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Description automatically generated]Special Educational Needs (SEN) Policy and Procedure
Our SEND officer (SENCO) is – Rachel Dunn
Christina Smith and Shannon Mills are trained and available should Rachel be unavailable.
Our websites have more information on SEND; www.thewillowtree-nursery.co.uk and www.tinastots.co.uk 
All children are treated with respect and are a valued member of the setting family. The Willow Tree understands all children are unique. We understand all children have different likes and dislikes, needs and interests. All children will be treated with respect and provided with equal opportunity within an inclusive environment. We will care for all children, develop self-confidence, resilience and personal growth. We will provide a variety of opportunities in a variety of ways to engage all children. With carefully considered all staff will work to assist children to reach their full potential through a positive environment. We provide a welcoming environment where all children are supported, and parents are free to have open communication with caring staff. 
The Willow Tree has a duty of care to ensure all children are happy, safe and enjoying their time within the setting. All children have the right to reach their true potential therefore we work in line with the SEND code of practice and EYFS. Universal practices and experiences on offer are planned by staff who know their children. Key people plan to promote and facilitate the child’s likes and interests and deliver in a way which aims to meet each child’s individual development needs. Universal practices include visual aids to support all children, these include cue cards, visual timetables and now and next boards. Circle time and pair work is used to demonstrate caring and sharing, understanding oneself and those around us. Intensive interactions are used on a 1:1 basis and in small groups where a relationship is developed. Adults will use a variety of techniques, including but not limited to the use of the 5-finger rule to provide language and comfort; a repeating technique using the same noises and actions of non-verbal children to comfort and communicate; objects of reference and reduced ratios. 
The nursery is committed to working alongside parents and outside agencies with transparency. We include the child and their opinions wherever possible. We make the necessary adjustments to planning, resources, approaches, and the environment so that every child can participate, access learning, achieve and feel successful. 
Our aims:
· Notice and recognise each child’s individual needs in a positive, inclusive environment with knowledgeable people who care.
· Offer early intervention through quality first teaching in the universal offer. 
· Identify additional needs that are above and beyond the needs of their peers and use targeted support to provide support when needed.
· Provide an inclusive environment where all children can flourish and meet their true potential.
· Reduce barriers to learning and prevent further barriers to progression.
· To listen to the child’s voice and act in a way to respect all and provide equal opportunity.
We ensure: 
· Staff are training, coached and monitored by leadership and the SENCO. Additional training is provided where needed and the SENCO will have appropriate regular training to ensure knowledge, skills and understanding meets the needs of the children. 
· Identify specific needs or boundaries to learning through observations and the graduated approach.
· Meet individual need with sensitivity and care.
· Work in partnership with parents and outside agencies at the right time for the child.
· Ensure all children are treated fairly, equally and with respect.
· Promote positive images and be role models during play and everyday nursery life.
· Provide support for parents and families and work together to achieve the desired outcomes.
The process:
· Practitioners and key people observe all children in different learning, social and play moments, placing comments and images on Tapestry as a record and way of communication with parents.
· Observations are used by practitioners to assess, plan, do and review alongside the trackers to track learning and identify next steps. Should the practitioner have concerns that the child is not working to age related expectations they should raise their concerns with the manager and the SENCO. 
· The SENCO will carry out observations, making an initial internal assessment as to whether the child shows needs or boundaries to learning above and beyond those of peers of their age. Dependent on needs observed and known parental views, opinions and attitudes the SENCO may communicate observations and thinking at this stage.
· If the SENCO deems the child has needs above and beyond those of their peers, their name and their needs will be added to the internal SEND register. (They may be removed after further observations or remain). The register is a living document which is regularly changed and updated. The register is an internal document with access by only those in the need to know. It is expected that those children on the internal SEND register will be made known to the local area SENCO for initial advice which includes a discussion about the child without any involvement of the child. Should the area SENCO deem the child meets their criteria, parents will be consulted and the formal local area procedure followed.
· Setting SENCO to gain parent consent to seek area SENCO involvement.
· Area SENCO to observe the child.
· My support plan drafted with parent involvement.
· Targeted support put in place/reviewed and updated.
· Specialist support requested (S&L, OT, Paediatrician etc).
· Regular reviews with area SENCO and parents.
· EHCP referral.
· Where required, an individual support plan (ISP), individual behaviour plan (IBP), my support plan, and/or a risk assessment (RA) will be put in place with the best interests of the child being at the centre of the plan and with the involvement of the key person and the parents. 
· Within the above plan, targets may be set for the child, aiming for specific development or general areas to promote the child reaching their full potential. 
· The SENCO, key worker and parents should review these plans and targets regularly, becoming a useful tracking tool, point of reference for communication and evidence for any future involvement of agencies or the development of an EHCP.
· Other referrals may be made/suggested to support the child and the family, also with consent. The local offer is readily available to all families.
· The settings SENCO will hold regular meetings with the parents, usually with the area SENCO to again an insight as to how the child and family are getting on at home, how we can support and also to inform parents how the child is getting on within the setting and if any changes are needed to the plans in place.
· Where deemed necessary the settings SENCO will compile the evidence and submit the application for an EHCP. The timings for EHCP boards are not in the settings control and the settings SENCO will work as quickly as is reasonably possible.
· Parents are encouraged to apply for DLA (Disability Living Allowance) and allow the setting to apply for DAF (Disability Allowance Funding) when additional needs are identified which meet the criteria set out by such financial support. Any other funding which could go to assist the child whilst at the setting will be applied for. We advise parents to speak to their health visitor, GP and paediatrician who may be able to further assist the child and family.

(Each child/case is different so these steps may vary). 

Some Key Abbreviations
There are many forms of SEND which may be identified in an early years setting. Each having a variety of traits and characteristics unique to the child. Some of these are:
SEND – Special educational needs and disabilities: Communication and interacting difficulties, Cognition and learning difficulties, Social, Emotional and Mental Health difficulties, Sensory and/or Physical needs.
SLCN – Speech, Language and Communication Needs
ADHD – Attention deficit hyperactive disorder
ADD - Attention deficit hyperactive disorder
ASD – Autism spectrum disorder
MLD – Moderate Learning Difficulties
SLD – Severe Learning Difficulties
PMLD – Profound and Multiple Learning Difficulties
SpLD – Specific Learning Difficulties
EHCP – Education Heath Care Plan
EAL – English as an additional language
Local Offer – Provides clear, comprehensive, accessible up to date info about provision for education, health, and social care for children with SEN or who are disabled. 

Inclusive Practice
As per the legal legislation set out in the EYFS 2025 and the SEND Code of Practice 2024, our setting aims to provide the right care, at the right time and by the right people in an inclusive respectful environment. All practitioners are expected to have a basic understanding of how they can use universal practices to promote inclusive practice. Practitioners are responsible for ensuring all children feel safe, happy and secure within the setting and respected as an individual with rights and agency. With the right support at the right time children can grow and develop into their true self, confidently, and with pride. Children will be provided with opportunities to feel successful and feel part of the nurser family. Supportive plans will be issued to ensure staff are aware of what the child needs and how to provide suitable care for them in order for them to be a positive member of the setting. 

In order to plan and deliver for the needs of the children, practitioners and key people must first understand the following factors in order to differentiate for inclusive practice:
· The child’s routine needs – Parents must complete the All about me form on Tapestry to provide up to date information about the care required and their normal at home.
· The child’s play preferences – Parents should start this understanding via Tapestry Al about me, through joint play practitioners will deepen their understanding.
· [bookmark: _Hlk208953501]The child’s cultural needs – Parents must provide background information to establish any cultural needs. Professional curiosity from practitioners will deepen this understanding within the setting.
· The child’s religious needs - Parents must provide background information to establish any religious needs. Professional curiosity from practitioners will deepen this understanding within the setting.
· The resources available – The SENCO is responsible for ensuring resources and equipment specific to SEND needs and development are available and purchased through government SEND funding/EYPP.
· The adults available/needed to support – The SENCO is responsible for identifying adult need and making the setting manage aware of the need for reduced ratios etc.
· The environment – The room leaders are responsible for the environment of which the child spends most their time. The SENCO should guide and assist each room leader to ensure it is suitable for the needs of the children and promotes inclusive practices.
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	Basic strategies and interventions which should be used to engage, assess, plan do and review individual need.

	What
	When and why
	How

	Intensive Interactions
	1, 2, 3, 4, 5 minutes everyday dependant on child cooperation. These short interactions could be linked to the other activities on offer or separately planned for the individual based on specific interests.

Children with SLCN, Autism, ADD, ADHD and other SEND needs will require these with their key person and practitioners each day.
	· All practitioners should show equal opportunity, respect and inclusive practice to all children, planning short purposeful activities which the child responds well too and demonstrates behaviours, attitudes, skills and understanding desired.
· Practitioners should be conscious of their facial expressions and body language at all times. A smile can comfort, eye contact can be scarry, stood up can be intimidating. All practitioners should bring their body lower to the ground, remaining in an appropriate personal space as per the child’s need. Low, calm voices must always be used to project a safe and secure environment where children are able to be themselves.
· Practitioners should ‘listen’ to their children (children may be non-verbal but they are still communicating and expressing feelings through their actions). Practitioners should aim to hear the child’s voice regardless of whether they are verbal. Outwardly verbalising feelings seen in children can assist in understanding and labelling emotions. 
· Practitioners must play with and alongside children, demonstrating and modelling behaviours and outcomes to ensure child feel safe and develop to the best of their ability.

	Visual timetable
	At the beginning of each session the room leader should introduce the VT and regularly throughout the session the key person should make adequate reference as they move through the day – connected to now and next board below. To be done every day with all children regardless of SEND need. 

Those new to the setting, with separation anxiety, Autistic and with social emotional and mental health needs would benefit from VT’s. 

Interactive IT programmes may assist in the individuals’ interactions with the VT and prevent frustrations as things come to an end.
	· Through quality first teaching and a universal offer all children within he setting should become familiar with the visual timetable (VT). Allowing children to make choices, take turns, understand others needs etc when creating the VT for the day together/in small groups. Ensuring all children use the VT and the visual clue cards promotes equality and prevents children from feeling different from their peers, it also allows children to have a sense of security, knowing what they day will bring and bringing a solid routine which promotes coping mechanisms. 
· The child and their key worker will visually look at the visual timetable multiple times a day and where needed use objects of reference to make sense of the pictures. This regular use along with using the now and next board should assist with smooth transitions free from or with reduced distress to the child.
· The child should have choices to make in order to create the visual timetable for the day.
· The key worker should keep bringing the VT to the child’s attention, setting visual timers as a countdown if needed. 
· Visual aid cards must match the visuals cards from the VT and should be worn by all on a lanyard.
· These same visual aids should be located at the point/place, i.e a picture of the nappy/toilet within the bathroom area. Key people should ensure their key children have the cards displayed which they are working on. Room leaders must oversee this and ensure it is working well. The SENCO must oversee the key person and room leader to ensure the visual cards are in place and create a programme/record of the cards each child is working on.
· The VT must be displayed at a height that the child can see and interact with. 
· The VT format must look the same in each room and be used consistently between rooms.
· The VT can be shared with parents to allow for smoother transitions between the setting and home.
· Practitioners may find using an image of the child to move along the VT helpful. 

	Now and Next board
	Each time an activity comes to an end, multiple times a day, every day the key person should use the now and next board as part of their visual support to transitions. IT programmes may assist children who struggle with transitions, confirming the concept of finishing something, having set times and now and next in general.

Those with Autism may benefit more from this.
	· The board should be simple with only an image for now and an image for next, these images must be the same as those mentioned above, on VT and around the room. 
· It should be referred to each time an activity is about to finish, and the next one is about to happen.
· When the activity is finished the child with appropriate assistance from key worker should place the image card in the finished envelope and the next two cards set up. Through the changing and selecting process, the key person should use this as an opportunity to build a relationship with the child and assess the child’s abilities in communication, language and understanding. Where the child will not/cannot move the card, the key person should do the physical action whilst providing commentary as to what they are doing. 
· The now and next board must be displayed at a height that the child can see and interact with. 
· The now and next board format must look the same in each room and be used consistently.

	Social Story
	All practitioners should aim to provide/deliver social stories into everyday practices. Used in a variety of ways throughout the week and repeated for clarity.

Key people should plan specific social stories to assist children with social, emotional and mental health needs, autism and SLCN.
	· The practitioner should use circle time, story time, 1:1 time or intensive interaction times to hold social stories. Using visual aids, a story is told which is personalised and assists children in understanding social situations.
· Practitioners must use every opportunity to demonstrate behaviours and teach children how to be respectful to all, how to hold a conversation or communicate nonverbally. Games, role play, circle time should be held every day to assist this teaching.
· Class rules should be displayed so everyone can see a visual display of the expectations which at a basic level must include kind hands, careful feet, sharing and caring.
· Children requiring emotional support may find some of the tools and resources from the Elsa programme useful.

	Role Play
	All practitioners should engage in and encourage children to participate in role play acts every day. Key people should offer commentary throughout, tackling concept which will support the child’s understanding and development. The key worker should build up the occasions as the child tolerates and participates. All children benefit from role play opportunities.
	· Practitioners should use the 5-finger rule to inject language into play. Simple one word vocabulary to start, building up to phrases and simple sentences to match the child’s understanding and capabilities.
· Practitioners should begin to model role play in its basic form. Using a cup to demonstrate pouring a cup of tea and drinking it. Build on these skills with or without the expectations of verbal interactions depending on the child. 
· Allowing others to watch the play from a safe space or participate directly or indirectly, develops S&L, communication and friendships which without can lead to frustrations, isolation and other unwanted actions, feelings and behaviours.

	1:1 time
	1:1 time will be needed throughout the day in different ways and times for each child. Key people should plan for this after understanding the child’s needs, providing all children with time to talk, time to think and time to be heard.


	· The key person must become familiar with he child’s needs, routines etc and plan to meet their needs through a variety of opportunities, activities and time shared with the child. The key person must communicate these needs with other staff in the room and ensure ratios are adequate to allow such 1:1 time.
· During 1:1 time, ready steady go activities could take place, joint interaction activities around the child’s interests, mirroring the child to gain and promote a relationship, understanding, eye contact and personal response.
· Practitioners should use 1:1 time/small group time to discuss and view images of themselves and their family, helping them to regulate and reduce separation anxiety.

	Technology assisted teaching
	All practitioners have access to iPads, the internet and other IT programmes and devices. 
Children with EAL, visual impairments and physical needs as well as those with Autism and ADD may benefit from technology assisted teaching.
	· Technology should be used in a variety of ways to calm, interest, regulate, inspire, focus, communicate, set times etc.
· Practitioners should trial the use of technology to assist children in areas they need extra support. 
· Practitioners should establish good working methods of teaching and learning including IT where needed.
· Practitioners may need to use IT equipment for physical needs, diabetes, mobility etc. Additional training may be required.

	Zones of regulation
	Key people should have a good understanding of the child and how they respond to the environment. Each day having available resources to assist with self-regulation. Those with autism or sensory processing disorder may benefit most from having these resources/environments available.
	· Practitioners should have an understanding of the child, their needs, likes, dislikes, triggers etc. Through trial and error and observation the practitioner should set up and provide alternative zones for regulation, stating when and how they will be used on an ISP. This may include the use of the dark tent, spinning chair, trampoline, sensory room, outdoor play etc. Unless the child is provided with a 1:1 member of staff the zone of regulation should not mean the staff has to leave without sufficient staff ratio for other children. Staff should be proactive and pre-empt situations as well as being reactive to need in the moment.
· Calm boxes should be set up with the child and kept for times when they need it. Key person should involve the parents in creating this box and review the items regularly to access their success in calming. Children may need to be taught how to use the items for the purpose of calming.

	Sensory play
	All practitioners should provide an array of experiences which explore the senses every day and as needed. 

Those with sensory processing disorder and Autism may benefit most from sensory play activities.
	· Practitioners need to gain an understanding whether the child is sensory seeking or sensory avoiding. Once this knowledge is gained the practitioner must plan for additional opportunities for sensory play, use chewy toys, use the peanut ball, spinning chair, trampoline, sensory tuff trays etc. Those children with sensory avoidance must have the opportunity to retreat from the busy environment as described above.
· Practitioners must use the graduated approach to establish what is required for the unique needs of the child.
· Those with impairments will rely on their other senses and this should be incorporated into their EHCP.
· Resources and equipment should be available to engage and stimulate the 8 senses: 
1. Vestibular – Balance, movement, special orientation, gravity, swinging, weightlessness. (Trampoline, spinning chair, swing, stretch bands)
2. Proprioception – Sense of position and movement, balance and coordination, large movements, jumping. (Slide, spinning chair, yoga, dance)
3. Interoception – Sense of internal senses.
4. Hearing – Auditory stimuli (sound maker)
5. Gustatory – Using the sense of taste to explore (food related tuff trays)
6. Tactile – Touch through hands, feet, body. (Body painting, sensory walk)
7. Vision – Light, dark, images (Torch, disco ball, fairy lights, light tube)
8. Olfactory – Using the sense of smell to explore. (Herbs and spices in the tuff tray, sensory bottles/boxes)

	Schemas
	All practitioners should understand and use a variety of schemas/activities related to these schemas every day as part of the universal practices to engage and gain joint attention with the children. 

Those with Autism may demonstrate many of these without any adult lead instruction and often choose to do these alone and repetitively.
	· Practitioners should provide a variety of opportunities to achieve joint interaction, recognition of others and engagement. Activities could be based around schemas of which children particularly enjoy:
· Transporting: Carrying or moving cars from one place to another, stacking.
· Enveloping: Wrapping objects or themselves in blankets.
· Enclosure/containing fill up and empty containers with water.
· Trajectory: Line objects up, watch and play with water from the tap, drop/throw.
· Rotation: Spinning objects or themselves.
· Connection: Joining objects, stacking.
· Positioning: Repetitive habits including space and their body.
· Transforming: Adding and mixing.



Reviewed by: Christina Smith 		Date: 06.09.25

image1.png
waLow TREE

(II)MING SOON




