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Step 1 

Week 1 

Lack of progress identified related to academic attainment or emotional and social wellbeing.  

(Concern can be identified from a range of sources including review of whole school progress data, observations by key staff,  

parents, or screening and assessments of in-year pupil admissions 

1a.) Class teacher complete Initial Concern Form 

1b.) Class Teacher to upload form onto CPOMS  

 

Step 1 

Week 2 - 7  

Monitoring period 

Class teacher & SENDCo fill in tracking sheet for 6 weeks on pupil, immediate reasonable adjustments made for pupil. 

  

 Step 2 

Week 8  

Monitoring period review 

Review of arrangements within quality first teaching to meet needs.  

Assess the impact of any targeted intervention that is already available for all pupils. 

Check teachers are already using their own assessment data to identify strengths and barriers for the pupil.  

As well as, identifying gaps in learning and are using this information to inform differentiated planning.  

2a.) Class teacher & SENDCo meet and decide if need has been addressed, if not continue onto Step 2b.  

                                       

  

  

 

2b.) Meeting held with SENDCo, Class Teacher & Parents 

Information gathering plus views with family and pupil 

(depending on circumstances this could be a combined meeting – logged on CPOMS) 

  

  

  

  

  

                                       

  

  

 

  Resource 5: 

Consideration of other 

individual circumstances 

affecting progress. 

 

  

  

                                       

  

  

 

Resource 4: Audit tool 

to support observations 

and discussion with 

teachers led by 

SENCOs, subject leader 

or specialist teachers to 

inform any adaptations 

in access arrangements 

and differentiated 

planning as required. 

  

 

  

  

  

  

                                       

  

  

 

  2c.) Resource 2:  Prompts 

and ideas to support 

meetings, dialogue with pupils 

to gain their views on what is 

going well and where they 

require help.  This should 

ideally be led the class 

teacher supported by SENCO 

or other relevant adult as 

required.  

  

 

  

  

  

                                       

  

  

 

Resource 3:  Prompts and 

ideas to support meetings 

and dialogue with parents 

and carers to and gain 

views on what is going 

well, areas of difficulty and 

the nature of support to 

enable progress.  Ideally 

be led the class teacher 

supported by the SENCO. 

  

  

 

  

  

  

  

                                       

  

  

 

Concern Register 

 

  

  

                                       

  

  

 

Actions and support 

agreed 

 

  

  

                                       

  

  

 

WAVE 1 –  

RSHE / Pastoral lead 

WAVE 2 –  

Intervention 

WAVE 3 –  

Specialist Support 

 

  

  

                                       

  

  

 

  Monitoring period 

Follow up review 

 

  

  

                                       

  

  

 

Feedback from pupil and families indicates 

that needs could be addressed through 

refinements to quality first teaching and or 

targeted interventions 

 

 

 

 

 

 

 

 

 

 

Feedback from pupil and families indicates 

that pupil is likely to have SEN and will require 

further assessments. 

  

 

 

 

 

 

 

 

 

 

 

4.) Target Intervention 

Time limited, targeted interventions focussing on key areas of concern for 6 weeks. 

  

 

 

 

 

 

 

 

 

 

 

 5.)  Second Meeting held with SENDCO, Class Teacher & Parents 

Despite adjustments to quality first teaching and/or intervention there is limited or no 

progress, concerns still remain. Pupil likely to have SEN and will need further assessments. 

  

 

 

 

 

 

 

 

 

 

Step 3 

Week 8  

Step 4 

Week 9 - 15  

Step 5 

Week 16  

5c.) Reasonable 

adjustments and 

support given has 

addressed barrier 

to learning.  

No need to be on 

SEND register. 

  

interventions 

focussing on key 

areas of concern 

for 6 weeks. 

  

 

5b.) Initial 

intervention is 

proving to be 

effective and 

will continue 

for further 6 

weeks. 

  

 

 

 

 

5a.) Pupil is formally added to the SEND register.  

Parents sign letter to confirm this process. 

Review 3 times a year. 

If needs met / no longer a requirement for 

reasonable adjustments. Meeting held, letter to 

parents to remove from SEND register. Logged on 

CPOMS. 

 

 

 

 

 

Graduated Approach 

  

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 6 

Week 17  

ASSESS 

Further individual assessments supported by SENCO and other key staff determine 

underlying needs and difficulties posing barriers to learning.  May include referral to external 

agencies such as SALT or EP.  Class teacher and SENDCO to meet and action – recorded 

on CPOMS. 

 

 

 

PLAN / DO 

Follow up meeting / further contact with family (and pupil as appropriate) to confirm that pupil 

requires additional SEND, identify outcomes to be achieved over a year. 

 

Implementation period—12 weeks 

 

Support plan with short term targets / details of additional provision shared with parents and 

pupils.  Implementation of support plan monitored by class teacher with support from SENCO. 

  

 

 

 

 

Graduated Approach 

  

 

 

 

 

 

 

 

 

 

 

REVIEW 

SENDCO, class teacher and other professionals meet to discuss review 

SENDCO and class teacher to support plan reviewed with pupil and parents. 

  

 

 

 

Outcome 1 

Pupil continues on the 

SEND register with new 

targets 

 

 

 

 

 

Outcome 2 

Adjustments made, no 

longer barriers to learn.  

Removed from register. 

 

 

 

 

 

Outcome 3 

Significant barriers 

remain.  EHCP process 

initiated by SENDCo. 

 

 

 

 

 

SENDCO to discuss EHCP process with parents to gather views and gain 

agreement.  Child’s views gained through pupil voice and ensure that they 

are involved in the process. 

  

 

 

 

SENDCO to meet with class teacher and initiate additional outside agency 

to support evidence gathering process eg.  EP / SALT / STT observations 

and or reports. 

  

 

 

 

SENDCO to meet parents and share EHCP assessment request along 

with supporting evidence.  Parents to sign consent and be provided with 

all materials submitted.  Assessment submitted to LA by SENDCO. 

  

 

 

 

Statutory timescales followed by LA for EHC needs assessment and plan 

development (CofP pg. 154).  20 week process. 

  

 

 

 

Meet to review short time targets three times per year. 

Annual review held by SENDCo – child, parent, professionals and class 

teacher to attend.   

  

 

 

 

Outcome 1 

EHCP 

ceased 

 

 

 

 

 

Outcome 2 

EHCP updated / 

maintained 

 

 

 

Outcome 3 

Decision to request specialist 

provision due to inability to 

meet need 
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Step 7 

Week 29  


