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Access to School Communication & Access to the Curriculum

Please indicate level of performance in line with HMIE, How good is our school 2:

Level  4 
very good

- major strengths


3
good


- strengths outweigh weaknesses


2
fair


- some important weaknesses


1
unsatisfactory
- major weaknesses

Throughout the document alternative forms refers to Braille, large print, orally, audio formats, ICT, sign language (either on video or by using appropriately qualified teachers or auxiliary SFL), a recognised symbol system (such as Makaton).
	Questions to 

be asked
	Best practice
	Evidence

	7.1

How well do the school’s policies and ethos support pupils with additional support needs?


	· The inclusion policy spells out its commitment to its pupils and how it can and will meet their educational, care and social needs.
	

	
	· School anti-bullying and equality & fairness policies address issues such as disability, racism & sexism.
	

	
	· Procedures are in place for the consistent management of pupils in and around the school and within classrooms.
	

	
	· Staff are familiar with EA SFL Guidelines outlining procedures and services available within the education authority.
	

	
	· Staff are working towards making the school as accessible as possible in line with current legislation.
	

	
	· Alternative form materials are planned in advance and are available at the same time as regular materials for both pupils and parents.
	


	Questions to 

be asked
	Best practice
	Evidence

	
	· School letterheads inform recipients of all the possible ways to contact the school, including textphone, if in place.
	

	
	· A school newsletter is distributed termly to all parents reporting on issues, activities and pupils’ achievements.
	

	
	· The school library contains, as required, resources in a variety of languages, in large print, in Braille and subtitled videos. Reading material caters for pupils with a wide range of reading levels. Resource materials contain positive images of people with additional support needs.
	

	
	· Careers information and any other pupil-based reference material covers the whole range of pupils within the school.
	

	QI 5.1

To what extent do pupils with additional support needs and their parents report that they feel welcome and fully involved in the life and work of the school?


	· Staff are aware of Language Line to aid communication with parents who use an alternative language (spoken) to English.
	

	
	· Staff are aware of parents requiring materials in an alternative form, including other languages.
	

	
	· Invitations for parents/the community to visit the school include reply slip requesting alternative facilities, such as interpreter, lip speaker, large print, plain English. This includes parents’ evenings and the review process.
	

	
	· At school events alternative forms of communication, e.g. interpreter, are provided when requested in advance.
	

	
	· Procedures are in place to allow pupils & their parents to express their views, perhaps involving an interpreter or an advocate as support.
	

	
	· LEaRN/community school network has family support network.
	


	Questions to be asked
	Best Practice
	Evidence

	QI 5.3

To what extent does the school ensure that all pupils feel that they are fairly treated?



	· Appreciation of diversity is embedded in whole life of the school.
	

	
	· School staff learn about diversity through CPD in school, authority-led, national in-service training and through family support network.
	

	
	· The school takes action to address any situations where meeting the particular needs of a pupil with additional support needs is detrimental to the welfare and progress of other pupils.
	

	
	· All pupils report that they are treated fairly.
	

	QI 4.7

To what extent are pupils with additional support needs in mainstream classes and activities?
	· The length of the school day/week is the same for pupils with ADDITIONAL SUPPORT NEEDS as for their peers unless there are exceptional circumstances, but staff are sensitive to pupils with additional support needs who may have difficulty coping with the demands – intellectual, social, emotional and physical- of the school day.
	

	
	· Pupils with additional support needs are members of mainstream classes unless their additional support needs are better met by other arrangements, such as spending time in a base. Such arrangements are agreed with parents and pupils and kept under review by appropriate SFL.
	

	
	· Staff are aware of potential barriers to full participation in the life of the school e.g. cultural differences, economic considerations, and work with relevant agencies to minimise these.
	

	QI 1.1

To what extent do pupils with additional support needs have access to a broad, balanced and progressive 
	· Pupils with additional support needs have access to the broad range of areas of the curriculum, suitably adapted, elaborated (pre level A), reduced or compacted, enhanced (able pupils).
	

	
	· The curriculum ensures progression between each stage in the school, primary and secondary and post-school.
	

	
	· There is flexibility regarding age and stage for able pupils.
	


	Questions to be asked
	Best Practice
	Evidence

	curriculum?
	· Courses/awards are in place to meet the needs of pupils with additional support needs e.g. SQA Group Awards, Caledonian Awards, Asdan Reward Scheme.
	

	
	· A choice of courses is available to suit different levels of ability and learning styles. Access 1,2,3 courses are available, where appropriate. 
	

	
	· All pupils with additional support needs have opportunities to make subject choices suited to their needs.
	

	
	· The school follows EA policy to provide home support for any pupil who has a long-term absence.
	

	
	· Alternative strategies are available to accommodate pupils with a significantly low attendance.
	

	
	· There is flexibility within the timetable to enable pupils to get out and about to give experiential learning.
	

	
	· Thought is given to ensure pupils leaving class early or taking time out have access to what they have missed.
	

	QI 3.2

How well do arrangements for, and approaches to, teaching ensure that all pupils in the class are assisted to learn?
	· Staff have access to relevant background information on a need-to-know basis, including supply staff.
	

	
	· A range of approaches is used in line with pupils’ individual needs: whole-class, team-teaching, group and individual.
	

	
	· Where appropriate, a multi-sensory approach is used to accommodate variety of learning styles.
	

	
	· Pupils with challenging behaviours have arrangements to address their difficulties, encourage progress, and prevent them from disrupting other pupils’ learning and welfare.


	


	Questions to be asked
	Best Practice
	Evidence

	
	· Senior management ensures the effective deployment of SFL staff and auxiliary provision.
	

	
	· Input from SFL to facilitate interaction with pupils with additional support needs.
	

	
	· Where pupils are supported in class on a 1 to 1 basis, both the subject teacher and support staff are aware of the need for direct pupil/teacher interaction.
	

	
	· Input is available from support services on alternative approaches for pupils with additional support needs, e.g. use of a note taker for a pupil with sensory impairment or ASD.
	

	
	· Use of ICT well matched to pupils’ learning needs and preferred styles of learning.
	

	
	· Where a pupil is sign dependent, both pupils and staff are aware of how to communicate through an interpreter.
	

	QI 3.2

How good is the quality of joint-working among teaching and other school staff and with other professionals in addressing barriers to learning?
	· Time is made available to liaise.
	

	
	· Procedures are in place to facilitate joint working.
	

	
	· Staff work closely with other agencies in drawing up and implementing procedures related to any health needs (pupil support plan).
	

	
	· Arrangements are in place to ensure cover when key individuals are not available.
	

	
	· IEPs are jointly drawn up and shared with relevant staff.
	

	
	· There are established lines of communication with key staff outwith the school.
	

	
	· EAL & Sensory Support Service are informed of proposed written texts which require transcription, ideally a term in advance.
	


	Questions to be asked
	Best Practice
	Evidence

	
	· Specialist support and therapy are delivered in class, where appropriate, to allow strategies to be generalised within the class setting.
	

	
	· Other agencies have access to school information to allow them to be part of the team (pigeon hole, newsletters, parents’ evenings…)
	

	
	· Within Community School Network, there are links with Adult Literacy support.
	

	
	· Staff have a clear understanding of what pupils with additional support needs in their class can achieve and provide opportunities for them to reach their full potential.
	

	QI 5.2

To what extent do teachers and other professional staff contributing to the education of pupils with additional support needs hold high expectations of pupils’ progress, attainment and achievements?


	· Staff have a clear understanding of what pupils with additional support needs in their class can achieve and provide opportunities for them to reach their full potential
	


	Questions to be asked
	Best Practice
	Evidence

	QI 5.2

How well do staff demonstrate their expectations?



	· Teachers and other staff agree appropriately challenging targets with pupils with additional support needs and their parents/carers (where possible)
	

	
	· Achievements of all pupils are celebrated e.g. traveller turning up for school.
	

	
	· Action is taken if progress is less than expected.
	

	
	· A reward system is in place.
	

	QI 5.2

To what extent do pupils with additional support needs hold high expectations of themselves?


	· Pupils are involved in target setting process, with clear goals in terms of their educational and personal development.
	

	
	· Pupils with additional support needs are happy to take part in a wide range of activities.
	

	QI 3.4

How well are the educational, care and social needs of pupils with additional support needs identified, assessed, recorded and shared with teachers and other staff?
	· Pupils’ additional support needs are identified and assessed using a staged approach in line with education authority guidelines.  These are shared with relevant staff.
	

	
	· Baseline assessment is appropriate in terms of language and cultural context.
	

	
	· Assessments are designed to measure pupils’ progress in a particular area and are presented in a format appropriate to the pupil and the task.
	

	
	· 5-14 national tests allow same level of support as in class work.


	


	Questions to be asked
	Best Practice
	Evidence

	
	· SQA special exam arrangements (secondary & special schools) are in place at as early a stage as possible, and practice given in their use.
	

	
	· The results of any assessment are recorded, analysed and shared with relevant teachers, visiting services, parents and the pupils themselves.
	

	
	· These results feed into pupils’ individualised education programmes.
	

	QI 3.4

How well do individualised education programmes (IEPs) promote pupils’ learning?
	· IEPs are jointly drawn up and shared with relevant staff.
	

	
	· IEP Writer, or equivalent, is available on the school network, accessible to relevant staff.
	

	
	· SMART (specific, measurable, attainable, relevant and timed) targets are jointly set and shared with relevant staff.
	

	
	· Pupils and parents are involved in determining priorities in IEPs and in reviewing progress.
	

	
	· IEPs are easily accessed and of use to anyone who needs to refer to them.
	

	
	· IEPs are integrated fully with care/support plans, looked after and accommodated children’s plans and personal learning plans.
	

	
	· IEPs reflect the terms of pupils’ Record of Needs or Future Needs Assessment/Co-ordinated Support Plan.
	

	
	· Pupils receive the levels of specialist teaching, care, supervision and support in line with the needs described in their IEPs/pupil support plans or looked after children’s plans. 


	


	Questions to be asked
	Best Practice
	Evidence

	QI 3.4

To what extent does the school environment meet the needs of pupils with additional support needs?
	· Where a school identifies potential barriers in its learning environment it attempts to overcome them; otherwise, it reports to the EA and agrees solutions.
	

	
	· Pupils are encouraged to attend homework club/study support/revision times with support in place, where necessary.
	

	
	· A base is available to provide a safe, quiet area for pupils with additional support needs.
	

	
	· Staff are fully informed about the importance of the use of specialist resources and, where necessary, are skilled in using them. Where necessary, advice is sought from specialist support services and training given.
	

	QI 3.3

How good are the learning experiences of pupils with additional support needs?


	· Pupils are encouraged to develop independence while taking account of personal safety and the safety of other pupils.
	

	
	· Pupils are positive about tutorial support and understand its purpose.
	

	
	· Pupils with additional support needs are included within the mainstream setting without being patronised.
	


	Questions to be asked
	Best Practice
	Evidence

	QI 2.1

How good are the progress, attainment and achievement of pupils with additional support needs?


	· Pupils with additional support needs are making progress across the curriculum in the same way as their peers.
	

	
	· Pupils are encouraged to develop the skills to overcome barriers to learning, such as the use of low vision aids by a pupil with VI, a pupil with dyslexia working with voice activated text or a pupil with ADHD with a prompter.


	

	QI 4.1

To what extent do pupils with additional support needs have a key teacher or other member of staff whom they know will assist them and address any pastoral concerns?


	· A designated teacher or other member of staff gives pupils a sense of security as well as helping them to solve personal problems and to monitor and give feedback on their progress.
	

	
	· Key members of staff ensure that pupils are not inappropriately dependent on them or other pupils.
	

	
	· A pool of staff is familiar with pupils with additional support needs allowing cover when key individuals are not available.
	

	
	· Where pupils do not require an auxiliary to be with them at all times it may be considered appropriate to have in place a pager system.
	


	Questions to be 

asked
	Best Practice
	Evidence

	QI 4.1

How well are the care and welfare needs of each pupil with additional support needs understood by key members of staff, recorded and communicated to those who need to know?


	· Key staff understand the care and welfare needs of pupils with additional support needs and ensure that these are fully recorded and shared on a need-to-know basis (pupil support plan), including supply staff.
	

	
	· The EA policy on the administration of medicines is well understood and implemented.
	

	QI 4.1

How well are the care and welfare needs of each child with additional support needs met with regard to privacy, health and safety, and freedom from any form of bullying?
	· The care and welfare needs of pupils with additional support needs are fully met e.g regarding intimate care, physical handling and administering medicines.
	

	
	· The school has clear procedures to allow pupils who need to do so to leave the classroom for care procedures, therapies, counselling or ‘cooling off’.
	

	
	· Where risk assessments have been required, staff and pupils are familiar with health and safety arrangements which operate in particular environments e.g. science, PE.


	

	
	
	

	
	
	

	Questions to be 

asked
	Best Practice
	Evidence

	
	· Staff and pupils are familiar with emergency evacuation procedures.
	

	
	· Staff working on sensitive pupil information, whether electronic or hard copy, are aware of the need to respect its confidentiality (use of password, screen saver, lockable filing cabinet).
	

	QI 4.1

To what extent does the school have appropriate arrangements for supporting the learning of pupils who are absent through illness or are excluded?


	· The school follows clear arrangements, which are in line with EA policy, to provide home support for any pupil who is in hospital and/or has a chronic illness.
	

	
	· The school follows national and local authority guidance to support pupils whom it has excluded.


	


	Questions to be asked
	Best Practice
	Evidence

	QI 4.2

How good is the quality of the personal and social education (PSE) programme for each pupil with additional support needs?
	· Pupils learn about diversity through PSE or special focus activities.
	

	
	· Personalised programmes enable pupils with additional support needs to develop essential life skills and help them to overcome specific problems relating to learning and social relationships.
	

	
	· Specialist counselling and therapeutic and training courses are run by expert teachers and staff from other agencies.
	

	
	· A ‘buddying’/mentoring scheme is in place to support vulnerable pupils.
	

	
	· All relevant staff are familiar with the school/EA policy ensuring that pupils with additional support needs have equal access to school trips and take this into account at the planning stage.
	

	
	· Organising staff are able to access the necessary information to provide a risk assessment for a pupil with additional support needs interested in attending a school trip.
	

	
	· Procedures are in place to allow for the extra staffing which might be necessary to include a pupil with additional support needs.
	

	
	· Pupils and their parents have a clear idea of what a trip will involve before they commit to it. 
	

	
	· Parental consent forms contain a section to include cultural information e.g. diet and dress.
	

	
	· Pupils have full access to support mechanisms to allow them to attend extra curricular activities.                                          
	

	
	· Pupils who are taken to and from schools by bus/taxi have arrangements to allow them to take part in extra curricular activities.
	

	Questions to be asked 
	Best Practice
	Evidence

	
	· Pupils have full access to learning in the community, such as in enterprise schemes or work experience.           
	

	
	· Opportunities, where appropriate, for pupils to identify with a peer group from the school/ the wider community e.g. travellers, ethnic minorities, wheelchair users, sign dependent pupils or pupils with EAL. This may be through voluntary organisations/support groups, through direct interaction or conferencing.
	

	QI 4.2

To what extent are pupils with additional support needs involved in making decisions which affect their education and their participation in, and contribution to, the life of the school?


	· Pupils with additional support needs are represented on pupil councils, if necessary, through a policy of positive action or through a link with the mentoring system.
	

	
	· Arrangements are in place to ascertain the views of pupils with additional support needs relating to decision-making and opportunities to contribute to the life of the school.
	

	
	· Pupils with additional support needs are able to indicate when they do not wish confidential information to be shared with staff.
	

	
	· Documentation for meetings is circulated one week before meeting to allow everyone to access information and feedback comment.
	

	
	· Pupils can choose whether or not they attend review meetings, and procedures are in place to ensure that they are fully involved in the proceedings, unless this is inappropriate.
	

	
	· Pupils are practiced in the process of meetings and so know what to expect.
	

	
	· Pupils know that they may be represented by an advocate - another pupil, a member of SFL or someone from the wider community. (Advocate may require to be independent of the school to fully represent the pupil’s interests.)
	


	Questions to be asked
	Best Practice
	Evidence

	
	· Pupils are given feedback and know that their input is valued.
	

	
	· Arrangements are in place to allow pupils with additional support needs to access the school’s complaints procedure, should they wish to do so.
	

	QI 4.4

How good are arrangements for monitoring the progress of pupils with additional support needs and reviewing and updating their programme?
	· A key member of staff systematically overviews the progress and achievement of pupils with additional support needs in co-operation with class and subject teachers, other professionals, parents/carers and the pupils themselves.
	

	
	· Review arrangements include the formal procedures related to Record of Needs and Future Needs Assessments.
	

	
	· Senior staff ensure that action points from reviews are followed up and implemented within appropriate time frames.
	

	
	· The school ensures that any recommendation for a pupil to attend a special class or school is well founded on the needs of the pupil and the views of parents/carers and the pupil. Key officers from the EA are involved such discussions at an early stage.
	

	QI 4.4

How well does the school work with parents, pupils with additional support needs and other agencies in planning for the next stage of 


	· Issues relating to securing provision from other services are referred to the EA.
	

	
	· Discussions and decisions taken at transition periods and key stages within the school are carried out in plenty of time for arrangements to be put in place, staff trained and the pupil prepared. 
	

	
	· The school arranges effective induction for the pupils and their parents within the receiving establishment.
	

	
	
	

	Questions to be asked
	Best Practice
	Evidence

	education or for leaving school?


	· With joint placements, respective responsibilities and contributions are specified, and arrangements for monitoring the quality of pupils’ experiences and progress are put in place.
	

	QI 6.1

How good are the school’s accommodation and facilities to support the learning and social development of pupils with additional support needs?


	· The school accommodation and facilities have been audited by the EA and any required alterations to improve access for pupils with additional support needs have been noted.
	

	
	· Prior to the admission of a pupil with additional support needs, the school makes clear to parents and the pupil, where appropriate, any deficiencies which would adversely affect the pupil.
	

	
	· The school has appropriate and well-located accommodation for personal care, tutorial support, counselling and respite.
	

	
	· The school has effective arrangements for transporting pupils with additional support needs.
	


	Questions to be asked
	Best Practice
	Evidence

	QI 6.3

To what extent does the school ensure that pupils with additional support needs have the resources required to enable 
them to learn and to address any physical, sensory, personal or social needs?


	· Staff are fully informed about the use of specialist resources and, where necessary, are skilled in using them.
	

	
	· Staff can easily access specialist advice regarding the use of accessible software and websites and are confident in its use.
	

	
	· Specialist resources are efficiently maintained and repaired.
	

	
	· Staff are kept informed about available training courses and encouraged to attend them.
	

	
	· Pupils have access to appropriate ICT to support their learning.
	

	
	· The school computer network supports the use of specialist software to allow pupils with additional support needs full access to learning and to work alongside their peers.
	

	
	· Staff are aware of the ICT access requirements of disabled pupils.
	

	
	· Pupils from economically disadvantaged families are given access to resources essential for their education in school, outings and homework.
	

	
	· Written materials are produced in line with SFL guidelines or in liaison with SFL staff.
	

	
	· Essential resources are fit for their use, e.g. left-handed scissors, legible worksheets.
	

	
	· Procedures are in place to produce/use materials in alternative forms where necessary, e.g. subtitled videos, audio books, enlarged print, coloured worksheets.
	

	
	· Time is available for teachers to develop/enhance appropriate resources.
	

	
	· Clerical support is available to produce materials.
	

	
	· Procedures are in place to produce differentiated materials.
	

	
	· Classrooms are organised as far as possible to accommodate pupils with specific needs as indicated in the pupils’ support plan.
	


	Questions to be asked
	Best Practice
	Evidence

	QI 6.5

How well are teachers, other school staff and visiting specialists deployed to ensure that the educational, care and 

social needs of pupils with additional support needs are addressed effectively?


	· SFL remits are clearly defined and understood by all staff, particularly where working in partnership.
	

	
	· Prior to working together in the classroom, SFL liaise to agree on how they are going to share responsibility for the teaching and learning of the pupils.
	

	
	· Staff are aware of and can use confidently the ASSIST programme, or equivalent, of behaviour management.
	

	
	· Staff have an awareness of the effect of specific additional support needs on behaviour.
	

	QI 7.4

How effective is the leadership of the head teacher and other senior managers in promoting, implementing and sustaining a truly inclusive school?


	· The head teacher and senior managers are committed to the inclusion of pupils with additional support needs in all aspects of school life, taking full account of EA and national policy and guidelines.
	

	Questions to be asked
	Best Practice
	Evidence

	QI 7.4

How well does the school management capacity and structure sustain and improve high quality education

and care for pupils with additional support needs?


	· Senior managers take an active role in maintaining and improving the educational provision for pupils with additional support needs.
	

	
	· The head teacher and senior manager have a clear view of the school’s capacity to meet the demands of its pupils. When they recognise that the school can no longer provide for a pupil with additional support needs, they work with others to adjust that provision or to find more appropriate provision in another establishment.
	

	QI 6.6

How well do arrangements for staff development and review ensure that staff are confident and competent in meeting pupils’ additional support needs?
	· The development needs of the staff are identified and addressed through the PDRS/EDRS systems.
	

	
	· General disability awareness training is available to all staff.
	

	
	· Disability specific training is available for designated staff working with pupils with specific needs.
	

	
	· Counselling is available for those staff dealing with a pupil with a progressive condition.
	

	
	· Designated staff working with pupils who require to use sign or Braille have achieved, or are in the process of achieving, Stage 2 BSL or RNIB Standard English Braille certificate or the equivalent.
	

	
	· SFL staff hold, or are in the process of undertaking, the appropriate certification.
	

	
	· Break/lunchtime auxiliaries have received training in promoting social inclusion through games and activities (may be joint training with Child Care Strategy after-school and respite workers).
	

	Questions to be asked
	Best Practice
	Evidence

	
	· Induction programmes are available for probationer and new teachers, and student teachers, including a section on working with pupils with additional support needs.
	

	
	· Auxiliary staff are included in school in-service training where relevant.
	

	
	· Other agencies are included in school in-service training where relevant and joint training is promoted.
	

	
	· Where necessary, staff can access de-escalation training or physical intervention training provided by CALM.
	

	
	· Senior managers themselves participate in training to improve their ability to provide effectively for pupils with additional support needs.
	

	QI 7.2

How good are the school’s approaches to monitoring and evaluating the quality of provision for pupils with additional support needs and its impact on promoting their progress and achievement?
	· Senior managers regularly consult with all stakeholders to monitor the effectiveness of the provision for pupils with additional support needs.
	

	
	· Senior managers use their analysis of 5-14 results and SQA results to monitor the attainment and achievement of pupils with additional support needs
	


	Questions to be asked
	Best Practice
	Evidence

	QI 7.2

How effective are the head teacher and senior managers in addressing complaints relating to the

school’s provision for pupils with additional support needs?


	· The school’s complaints procedures enable pupils, parents/carers, staff and visiting services to express concerns openly. Senior managers take action to investigate complaints and seek ways of addressing.
	

	
	
	

	QI 7.3

How effective is the development planning process?



	· Staff have a clear idea of their role in improving access to education for pupils with additional support needs through the EA, school and development plans, both in terms of timescale and workload.
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