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Special Educational Needs and Disabilities (SEND) Policy 

1. Policy Statement 

At Castle Tots, we believe that all children have the right to a broad, balanced, and ambitious 

curriculum. We welcome every child, whatever their individual needs, and strive to create an 

inclusive environment where every child is given the opportunity to thrive.​
 We recognise the unique strengths of each child and are committed to identifying and supporting 

any special educational needs and/or disabilities (SEND) at the earliest opportunity. We work 

closely with families, health visitors, and external agencies to ensure a holistic and child-centred 

approach. This policy outlines how we identify, support, and monitor children with SEND in line 

with the SEND Code of Practice (2024) and the Early Years Foundation Stage (EYFS) statutory 

framework. 

2. Aims of Our SEND Policy 

●​ To provide an inclusive setting that meets the needs of all children. 

●​ To identify and assess children's needs as early as possible. 

●​ To follow the graduated approach of Assess, Plan, Do, Review. 

●​ To ensure that children with SEND make progress, feel valued, and have their voices heard. 

●​ To work in partnership with parents, carers, and professionals. 

●​ To support smooth transitions between rooms and into school. 

3. Definition of Special Educational Needs 

We follow the definition of SEND as stated in the SEND Code of Practice (2024):​
 “A child has SEND if they have a learning difficulty or disability which calls for special educational 

provision to be made for them.”​
 Children have a learning difficulty or disability if they: 

●​ Have significantly greater difficulty in learning than the majority of others of the same age, 

or 

●​ Have a disability which prevents or hinders them from making use of facilities generally 

provided for others of the same age in mainstream schools or post 16 institutions. 

4. Admissions 

When a parent/carer first contacts Castle Tots, we seek to understand whether their child has any 

SEND. Where relevant, we liaise with professionals already involved in the child’s care to ensure a 

smooth and well-supported transition. This may include: 

●​ Home visits 

●​ Taster sessions 

●​ Gradual settling-in processes 

●​ Planning for additional support or resources 
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Transitions are personalised for each child, led by the room leader in collaboration with the SENCO 

and family. 

5. Identifying SEND in the Early Years 

We understand that early identification is key to ensuring children receive the support they need. 

SEND may be identified through: 

●​ Ongoing observations and assessments of a child’s development. 

●​ Reference to the EYFS framework with a prime focus on the Prime Areas of learning. 

●​ Developmental milestones and progress checks (e.g., 2-year check). 

●​ Parental concerns and insights. 

●​ Information from other professionals. 

●​ We record and regularly share children’s progress with parents/careers on a regular basis. 

Areas of need may include: 

●​ Communication and interaction 

●​ Cognition and learning 

●​ Social, emotional, and mental health 

●​ Sensory and/or physical needs 

We may provide: 

●​ Individual Support Plans (ISPs) 

●​ Adapted activities 

●​ Visual aids or sensory tools 

●​ Tailored communication strategies 

We maintain clear, confidential, and digitally/written stored records of SEND support plans and 

review outcomes. These are shared with parents regularly and contribute to a holistic 

understanding of each child’s progress and needs. 

6. The Role of the SENCO 

Our designated SENCO is Debbie Snelling and she can be contacted at: 

ctsendco@castlehill.rbksch.org. 

​
 The SENCO: 

●​ Supports early identification of SEND. 

●​ Guides staff to plan and implement strategies. 

●​ Supports the key person of SEND children to access training to support any child they are 

caring for. 

●​ Liaises with families and external agencies, through formal and informal meetings. 
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●​ Attends training specific to needs and conventions. 

●​ Keeps detailed and up-to-date records about children’s progress, next steps and any 

outside agency involvement. 

●​ Supports transition planning for children with SEND. 

●​ Reviews the SEND policy each year and is aware of new legislation. 

The SENCO also helps the key person access relevant training and ensures staff are confident in 

supporting children with additional needs. 

7. SEN Support and the Graduated Approach 

We use a graduated approach to support children with SEND: 

●​ Assess: Regular observations, assessments, and discussions with parents to identify needs. 

●​ Plan: Creating an individual plan with clear outcomes and strategies. 

●​ Do: Putting strategies and support into the child’s daily routine. 

●​ Review: Evaluating the effectiveness of support regularly with parents and staff. 

Regular reviews of interventions and support plans are conducted in partnership with parents, and 

progress is recorded and reflected upon. 

We value the voices of children and families. Where appropriate, children are supported to express 

their views and contribute to shaping their own support. 

8. Working with External Agencies 

If further support is required, we will seek parental consent to involve external professionals such 

as: 

●​ Educational Psychologists 

●​ Speech and Language Therapists 

●​ Early Years Support Workers 

●​ Specialist Health Visitors 

Where appropriate, we may support families in applying for an Education, Health and Care (EHC) 

Needs Assessment. Consent is always obtained before involving external professionals. 

9. Partnership with Parents and Carers 

We value parental involvement and encourage parents to: 

●​ Share concerns or observations. 

●​ Contribute to support plans and reviews. 

●​ Attend meetings with external professionals where appropriate. 

We ensure that communication is: 
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●​ Open and honest 

●​ Regular and accessible 

●​ Respectful and supportive 

Information about the Local Authority’s SEND Local Offer can be found at:​
 https://kr.afcinfo.org.uk/local_offer​
 We support families to understand and access this information. 

10. Planning and Provision 

We provide an inclusive environment by: 

●​ Adapting activities so that all children can experience success. 

●​ Embedding SEND support within our medium- and short-term planning. 

●​ Using the key person approach to closely monitor children’s progress. 

●​ Adapting materials, teaching styles, and the physical environment. 

●​ Creating risk assessments where necessary. 

All staff work together to deliver a child-centred approach and support every child in developing 

confidence, independence, and self-expression. 

11. Transitions 

We ensure that transitions are smooth and well-supported by: 

●​ Working with families and the receiving school or setting. 

●​ Sharing relevant SEND information with the next provider (with consent). 

●​ Holding transition meetings where needed. 

●​ Preparing children emotionally and practically for change. 

For children with an Education, Health and Care Plan (EHCP), we ensure a coordinated transition, 

including multi-agency meetings, where appropriate. We also support families with preparing their 

children for school by focusing on school readiness skills and sharing strategies with the receiving 

setting. 

12. Premises and Accessibility 

Castle Tots is a single-storey building, accessible to wheelchair users and those using walking aids. 

Our setting includes: 

●​ A disabled toilet 

●​ Nappy changing facilities 

●​ Easy access to outdoor play areas 

●​ Age-specific play zones for under 2s and 2–3-year-olds 

We make reasonable adjustments to ensure full inclusion for all children. 
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13. Staff Training and Development 

All staff receive regular training and support to: 

●​ Understand and identify SEND 

●​ Implement inclusive practices 

●​ Use communication tools (e.g., Makaton, visual aids) 

The SENCO keeps up-to-date with training and shares best practices with the team. 

14. Monitoring the Policy 

We ensure our SEND policy remains current and effective by: 

●​ Reviewing it annually or in response to legislation changes. 

●​ Circulating it to parents/carers of children with SEND annually. 

●​ Consulting parents and staff about its effectiveness. 

●​ Sharing the policy with parents of children with SEND. 

●​ Referring any unresolved concerns to the Pre-school Manager or Head teacher. 

This policy will be reviewed annually or in response to changes in legislation or practice. It is the 

responsibility of the SENCO and setting Manager to ensure it remains up-to-date and effective. 

15. Complaints Procedure 

If a parent or carer has a concern or complaint, they should speak to the SENCO initially, who will 

report back within a week. If the matter has not been resolved, the next point of contact will be 

the Castle Tots Manager, followed by the Head teacher of Castle Hill.​
 All complaints will be taken seriously and responded to promptly and sensitively. 

Debbie Snelling ctsendco@castlehill.rbksch.org 

Amanda Gladwell castletots@castlehill.rbksch.org 

Mrs D Johnson head@castlehill.rbksch.org 

16. Children in Care / Looked After Children 

Our co-ordinator for ‘Children in Care’ is Amanda Gladwell. She works closely with the Looked 

After Children (LAC) head, Mrs S McGrath, as well as liaising with the relevant authorities as 

required. (See separate policy for more information). 

17. Safeguarding, Inclusion and Equal Opportunities 

In our EYFS setting, we are committed to safeguarding all children, including those with SEND. We 

recognise that children with SEND may be more vulnerable to harm, neglect, or abuse and may 

face additional communication barriers when expressing concerns. Our staff receive appropriate 
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training to create a safe, inclusive environment where every child can thrive and feel secure. Our 

designated Safeguarding lead is Amanda Gladwell. 

18. Related Policies and Legislation 

Castle Tots Policies: 

●​ Safeguarding and Child Protection 

●​ Equality and Diversity 

●​ Behaviour and Inclusion 

●​ Admissions 

●​ Confidentiality 

●​ Looked After Children 

Policy and Legislation: 

●​ Children and Families Act 2014 

●​ Equality Act 2010 

●​ SEND Code of Practice: 0 to 25 Years (Most recent revision: 2024) 

●​ The Early Years Foundation Stage (EYFS) Statutory Framework 

●​ United Nations Convention on the Rights of Persons with Disabilities (UNCRPD) 

●​ Working Together to Safeguard Children (2018) 
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