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The SENplan Meeting in a Secondary 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 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 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 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 secondary school there should be the opportunity to discuss pupils in a given year group at a SENplan meeting four times a term. 

It is good practice to group discussion of pupils in a given year group to enable the HOY to attend, and other staff attached to that year group.

How long?
The SENplan meeting should be time limited. It is anticipated that each year group will have a minimum of ½ hour discussion time. 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.

The HOY should attend, together with the Learning Mentor of equivalent. Other appropriate personnel may include the School Counsellor, Learning Support Centre Manager, Connexions Personal Adviser, ESW etc.

The Educational Psychologist who regularly visits the school will attend, as will the Pupil and Family Worker (Behaviour Team).

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

Meetings 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 appropriate school staff 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 and Pupil and Family Worker should occur before the term’s 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. 

Appendix 1

Sample Agenda

             Norwood High School

 SENplan Meeting

         1st June

 3.30pm Learning Support Base

AGENDA

1. Matters arising from SENplan meeting of 14th May 2002 meeting.

2. Pupils for discussion:

a)
Tracey Jones (18/05/88)

b) Richard Boswell

c) Wasim Ali

d) Barry West

3. Confirmation of date of next SENplan meeting.

4. Any other urgent business.

Appendix 2




Sample Minutes




Norwood High School




SENplan Minutes




Meeting 1st June 2002 

Present:
Louise Jones, SENCO



Tony Pratt, Learning Mentor



Maggie Walsh, H.O.Y. 7



Terry Williams, E.S.W



Manjit Singh, School Counsellor



Barbara Burton, E.P



Pat Smith, Learning Support Centre Manager



Julie Watson, Pupil and Family Worker

Apologies:
None

1. Action Points from last Sen Plan

a. Tracey Jones (18/05/90)

Behaviour, emotional and social development.

Action point:  SENCO to complete referral form for involvement of secondary Behaviour Team.

b. Richard Boswell (12/01/90)

Cognition and Learning

Action point:  E.P to assess and meet with parents

SENCO to send referral form to E.P. and set up parent interview.

c. Wasim Ali (13/12/89)

Sensory need

SENCO to send referral form to SENSS team to request a visit for advice on managing Wasim’s hearing impairment.

d. Barry West (27/06/90)

Communication and interaction.

Learning Mentor to set up weekly meetings with Barry, SENCO to facilitate Social Skills Group.

2. Date of next meeting is confirmed as 23rd June 2002, 3.30 pm in the Learning Support Base. Years 10 and 11 to be discussed.

