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The SENplan Meeting in a Primary School

The purpose of the school’s SENplan meeting is to exchange professional advice and information in a multi-disciplinary meeting. The meeting will decide on the action to be taken for individual pupils with special educational needs at Early Years Action Plus, School Action Plus and for pupils with Statements of special educational needs eg. observation, assessment or further meetings with outside agencies.

Detailed case discussions on individual pupils with SEN will take place at case conferences.

The SENplan meeting does not constitute external advice at Early Years Action Plus or School Action Plus.

Which Pupils?

The SENplan meeting will usually discuss about six pupils and these will be identified and prioritised by the school’s Special Educational Needs Co-ordinator (SENCO).

Pupils who have been identified at Early Years Action/Early Years Action Plus, pupils at School Action/School Action Plus and pupils with Statements of special educational needs may be discussed. Pupils will have at least one of the identified needs described in the Code of Practice:

1. Cognition and learning

2. Communication and interaction

3. Behavioural, emotional and social development

4. Sensory and/or physical

5. Medical with clearly associated SEN

How Frequent?

In a primary school there should be SENplan meeting every half term. In very small primary schools one meeting per term should be sufficient.

How long?
The SENplan meeting should be time limited (approximately one hour). LEA professionals who visit the school regularly, for example, Educational Psychologists (EPs), will take in to account the time required for SENplans when planning the allocation of time to an individual school. 

Who should attend?

The SENplan meeting is chaired by the SENCO.

In primary schools it is good practice for the headteacher to attend whenever possible.

Class teachers may attend for individual pupils as appropriate.

The Educational Psychologist who regularly visits the school will attend.

Other professionals should be invited as appropriate, eg. Education Social Worker (ESW), teachers from the Special Educational Needs Support Service, (SENSS), support staff, health professionals.

Meeting with parents/carers will take place outside SENplan meetings eg at Individual Education Plan (IEP) reviews and Annual Reviews.

When?

SENplan meetings should be timetabled by the school to ensure that teachers have the opportunity to attend where appropriate. In some circumstances it may be appropriate for a class teacher to attend for a specific item. Negotiation with the school’s link EP should occur before the timetable for the SENplan meetings is agreed. It is helpful for meetings to be arranged a term in advance.

Documentation
· Agenda

The agenda should be drawn up by the SENCO and sent to those attending a week prior to the meeting (this will enable those concerned to prepare for the meeting).

Appropriate information should be made available at the meeting and will include teacher assessment levels, recent IEPs and other recent reports. The SENCO should consider sending out relevant documentation prior to the meeting.

· Minutes

It is the responsibility of the school to keep records of the meeting and to circulate the minutes afterwards. Action points should be clearly indicated with the name of the person with the prime responsibility (see model agenda and minutes attached).

Schools may need to allocate administrative time to ensure that the SENCO is supported in producing the agenda and minutes for the SENplan meetings. 

Schools with a resourced base.
Pupils attending schools with enhanced provision will need to be discussed on a regular basis. There are two approaches:

a) Part of the school’s SENplan meeting is dedicated to discussing these pupils’ needs or

b) The SENCO calls a separate SENplan meeting and the teacher in charge of the resourced provision is invited. It is also helpful for the headteacher to be present.

Pupils with Statements
Discussion at a SENplan about pupils with Statements does not replace the Annual Review process.

Appendix 1

Sample Agenda

             Hanwell Primary School

 SENplan Meeting

 7th May 2003

 3.30pm Library

AGENDA

1. Matters arising from SENplan meeting of  27th March 2003

2. Pupils for discussion:

a) Jay Ericcson (17.03.95)
Jay is at School Action. Recent IEP, copy of teacher assessment levels and previous review attached. Mrs Singh, class teacher, will be attending SENplan from 3.45 pm to 3.55 pm.

b) Tina Jones (3.1.94)
Tina is at School Action Plus. Please bring EP’s report previously circulated.

c) Mohammed Yarouf (22.06.98)
Mohammed recently arrived from Stratford Primary, LB Newham. Early Years Action and records from Stratford attached. The nursery teacher will be attending from 4.05 pm to 4.15 pm.

d) Roger Abrahams (7.7.94)
Roger has a Statement of Special Educational Needs (information from the Statement is available).

3. Confirmation of date of next SENplan meeting.

4. Any other urgent business.

Appendix 2

Sample Minutes

Hanwell Primary School

SENplan minutes, 7th May 2003

Present: Louise Jones (SENCO), Tony Pratt (EP), Manjit Singh (ESW), Barbara Burton (Class Teacher).

Apologies:
1.  Minutes of SEN Plan of 3rd April

2.
a.
Jay Ericsson (17.03.95)



Action Point: SENCO to refer to Primary Beahviour Team

b. Tina Jones (3.1.94)

Action Point: SENCO to refer to SENSS for advice on hearing impairment.

c. Mohammed Yarouf (22.6.98)

Action Point: EP to observe, meet with parents and feed back to SENCO and nursery teacher. EP and SENCO to meet with parents at 11.30am on 20th May. SENCO to arrange appointment. 

d. Roger Abrahams (7.7.94)

Action Point: SENCO to call an early Annual Review as needs have changed and Roger is at risk of exclusion. EP to attend Annual Review.

3.
Next SEN Plan is confirmed as 27th September at 3.30pm in the library.

