adequately.   

• The School needs to be aware of any known disability or special educational need which 
may affect a student’s ability to participate in the admissions procedure and take full 
advantage of the education provided at The School.  Parents of a student who has any 
disability or special educational needs should provide The School with full details prior 
to the admissions procedure or at application.  

• London Park School Mayfair and Sixth need this information so that, in the case of any 
student with particular needs, The School can assess those needs and consult with 
parents about the adjustments which can reasonably be made to ensure that the 
application procedure is accessible for the student and that The School can cater 
adequately for the student should an offer of a place be made.  

• The School will do all that is reasonable to ensure that the information and application 
procedure is accessible for disabled candidates and will make such reasonable 
adjustments as necessary. Similarly, if special education needs or a disability become 
apparent after admission, The School will consult with parents about whether 
reasonable adjustments in order to allow the student to continue at London Park School 
Mayfair and Sixth.   

 

2.11.2 Accessibility arrangements  
London Park School Mayfair strives to be a fully inclusive and welcoming school and therefore 

aims to ensure that each and every student can participate fully in the life of the 
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School. London Park School Mayfairs holds an accessibility plan which is reviewed annually 
by the SENDCO and SLT. This can be found within the school policies and procedures.  

2.12. Complaints about SEND provision  

Where parents have concerns about our school’s SEND provision, they should first raise their 
concerns informally with the SENDCo, We will try to resolve the complaint informally in the first 
instance. If this does not resolve their concerns, parents are welcome to submit their complaint 
formally. 

2.13. Monitoring and evaluation arrangements 

2.13.1 Evaluating the effectiveness of the policy 
We are constantly looking for ways to improve our SEND policy. We will do this by evaluating 
whether or not we are meeting our objectives set out in section 1. 

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

• All staff’s awareness of students with SEND at the start of the autumn term 

• How early students are identified as having SEND   

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

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

• Comments and feedback from students and their parents 

2.13.2 Monitoring the policy 
This policy will be reviewed by the Head of LE Loft and Deputy Headteachers every year. It will 
also be updated when any new legislation, requirements or changes in procedure occur during 
the year.  

It will be approved by the full governing board.  

2.14. Links with other policies and documents 

This policy links to the following documents 

• SEN information report 

• The local offer  

• Accessibility plan  

• Behaviour policy 

• Equality information and objectives  

• Supporting students with medical conditions policy 

• Attendance policy 

• Safeguarding / child protection policy  

• Complaints policy 
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3. London Park School Mayfair: English as an Additional Language Policy 

3.1 Statement of intent  

 In this policy, the term ‘English as an Additional Language’ (EAL) refers to students whose main 
language at home is a language other than English.    

Students with EAL will face various difficulties throughout their academic life. Students’ 
aptitude for English will vary, but many will face barriers to learning, accessing the curriculum 
and reaching their full potential. Students with EAL must learn in and through another language. 
In addition, they may come from different cultural backgrounds to their peers and face different 
expectations of language, education and learning.   

Research suggests that those new to English will acquire conversational fluency within two 
years but will need five years or longer to achieve competence in academic English.    

This policy has been established to ensure all students with EAL at the school are given the best 
chance possible to reach their full potential.    

3.2 Aims and Objectives  

We aim to:  

• Welcome the cultural, linguistic and educational experiences students with EAL 
contribute to the school.  

• Ensure strategies are in place to support students with EAL.  
• Enable students with EAL to become confident, and to acquire the language skills 

needed to reach their full academic potential.    

Our strategic objectives are to:  

• Provide a welcoming atmosphere for newly arrived students with EAL.  
• Assess the skills and needs of students with EAL.  
• Gather accurate information regarding children’s backgrounds, cultures and abilities.  
• Equip teachers and support staff with the necessary skills, resources and knowledge to 

support students with EAL.  
• Use all available resources to raise the attainment of students with EAL.  
• Systematically monitor students’ progress, and adapt policies and procedures 

accordingly.   
• Ensure all children’s languages, cultures and identities are represented in classrooms 

and throughout the school.   
• Maximise opportunities to model the fluent use of English.   
• Ensure students with EAL are acknowledged for their skills in their own languages.     

3.3. Responsibilities of Staff 

3.3.1 Teacher responsible for students with EAL  
• The teacher responsible for students with EAL is Mrs Esther Haworth.  

Their responsibilities include:  

• Co-ordinating the efficient timetabling of students with EAL.  
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• Overseeing the assessment and targeting of children with EAL.  
• Ensuring the procurement and appropriate use of resources to support students with 

EAL.   
• Aiding staff in effective communication with parents and finding translators where 

appropriate.   
• Exploring various possibilities to ensure important information is shared with parents.    

 

3.3.2 EAL teaching support 
 The school employs the following staff who have experience of working with students with EAL 
and will help to provide support:   

• Ms Krystal Agravat 

The responsibilities of EAL teachers are:  

• The induction of newly arrived students.  
• Conducting initial assessments of students with EAL.  
• Teaching small groups of students with EAL.  
• Providing classroom support.  
• Liaising with teaching staff.  
• Advising on strategies to support and include students with EAL.  
• Providing advice regarding inclusive curriculum materials.   
• Advising on ways to differentiate work for students with EAL.   
• Encouraging and supporting students to maintain and develop their first language.  
• Facilitating students’ use of first language national examinations.   
• Developing relationships between the school and parents of students with EAL. 
• Securing and providing training to ensure staff development, including INSET courses.  
• Acting as consultants to staff on language-related issues.   
• Acting as consultants to staff on equal opportunity and race equality issues.   

3.3.3 The role of school staff members 
All staff members have a responsibility to ensure the development of students with EAL. They 
will meet this responsibility by:  

• Ensuring all written work includes the technical requirements of language as well as the 
meaning.   

• Providing a good model of spoken English.  
• Where possible, using a variety of types of text to explore their subject and through the 

varied use of English.   
• Ensuring the inclusion of students with EAL in their classrooms.  
• Identifying students with EAL who are experiencing difficulties and ensuring intervening 

measures are taken to aid the student.   
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3.4 Support 

Where a student with EAL is assessed as having little to no English, support will be provided in 
the form of induction classes. These classes focus on practical, everyday English. The 
induction period, typically lasts six weeks but may vary depending on students’ progress.  

In-class support, 1:1 tuition and small group work is utilised as soon as the student can be 
successfully integrated into the classroom environment, these sessions with be charged in 
addition to the school fees 

3.5 Inclusion  

3.5.1 The school utilises a strategy of inclusion, and the positive and effective use of language. 
The strategy includes the following principles:   

• There is an understanding throughout the school, for both staff and students, that a 
limited knowledge of English does not reflect a lack of ability or knowledge. Appreciating 
a student’s ability to speak their own first language is essential for building their 
confidence and self-esteem.   

• The language development of students is the responsibility of the entire school 
community.  

• Mainstream and support departments will work together to ensure optimal outcomes 
are achieved.  

• Diversity will be valued and classrooms will be socially inclusive.  
• Teachers will be knowledgeable about students’ abilities in English and use their 

knowledge to inform lesson planning.   
• Schemes of work may be rewritten to accommodate low levels of English, whilst 

maintaining the subject content and level of challenge.   
• Where large groups of students with EAL speak the same language, the school 

encourages wider integration to promote inclusion and to improve students’ 
understanding of English.   

3.6. Assessment and Identification of Students 

The school will undertake a timely initial assessment to gauge students’ English abilities in an 
informal manner that does not make the student feel isolated or inferior.  

• The assessment will be carried out by a teacher with EAL experience  
• Completed assessments are held on the student’s profile and an initial report is written 

to demonstrate need.  
• Teachers of the student will be allowed access to the assessment to inform their 

teaching and lesson planning.   
• The student and the parents of the student may view the assessment at any time 

 

The school uses the Bell Foundation Levels of Proficiency in English 
https://www.bellfoundation.org.uk/eal-programme/eal-assessment-framework/levels-of-
proficiency-in-english/    

https://www.bellfoundation.org.uk/eal-programme/eal-assessment-framework/levels-of-proficiency-in-english/
https://www.bellfoundation.org.uk/eal-programme/eal-assessment-framework/levels-of-proficiency-in-english/
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3.7 Classroom practice  

Teachers have high expectations of all students, regardless of gender, ethnicity, social 
background or English ability.    

Classroom activities will be matched to students’ needs and abilities.    

Teachers will consider common misconceptions and language barriers, such as reading ‘3 x 3’, 
where ‘x’ is read as the letter and not a function, and clarify meanings accordingly.   

Where possible, the following practices will be utilised to improve students’ literacy:  

• Utilisation of the student’s first language expertise.   
• The provision of writing frames.  
• The use of props 

3Language skills will be developed through:  

• Collaborative activities involving spoken communication.  
• Feedback opportunities and conversations.  
• Good models provided by peers.  

Active participation will be encouraged by:  

• Grouping students in mixed ability groups to develop language skills.   
• ‘Expert’ readers and writers present in each group to provide assistance and model 

language.  

Classroom displays will reflect cultural and linguistic diversity.  

 Assessment methods will allow students to show what they can do in all curriculum areas. 7.9. 
Bilingual dictionaries are available to aid students with EAL. 

Visual supports are utilised where possible.   

Prior to any private tuition/one-to-one support, the student is informed of the purpose of the 
session and the objectives.   

3.8 Access to the curriculum  

The needs of students with EAL are considered by teachers when planning lessons. When 
planning lessons, teachers will ensure that:  

• The language and learning demands of the curriculum are analysed and support is 
provided.  

• Visual support is utilised to provide greater understanding of key concepts.  
• There are opportunities for students to use their first language in the classroom.  
• The support requirements of students with EAL are identified and the support is made 

available.   
• Staff training will be delivered annually to support delivery of the curriculum to EAL 

students.   
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We recognise that EAL students, who may be new to English and to the UK, need continuity and 
security as they start school. We therefore aim to make an early decision about placing them 
in teaching sets.    

We try to ensure that EAL students:    

• Have access to the whole curriculum;    
• Are taught with their peers;    
• Are placed in groups where they will see models of good behaviour;    
• Are placed in groups with fluent English speakers who will provide them with good 

language models;    
• Are placed in as high a set as possible i.e. with their intellectual/academic equals;    
• Are not automatically placed with Learning Support students;    

3.9 Working with parents and carers  

Liaison with parents is vital to the creation of a strong home/school partnership, which can 
ensure the development of students with EAL. To aid this partnership, the school will:  

• Actively seek to put parents at ease by providing a welcoming environment conducive to 
productive discussions.   

• Ensure the language used in letters to parents is clear and straightforward.  
• Where appropriate, have teachers read through the letter with children before sending 

the letter home, to ensure the message is clear.  
• Where necessary, ensure translations of school documents are carried out and 

provided to parents of students with EAL.    
• Encourage parents to attend parents’ evenings and participate in school functions.  
• Invite parents to school to help with class activities, such as cooking, reading and class 

outings, where appropriate.  
• Encourage parents to become involved with homework through shared reading 

schemes and language-based homework.   
• Plan activities in a way that ensures they do not clash with religious/community 

commitments.    

3.10 Special educational needs (SEN)  

A child is not regarded to have SEN solely because their home language is different from the 
language in which they are taught at school.   

A proportion of students with EAL may have one or more types of SEN and it is imperative that 
this is identified at an early stage.   

Assessments of SEN of students with EAL will involve EAL specialists along with SEN 
specialists.   

Where appropriate, the school will arrange an assessment in the child’s first language.   

SEN support will be decided on an individual basis in the manner outlined within the school’s 
SEND Policy.   

The school will ensure that the parents or carers of a student with SEN are not prevented from 
presenting their views throughout the process and are clearly informed at every stage.    
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3.11 Monitoring progress  

The monitoring of students’ progress is shared between all teachers, both mainstream and EAL 
support.  

Individual student profiles are updated following assessments and reviewed on a termly basis 
to identify and address problems.   

Students are also encouraged to set their own targets and objectives to bolster self-esteem and 
increase accountability.     

3.12 Concerns/further investigation requests/sharing of information  

• Any concerns about the wellbeing of a student with EAL should be referred to the relevant 
members of staff.     

• If the school has reasons to suspect that a student with EAL may also have special 
educational needs, the Parents and the School will refer to the sections in the SEND policy.    

3.13 Monitoring the policy 

This policy will be reviewed by the Head of LE Loft and Deputy Headteachers every year. It will 
also be updated when any new legislation, requirements or changes in procedure occur during 
the year.  

It will be approved by the full governing board.  
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4 High Learning Potential Student Policy 

4.1 Introduction 

London Park School Mayfair is a fully inclusive educational community; we aim to foster each 
student’s unique gifts and talents while meeting their needs and raising their aspirations. This 
will be achieved by creating a stimulating learning environment where high expectations and 
standards are the norm and where lessons are both rigorous and challenging for all students. 
We maintain that learning should be engaging, rewarding and an enjoyable experience, which 
enables students to go on to lead happy and fulfilled lives. We believe all students should be 
inspired to develop a passion for learning, become effective and reflective lifelong learners and 
realise their full potential. 

High Learning Potential at London Park School Mayfair 

London Park School Mayfair’s philosophy towards our High Learning Potential students is 
consistent with our aim to foster and develop the gifts and talents of all our students. This High 
Learning Potential policy is also entwined the whole school curriculum policy, and each 
curriculum area policy will identify how they enhance the education and identify our High 
Learning Potential learners within their own areas.  

Being identified as High Learning Potential at London Park School Mayfair should lead to a 
positive impact on four key areas of the students’ school life: 

• Their experience of teaching and learning within the classroom and independent 
learning outside of school. 

• Their engagement in trips, visits and enrichment activities, which promote high 
aspirations and extend learning experiences within the classroom 

• The pastoral support they receive through their time at school. 
• The vital relationship between the school, their parents and the students that supports 

their academic progress and wellbeing whilst at London Park School Mayfair. 

4.2  Identification 

London Park School Mayfair recognises High Learning Potential Student as those with an above 
average academic ability or a significant ability in a particular subject or creative discipline.  

Ofsted defined the High Learning Potential students as students who achieved L5 or above in 
Maths and English in their KS2 SATS (Ofsted, 2013). London Park School Mayfair takes these 
criteria into account but is not bound by them. 

At London Park School Mayfair High Learning Potential students may be identified by: 

a) Analysis of MIDYIS and Yellis scores offer a baseline by which early potential might 
be indicated (this might also be from information provided by entrance examination/ 
primary school/previous school). 

b) An advanced ability to absorb and process ideas and processes. 
c) Showing an innate ability to link biological principles and concepts with existing 

ideas and relate this to relevant ‘general knowledge’. 
d) The ability to ask creative and insightful questions. 
e) Consistent ability to excel in our (rigorous) cross-year testing of each topic. 
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f) The demonstration of particularly extensive interest in and knowledge of related 
subject matter. 

g) Performance in end of year examinations  
h) Presentation performances in curriculum lessons. 
i) Performance on regular homework and classwork. 
j) Through discussion in staff and departmental meetings 

At London Park School Mayfair we regularly monitor our students and will review students 
identified as High Learning Potential Learners on a termly basis with the Heads of Department.  

The schools holds a HLP register which identifies students who have a particular strength in 
learning or talent.   Alongside the register the school will also identify students who meet the 
criteria for a Dual and Multiple Exceptionality (DME) – This is students who have either a SEND 
or EAL need alongside HLP  

Whole school High Learning Potential Register  

Exceptionally HLP (EHLP) learners are of extremely high learning potential, within the top 2% of 
the population. Typically, this is 2-4 learners per year group, identified through 
CATS/MIDYAS/YELLIS or Educational Psychologist Assessment scores and previous schools - 
Traditionally score of 130 plus  

Highly HLP (HHLP) learners are identified using data from previous schools and 
CATS/MIDYAS/YELLIS or Educational Psychologist Assessment scores – Traditionally scores of 
120 to 129. 

HoD/TiCs will identify students who display High Potential in their subject areas after the first 
half term of the academic year. Head of Department will maintain a register of students with 
High Potential within their departments.  

4.3 How does being identified as High Learning Potential benefit students at London 
Park School Mayfair? 

Students identified as High Learning Potential at London Park School Mayfair will be set 
aspirational target grades. High Learning Potential students’ progress is closely monitored. 
Intervention programmes aimed at stretching the most academic students will be put in place, 
if the student makes insufficient progress. Teachers will set High Learning Potential students 
more challenging tasks, both within the classroom and through independent learning. 

London Park School Mayfair offers a programme of extended curriculum opportunities. These 
enrichment activities focus on raising students’ aspirations and critical thinking, targeting those 
High Learning Potential students, who may not otherwise have access to such opportunities.  

4.4 Working with parents of the High Learning Potential Students 

Parents have a vital role to play in supporting their child’s academic progress and sense of 
wellbeing at London Park School Mayfair. The High Learning Potential Coordinator will act as a 
key point of contact for parents of High Learning Potential  students.  

London Park School Mayfair is a member of Potential Plus UK and are able to offer families of 
students identified as HLP free associate membership.  
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4.5 How will the policy be implemented? 

The High Learning Potential policy will be implemented in practice through: 

• A challenging, diverse and enriching curriculum for all High Learning Potential students 
across subjects and key stages 

• Curriculum policy to show how each curriculum area identifies and enhances the 
learning of our High Learning Potential students. 

• Teaching and learning, where teaching is effectively matched to the needs of the High 
Learning Potential students 

• Celebration of outstanding academic achievement 
• Mentoring of underachieving High Learning Potential students by heads of year 
• Pastoral support for High Learning Potential students 
• CPD for London Park School Mayfair staff to ensure that London Park School Mayfair 

staff are committed and able to meet the learning and pastoral needs of the High 
Learning Potential students 

• Effective communication with parents / carers of High Learning Potential students 
• Enrichment activities to raise aspirations and build on learning within the classroom 

All the staff at London Park School Mayfair have a role in ensuring the High Learning Potential 
policy is consistently implemented. However, it is the specific role of the High Learning 
Potential Coordinator, Head of School and Governors to ensure that the schools High Learning 
Potential  policy accurately reflects the needs of the High Learning Potential  students and is 
effectively implemented in practice. 
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5. Access Arrangements and Word Processing Policy 

London Park School Mayfair’s Policy for Access Arrangements is written in line with the Joint 
Council for Qualifications (JCQ) Regulations document: ‘Access Arrangements and Reasonable 
Adjustments’ booklet, applicable from 1st September 2023 to 31st August 2024.  

These are the regulations with which the school must comply, and this policy will outline how 
we do this.    

5.1 Rationale for Access Arrangements  

• Access Arrangements are intended to facilitate students with the required knowledge, 
understanding and skills, who are unable to demonstrate these in an assessment due to a 
difficulty or disability, to access the exam without changing the demands of the assessment.  

• The Equality Act 2010 requires an awarding body to make reasonable adjustments where a 
candidate who is disabled (within the definition of the Equality Act 2010) would be at a 
substantial disadvantage in comparison to someone who is not disabled.  

• Access Arrangements are intended to increase access to assessments, but cannot be granted 
where they will directly affect performance in the skills that are the focus of the assessment.  

• Access Arrangements are not intended to give an unfair advantage, but rather are to remove a 
disadvantage.  

• Access Arrangements may vary between subjects because different subjects and methods of 
assessments may have different demands.  

• Access Arrangements should reflect a student’s normal way of working, unless such 
arrangements would compromise the integrity of the assessment.    

Access Arrangements encompass a wide range of provisions which may include: being allowed 
to sit examinations in a smaller room, supervised rest breaks, use of colour overlays, prompter, 
extra time, reader, scribe, use of a word processor, practical assistant, etc. An Access 
Arrangement may be unique to an individual and therefore not appear in a standard list.    

5.2 Identifying the need for Access Arrangements  

5.2.1 Stage 1: Early Screening  
Students who may qualify for formal Access Arrangements during KS4 are preferably identified 
early in KS3 (Y7). At this stage needs are screened and identified, rather than formally assessed. 
Adjustments to teaching within lessons are made according to need to enable a student to 
access their learning and make progress. All staff are involved in monitoring these adjustments.    

5.2.2 Stage 2: Formal Testing  
Formal assessments take place during Y10. Screening and ongoing monitoring determines the 
level of specific assessment required. These assessments are delivered in accordance with the 
JCQ guidelines. Permission to allow Access Arrangements expires after 26 months, after which 
the student may need to be re-tested, depending on which arrangement(s) they have.  Access 
Arrangements are always determined by the most recent testing.    

N.B. Private assessments by Educational Psychologists are increasingly popular amongst 
parents, which may discriminate against those unable to afford a private assessment cannot be 
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applied for on the basis of a privately commissioned assessment, unless the assessor has 
received information about the student’s current difficulties and support offered in school 
before the assessment is carried out. Medical letters will prompt an investigation, but not 
override the evidence seen in school.     

5.2.3 Stage 3: Formal Application for Access Arrangements  
The outcomes of the assessments (for students who have learning difficulties) are recorded 
and summarised on JCQ Form 8 Part 2 by the assessor. London Park School Mayfair specialist 
assessor is Mrs E Haworth, Head of LE Loft who holds the appropriate level of qualifications.  
The online submission is carried out by the Head of LE Loft.  Feedback is instant and permission 
for the Access Arrangement will be recorded and held by the school. The student and parents 
will be notified in writing.   

5.2.4 Stage 4: Ensuring Access Arrangements are the student’s ‘normal way of working’  
Where formal Access Arrangements are awarded, the HEAD OF LE LOFT (SENDCO) in 
collaboration with colleagues and students, will monitor and ensure that they continue to be 
normal working practice for the student. This means that appropriate Access Arrangements 
should be taken into consideration in everyday teaching and formally applied in any internal or 
external assessments.  

If a student chooses continually not to use the agreed access arrangements, either because 
their needs change, or they do not feel it aids their learning or achievement, then access 
arrangements can be removed.   

It is the responsibility of the SEND team to ensure that all required information is collated and 
accessible to the Exams Officer and wider staff body. The SENCo will ensure that all paperwork 
required by JCQ is in order and includes a data protection notice signed by the student.   

5.3 Staff Roles and Responsibilities Relating to Access Arrangements   

5.3.1 Examinations Officer:  
• To ensure that the agreed Access Arrangement provisions are in place for exams and 

are communicated to the invigilators. 
• To ensure the agreed Access Arrangement provision is updated in the school’s exam 

software.  
• To manage any on the day questions and queries regarding Access Arrangement 

provision.  
• Deal with any emergencies, such as accidents or medical conditions, on the day of the 

exam (in conjunction with the SEND department). 
• To ensure students are roomed suitably for their Access Arrangement and to ensure 

zero disruption for other students also sitting exams.   

5.3.2 Head of LE Loft (SENDCo) 
• To encourage a ‘whole centre’ approach to Access Arrangements and to lead on the 

process within his/her centre.  
• To ensure that they, together with the head of centre, members of the senior leadership 

team and the Access Arrangements Assessor(s) are familiar with the entire contents of 
the latest JCQ guidelines and regulations.    

• To determine, apply for and implement appropriate Access Arrangements with the 
support and help of teaching staff and members of the senior leadership team.   
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• Ideally, the SENCo will also be the in-house Access Arrangements Assessor and will 
assess candidates, process applications online and hold the evidence for inspection 
purposes for GCSE/GCE qualifications.  Mrs E Haworth, Head of LE Loft is a qualified 
specialist assessor and will carry out all access arrangements assessments.  

5.3.3 Access Arrangements Assessor, (when separate to Head of LE Loft (SENDCo))  
• To work with students at KS3 to do basic assessments, give strategies and build a 

picture of need and provision.  
• To administer standardised tests after gathering evidence from teachers, student 

interviews and classroom observations.  
• To assist the SENCo in the decision-making process about Access Arrangements.   

5.3.4 Teaching Staff:  
• To provide relevant information/evidence of the candidate’s persistent and significant 

difficulties.  
• To show how the candidate’s disability/difficulty has impacted on teaching and learning 

in the classroom. Provide evidence of this for the SENCo.  
• Detail the candidate’s normal way of working within the centre, the support given and 

how this relates to the proposed arrangement. For example, teaching staff must record 
any support regularly provided in the classroom.  

• To ensure that the correct Access Arrangements are in place for ‘in class’ tests.   

5.3.5 Student 
• To make full use of their approved access arrangements in internal and external 

examinations 
• To participate in training sessions on their approved access arrangements 

 

5.4 Support offered to students with Access Arrangements  

• Students with Access Arrangements in place take part in small group sessions to show 
them how to effectively use these arrangements.   

• Students who have access to a reader or scribe are shown how to use them 
appropriately in exam situations, and it is explained to them what they can and can’t do 
with the reader/scribe during the exam, and how much support the adult is allowed to 
give.  

• Students with extra time are given sessions with the LE Loft Team on how to use the 
additional time allowance effectively. They are then encouraged to apply the techniques 
and strategies given to them in internal exams and assessments.  

• All teachers are given access to the list of students with Access Arrangements, and they 
are asked to give the SENCo at least two weeks’ notice before they carry out any ‘in 
class’ assessments with students, so that support can be provided for students who 
require it during the tests/exams.   

• In the event that a student does not wish to make use of their Access Arrangement in 
any given exam, they will be required to sign a form to indicate that they were aware that 
the Access Arrangement was available to them, but it was their choice not to use it.    
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5.5 Deadlines for Access Arrangement Applications Year 

5.5.1 Year 11 
The school deadline to submit evidence and request Access Arrangements for a student in Year 
11 is October half term. This allows the SENCo/Access Arrangements Coordinator and the 
Examinations Officer time to plan the Year 11 mock examinations which are the last opportunity 
to trial any Access Arrangements. The Year 10 examinations should provide an opportunity to 
identify any difficulties a student may have.   

5.5.2 Sixth Form  
The deadline for sixth form Access Arrangements requests is July of Year 12, as long as a body 
of evidence has been collected by teachers in advance of this. Year 13 is too late to make 
requests for Access Arrangements as no history of need or provision is in place.   

 

5.6 Exceptional Circumstances  

5.6.1 Temporary Arrangements  
Temporary Access Arrangements may be required for a student suffering from unforeseen 
illness or injury. In these cases, the school must be informed at the earliest possible 
opportunity, and a letter from a GP, consultant or other professional detailing the problem and 
any arrangement deemed necessary should be obtained as soon as possible. The school will 
make every effort to accommodate these arrangements.  

5.6.2 Alternative Accommodation  
On very rare occasions, a candidate may need to sit an examination at a residential address or 
at a hospital due to a severe medical condition or psychological condition which prevents them 
from taking examinations within the centre. In this situation, the school will ensure that JCQ 
guidelines are followed with regard to conduct, procedures and staffing. We must be satisfied 
that the candidate is well enough to take the examination and there must be appropriate 
evidence of need held on file.   

5.6.3 Special Consideration  
Special Consideration is a post examination adjustment to a candidate's mark or grade to 
reflect temporary injury, illness or other indisposition at the time of the 
examination/assessment. The candidate will have been fully prepared for the exams, but due to 
some unforeseen circumstance could not demonstrate what they knew. 

5.7 Procedures for medical letters  

Letters from medical professionals, where the professional meets the requirements set down 
in the JCQ Access Arrangements and Reasonable Adjustments, will trigger an assessment for 
Exam Access Arrangements. An identified medical condition must be supported with evidence 
from the school on the students ‘normal’ way of working otherwise it is considered malpractice. 
Exam Access Arrangements cannot be awarded purely on the basis of a medical letter.   

 5.8 Private assessments/Educational Psychologist reports 

A growing number of parents are having their children assessed by private educational 
psychologists and submitting the reports to the SENCo as evidence that their child should be 
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awarded extra time, or other Access Arrangements. Private educational psychologist’s reports 
cost a significant amount of money, putting those unable to obtain a private report due to 
financial circumstances at a disadvantage. We can only accept private reports as part of wider 
school evidence.  

London Park School Mayfair will only consider the use of a Private assessment to apply to the 
JCQ access arrangements when it has been requested by the school’s Head of LE Loft.  In these 
cases External Assessors are required to contact the SENCo before carrying out the 
assessment. The SENCo will provide the Assessor with any existing information about previous 
support and current difficulties. A student’s ‘normal way of working’ in school is key, and 
Access Arrangements will not be awarded purely on the basis of a private report. In line with 
JCQ guidelines, where we choose to accept or reject a privately commissioned report from an 
external professional, the head of centre or a member of the senior leadership team will provide 
a brief, written rationale to support this decision which will then be available for inspection 
purposes.   

5.9 Word Processing and Laptop use in Examinations 

5.9.1 Provision of word processing in the classroom 

At London Park School Mayfair we recognise that for some students with additional educational 
needs, a laptop may be the most appropriate method of organising and presenting 
work. We aim to ensure that the most relevant arrangements are made and fair consideration 
and access is given to all students. Students who would benefit from the use of a laptop/word 
processor might have:  

• A learning difficulty which has a substantial and long-term adverse effect in their 
ability to write legibly,  

• A medical condition,  
• A physical disability,  
• A sensory impairment,  
• A Social, Emotional or Mental Health need whereby using a laptop would reduce the 

level of stress and anxiety and reduce barriers to learning,  
• Planning and organisational problems when writing by hand,  
• Poor handwriting leading to a level of illegibility.  

Before being allowed to use a laptop as a normal way of working, the student must undergo an 
assessment by one of the SENDCOs and meet one or more of the above criteria. A laptop/word 
processor cannot simply be granted to a student because they:   

• Would prefer to type rather than write in lessons,   
• Can work faster on a keyboard,   
• Because they use a laptop at home.   

5.9.2 Provision of Word Processing in examinations 

London Park School Mayfair aims to provide fair access to all students. We will process 
applications when there is clear evidence of a long term and substantial impairment or 
disability, as defined by the Equality Act 2010. in line with the JCQ (Joint Council for 
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Qualifications) recommendations. All applications will reflect a student’s ‘normal’ way of 
working within the classroom.   

• The use of a laptop will be considered when:  
• A need has been established  
• Its use is recommended by the Head of LE Loft (SENDCo)  
• Appropriate training has been undertaken.  

Where it is the established ‘normal’ way of working for a student to use a laptop in their lessons, 
we will provide the use of a laptop in all internal and external examinations. We will establish a 
‘normal’ way of working through monitoring by SENDCo and feedback from Subject Teachers. 
This ‘normal’ way must be the established way of working for a significant period of time.   

The SENDCo need to be satisfied that:  

• The student’s typing is efficient, accurate and of sufficient speed to be able to cope with 
the exam  

• The student has used a laptop as his or her routine way of working in the subject area   
• The student has had sufficient practice in the use of it under exam conditions (e.g. using 

the laptop in pre-public exams)  

 Where the above requirements are not met, the use of a laptop will not be recommended.  

In exams without a significant amount of writing or consisting of more simplistic answers – 
which may be easier to hand write - avoiding the need to switch between answer paper and 
laptop may be preferable for the student.  

5.9.3 Regulations for the use of a laptop in Examinations  

• The Exams Officer will decide the room where the laptop users will sit their exams.  
• London Park School Mayfair will provide a laptop on the day of the exam to ensure that 

only agreed software is accessible.  
• Only the relevant software applications will be available; spell-check, grammar check 

and the thesaurus will not be available.  The laptop will not be connected to the internet 
or any other means of communication.  

• The SENDCo/Exam Officer will give instructions to each student for whom the use of a 
laptop has been agreed.  

• London Park School Mayfair will provide a USB stick which is clear of previous data. The 
student’s work will need to be saved onto the USB stick and printed from it.  

• As an added precaution student will be instructed to also save work to the hard drive 
during the exam.  

• At the end of the examination the student will be escorted to the Exams Office by the 
Invigilator / Exams Officer to print off their work and to authenticate the relevant hard 
copy.  

• Once the work has been printed all devices will be cleared of any saved work  
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5.9.4 Limitations to the use of a laptop   

• The use of a laptop might not be agreed in cases where, for example, a particular 
exercise should not be done with computer assistance (maps, diagrams etc.)  

5.10 Malpractice 

London Park School Mayfair will be regularly inspected to ensure they have followed the JCQ 
regulations. There are serious and severe consequences to cases of malpractice including:  

• The disqualification for the students from one or more examinations   
• The disqualification of the whole cohort of students   
• The centre being closed down for up to 5 years.   

Examples of malpractice are:  

• Students being granted Exam Access Arrangements which are not their normal way of 
working  

• Exam Access Arrangements being suddenly granted before examinations  
• Exam Access Arrangements being granted when there is no history of need or 

provision.   
• Exam Access Arrangements being granted without sufficient evidence.   
• Students not using their Exam Access Arrangement in mock exam and then being 

allowed it in external examinations.  

5.11 Further Information  

Further information can be found on the Joint Council for Qualifications (JCQ) website: 
www.jcq.org.uk  

If you have questions about Access Arrangements, please contact the Head of LE Loft 
(SENDCo) Mrs E Haworth.  
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