
PARKSIDE SCHOOL AIMS 
• To create a happy, safe and nurturing environment. 

• To provide opportunities for our pupils to achieve their full potential through exciting, excellent and 
innovative teaching and learning. 

• To present circumstances for our pupils to develop inquisitive and enquiring minds, where they 
embrace challenge with confidence and develop the skills for their future paths. 

• To promote respectful, fair, well-rounded and confident individuals. 
• To prepare an inspiring, diverse and challenging education where our pupils’ passions and talents are 

discovered, celebrated, nurtured and developed. 
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LEARNING ENRICHMENT POLICY 
(incorporating Special Educational Needs and Disabilities (SEND); English as an 
Additional Language (EAL); Able, Gifted and Talented (AG&T))  
 
This policy is applicable to the whole school, including the Early Years Foundation Stage (EYFS). 
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1. Introduction 
 
Parkside School (the School) is committed to ensuring the best possible environment for the children and young people 
in its care. Safeguarding and promoting the welfare of children and young people is our highest priority. 
 
2. Scope of this Policy 
 
The Learning Enrichment Policy incorporates Special Educational Needs and/or disabilities (SEND); English as an 
Additional Language (EAL) and Able, Gifted and Talented (AG&T). It outlines the procedures carried out at the School 
to ensure all pupils’ learning needs are supported and furthered across the curriculum. 
 
3. Aims 
 
The Learning Enrichment Department supports the aims and ethos of the school, developing independence and 
inspiring a life-long love of learning. We recognise that every learner is an individual and with that comes individual 
needs. Through a whole school holistic approach, we recognise that it is fundamental that our pupils are shown how 
to recognise their strengths whilst being given the tools and strategies to succeed. Pupils are encouraged, through 
appropriate support and opportunities to stretch and challenge, to take responsibility for their learning so that they 
are well-equipped for senior school and beyond. 
 
Links to other policies 

• Admissions Policy 

• BYOD Policy 

• Data Protection policies 

• Equal Opportunities Policy 

• E-Safety Policy 

• Health & Safety policies 

• IT Acceptable Use Policy 

• Safeguarding Policy 

• Teaching & Learning Policy 

• Whistleblowing Policy 
 
4. Definitions 
 

a. SEND 
A pupil has SEND (as defined by the Code of Practice) if they have a learning difficulty or disability which calls 
for special educational provision to be made for them. They have a learning difficulty or disability if they have: 

• A significantly greater difficulty in learning than the majority of others of the same age, or  

• A disability which prevents or hinders them from making use of facilities of a kind generally provided for 
others of the same age.  

Children have a disability (as defined by the latest iteration of the Equality Act) if they present with a ‘physical 
or mental impairment which has a long-term and substantial adverse effect on their ability to carry out normal 
day-to-day activities.’ (p.135)  
Four broad areas of need are defined by the Code of Practice: 

• Communication and Interaction: speech, language and communication needs, including Autistic 
Spectrum Disorder (ASD) 

• Cognition and Learning: including specific learning difficulties (SpLD) such as dyslexia and dyspraxia 

• Social, Emotional and Mental Health, which may include Attention Deficit Disorder (ADD) or Attention 
Deficit Hyperactivity Disorder (ADHD) 

• Sensory and Physical: including visual or hearing impairment 
 

b. EAL 
English as an additional language (EAL) refers to learners whose first language is not English. 
 

c. AG&T 
Able, Gifted and Talented Pupils are identified as those who have abilities beyond the majority of pupils and 
who consequently require more challenging teaching and opportunities. Their potential will be shown in a 
wide range of contexts, such as different learning styles, creativity or leadership.  
We recognise that many abilities cannot be measured and instead, we will look positively at all attainment in 
all subjects, including extra-curricular activities. 
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5. Learning Enrichment: SEND 
 
The School adheres to the requirements in the Code of Practice that, ‘Teachers are responsible and accountable for 
the progress and development of the pupils in their class,’ and that, ‘High quality teaching, differentiated for individual 
pupils, is the first step in responding to pupils who have or may have SEND.’ 
In delivering the guidance provided by the Code of Practice, we aim to: 

• Work with teachers, pupils and their families in the early identification of need (Appendix 3). 

• Use the ‘graduated approach’ (Appendix 1) and ‘waves of support’ (Appendix 2) in delivering targeted, 
personalised support. 

• Provide all staff with support, advice and training to enable them to fulfil their responsibilities for the progress 
and development of the pupils in their care.  

 
The Equalities Act places an obligation on all schools not to discriminate against pupils or prospective pupils on ground 
of disability. Where a disability is identified, we will make reasonable adjustments, where practicable, to avoid 
discrimination. These may include ways of helping a disabled pupil to access the curriculum in class, in activities outside 
of class, and during the production of individual work, as well as via examination access arrangements.  
 

a. The Role of the Head of Learning Enrichment (SENCO) 
The Prep / Pre-Prep SENCO is responsible for the following: 

• Attending Senior Leadership Team meetings 

• Liaising with parents of pupils  

• Liasing with pupils 

• Liaising with the EYFS SENCO 

• Liaising with all staff to ensure all relevant information is disseminated 

• Data tracking  

• Monitoring lesson plans to support with differentiation 

• Creating and implementing Pupil Passports and Personalised Learning Plans (Appendices 3 and 4) 

• Observing classroom practice to ensure provision is in keeping with advice from external reports and any 
subsequent targets  

• Co-ordinating provision for pupils with SEND, including running booster groups and learning interventions 

• Maintaining and overseeing the records of all pupils with SEND 

• Providing Continuing Professional Development for all staff 

• Liaising with external agencies 

• Liaising with other schools on transfer of pupils 
 

The EYFS SENCO (Nursery and Reception) is responsible for the following: 

• As above + 

• Liaising with and advising EYFS staff 
 

b. Admissions Policy 
No child will be discriminated against because of his/her individual needs. Parents of a child with SEND should 
provide the Head with full written details when applying for a place and ensure that such details are regularly 
updated. The School will consult with parents about the adjustments that can reasonably be made for the child 
both during the admission process and later as a pupil. The School will take all reasonable steps to support pupils 
with SEND through providing appropriate provision, whilst encouraging full integration in all class and school 
activities. All pupils entering the School after Reception class are tested in reading, spelling and mathematics.  
Liaison takes place between parents, previous school, educational psychologist (if appropriate) and any other 
relevant agencies.   

 
c. Identification and Assessment 
The School uses a graduated approach to identifying and supporting pupils who may have SEND (See Appendix A). 
Pupils may enter the school with identified SEND, but others may be identified through the School’s monitoring 
systems or teacher referral. The importance of early identification, assessment and provision for any pupil who 
may have SEND is key in ensuring the best support can be delivered.   
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Tracking and Monitoring 
Progress and attainment are tracked and monitored by SLT and the Data Lead. Where a pupil is not making adequate 
progress, appropriate intervention and support will be discussed with Heads of Department, the Head of Learning 
Enrichment and subject teachers (see assessment schedule in Teaching and Learning Policy).  
 
In assessing whether a lack of progress might be due to a pupil having SEND, reference is made to the SEND Code of 
Practice which states that lack of progress amongst SEND pupils may manifest itself in the following ways: 

• Progress which is ‘significantly slower than that of their peers starting from the same baseline’ 

• Progress which ‘fails to match or better the child’s previous rate of progress’ 

• Progress which ‘fails to close the attainment gap between the child and their peers’ 

• Progress which ‘widens the attainment gap’. 
 
Those pupils with identified SEND are monitored by the Head of Learning Enrichment using both formative and 
summative assessments and through class observations and book looks. 
 
In the Nursery and Reception, The EYFS “Development Matters” Profile and tracking system through ILD is used to 
monitor the seven areas of learning. Key Persons, Teachers and all other staff will closely monitor the children. 
 
Referral System 
A referral system is used to ensure that any concerns are immediately picked up by the Learning Enrichment 
Department. Parents are able to contact the Head of Learning Enrichment directly by email (see contact details below). 
Teachers are able to refer a pupil at any time using the ‘Identification of Need’ form (Appendix 3).  
 
Graduated Support 
The biggest impact on a pupil’s progress, with or without SEND, is through quality first teaching. The School recognises 
the importance of differentiating learning outcomes and activities in order to best support pupil progress and 
attainment. Parkside teaching incorporates a ‘Picnic Style’ approach, where different learning styles are considered 
and accounted for and high-quality questioning and scaffolding support learning outcomes.  
 
Pupils who are identified as making less than expected progress can be raised as a concern either through 
departmental, SLT or pupil progress meetings. This information is then gathered and reviewed by the Head of Learning 
Enrichment. Lack of progress may not be related to a special educational need. Each pupil is considered as an individual 
and consultation with parents and relevant staff is undertaken before targets are set and personalised support initiated 
(see Appendices 1 and 2). In general, most pupils with SEND will be supported through the educational provision 
generally available at School and not require specialist intervention. This will be documented and tracked through 
either a Pupil Passport (Appendix 4) or a Personalised Learning Plan (Appendix 5). 
 
As far as is possible, support is provided as a ‘reasonable adjustment’ to a pupil’s timetable. If additional 1:1 advice or 
support is required, it may be at an additional cost and charged to the parents’ account.  
 
Additional Support (in school) 

• GL Dyslexia Screening 

• Booster groups run by teachers and Head of 
Learning Enrichment in core subjects 

• Handwriting interventions 

• Spelling groups 

• Computer-run interventions: Nessy; TTRS 

• Reading groups 

• Accelerated Reader
 
External Agency support (cost to be met by parents) 

• Specialist Assessor (access arrangements) 

• Educational Psychologist 

• Speech and Language Therapy 

• Occupational Therapy 

• Paediatric Services 

• Family Counselling Services 

• 1:1 Provision through a specialist teacher

 
An Educational Health Care Plan (EHCP) may be sought for any pupil who, despite a prolonged period of intervention 
and involvement of outside agencies, fails to make adequate progress.  
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d. Continuing Professional Development (CPD) 
The School offers a comprehensive training programme centred around the current pupil profile and identified 
areas for training. The Head of Learning Enrichment, supported by Heads of Department, delivers training in the 
four broad areas of need, differentiation, adapting the learning environment and teaching strategies. Staff receive 
regular updates of pupil needs and targets and are encouraged to share best practice through team teaching and 
planning.   

 
e. Partnerships 
Partnership between school and family is one of the keys to successful intervention.  The most effective provision 
for pupils with SEND will be made when there is an open, working partnership between home, school and 
professionals.  We pride ourselves on our close working relationship with all our parents and families of our pupils 
with SEND (See Appendix 1). 

 
It is vital that parents discuss problems relating to their children as soon as they arise.  The School welcomes and 
encourages the establishment of close working links with the parents of all pupils with SEND. 

 
The Head of Learning Enrichment attends Parents’ Evenings to discuss each pupil’s progress.  Information is also 
provided to future schools, where appropriate, outlining the areas covered and the need for any future provision. 

 
f. Pupils with Education and Health Care Plans (EHCPs) 
The Head of Learning Enrichment is responsible for ensuring that the needs of these pupils are met as far as the 
School is capable in accordance with the needs set out in the EHCP and within the resources allocated to the EHCP. 

  
Annual Review 

• The Head of Learning Enrichment is responsible for ensuring that appropriate arrangements are made in 
accordance with the latest iteration of the SEND Code for preparing and conducting the Annual Review. 

 
6. Learning Enrichment: EAL 
 
The School prides itself on developing and nurturing happy and confident pupils. Pupils joining the School who are of 
nationalities or cultures where English is not the first language will be given appropriate support to ensure that they 
achieve their academic potential and are able to integrate fully into school life. 
 

a. Provision and resources 

• The School believes that treating each pupil as an individual is the key to ensuring that progress in language 
skills is achieved at an appropriate rate.  

• Some pupils will benefit most from ‘one-to-one’ tuition from the first opportunity, whilst others will learn 
most effectively from total immersion within the classroom.  The factors that determine need will include the 
‘level of English’, the age of the child (often younger children are able to learn very naturally from their peers), 
the personality, individual learning style and the demands of the curriculum at the level of entry. 

• Organised by the SLT, class teachers and the SENCO will make an assessment of the child’s needs within his 
first days at School and his progress and any change to his requirements will be regularly monitored. 

• Where individual lessons are required, they will cover the four elements of language – speaking, listening, 
reading and writing.  The emphasis is on building confidence and learning through fun in a relaxed 
environment.  Vocabulary is an immediate priority whilst grammar is introduced gradually.  Initially, the aim 
is to focus on the day to day language of life and particularly the classroom.  Written and spoken exercises are 
an important part of all lessons and we also include games and computer programmes to extend skills and for 
motivation!  As the child progresses the balance of vocabulary and grammar will alter and the focus will move 
to more complex areas of language.  Where appropriate there is liaison between the support teacher and 
subject teachers to target specific subject related vocabulary. 

• EAL pupils may also benefit from support from specialist staff to help with the demands of examinations.  
Where appropriate they may be offered help with reading exam papers and in some circumstances it may be 
considered appropriate to offer a scribe.   

• Extra time may be offered in some examinations where both the following exist: 
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o The candidate has to refer to the bilingual translation dictionary so often that examination time is used 
for this purpose, delaying answering of questions, and 

o The provision of extra time of up to 25% reflects the candidate’s usual way of working with the dictionary.  
(The School follows the JCQ Guidelines for Access Arrangements and Reasonable Adjustments.) 

• Within the classroom, teachers will offer EAL pupils every encouragement to participate in lessons as fully as 
possible.  Differentiated exercises will be provided as appropriate and, because class sizes are small, teachers 
can offer some individual help. 

• Of course, many of the most valuable lessons in language will take place in the playground. Children 
communicate quite naturally despite the barriers of conventional language and through games and growing 
friendships, our EAL pupils quickly establish themselves within the School community and assimilate the 
language around them. 

 
b. Tracking and Monitoring 
All of our pupils with EAL are tracked and assessed using the Kent Steps system by the Key Person in the EYFS, the 
Form Teachers in Years 1-4 and the pupils’ English Teachers in Years 5-8. This is overseen by the Head of Learning 

Enrichment as part of their regular review processes.  
 

Progress and attainment are also tracked and monitored by SLT and the Data Lead. Where a pupil is not making 
adequate progress, appropriate intervention and support will be discussed with Heads of Department, the Head 
of Learning Enrichment and subject teachers (see assessment schedule in Teaching and Learning Policy). Pupils are 
added to the EAL register (a part of the Additional Needs Register) to support tracking and monitoring of 
attainment and progress.  

 
7. Learning Enrichment: AG&T 
 
Enriching our pupils’ learning extends to those pupils whose sheer ability needs to be both developed and celebrated. 
The School ensures that very able and gifted pupils are supported in developing personal, social, intellectual and 
physical skills to the highest level, not just to meet the needs of mark schemes and school examinations.  
 
Appropriate and enjoyable learning challenges are provided in a wide range of activities, including the arts, technology, 
literature, sports and science.  This may include developing skills such as critical thinking, logical analysis, creativity, 
evaluation and divergent approaches to problem solving. Pupils may be given opportunities for leadership and 
collaboration and to showcase their abilities in a number of ways. 
  

a. Teaching strategies 
Strategies support our Learning Enrichment ethos: pupils are challenged through differentiation and accelerated 
work within their normal classes. The more gifted education strategies that teachers put into practice, the likelier 
it will be that more pupils (not just those identified as gifted and talented) will reap the benefits of a challenging 
curriculum.  

 
We aim to meet the needs of able, gifted and talented pupils in the classroom by: 

• continuing the culture where all pupils are encouraged to be as successful as they can and where all pupils are 
valued for their unique achievements  

• planning lessons carefully to ensure that high expectations lead to high levels of challenge for pupils  
• asking open-ended questions and setting problems which develop pupils’ ability to think creatively and solve 

real problems  
• providing extension tasks or investigations where appropriate, or setting activities which broaden the pupil’s 

understanding  
• providing a range of teaching styles, encouraging a range of styles of response and encouraging pupils’ 

awareness of their own personal preferred learning style  
• encouraging independent learning, experimentation and seeing failures as stepping stones to success  
• working with other pupils, including similar ability and mixed ability groupings  
• discussion and debate  
• encouraging imaginative and creative work  
• setting different homework tasks  
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• requiring answers in different forms  
• target setting  
• allowing different starting points  
• negotiating learning objectives  
• using teaching support to provide additional learning opportunities within the group  
• enrichment activities  
• using marking to encourage critical thinking  
• valuing quality not quantity  
• creating a classroom atmosphere in which success is valued in spite of any prevailing social climate and peer 

pressure  
• implementing personal timetables where applicable 

 
Each term, additional ‘Extended Challenge’ sessions are run by teachers for each year group in English and Maths. 
These sessions are available to pupils selectd by the Assistant Head (Academic) in consultation with the Head and Head 
of Learning Enrichment in order to further offer opportunities to stretch and challenge our academically gifted pupils. 
In addition to school-based academic activities, we encourage pupils to extend their skills and abilities by joining in 
activities at school and in the community.  
 
We run a number of lunchtime and after-school clubs, including some which particularly extend and challenge more 
able pupils, including Chess (tournaments for exceptional pupils), LAMDA, Music, Art (building portfolios for potential 
Art scholars) Maths, Science, current affairs, school teams for able sports pupils, as well as offering guidance towards 
outside agencies for additional challenge, etc. 
 
8. Addressing Personal, Social and Emotional Needs 
 
Equal importance is given to social, emotional, physical and intellectual development. Teachers will assess progress in 
each of these areas and aim to develop ‘rounded’ individuals as far as is possible, by ensuring that all pupils are fully 
involved in all relevant activities and not excluded by virtue of their strengths or barriers to learning. Opportunities to 
discuss how each pupil is feeling about their work and the school will be provided so that any concerns can be 
addressed to the Head of Learning Enrichment.  
 
Parents are important partners in their child’s development and should be kept informed of the provision made for 
their child both academically and socially. Staff should first consult with the Head of Learning Enrichment or the Head 
in order to establish the appropriate vocabulary to be used in parent consultation. 
 
9. Concerns or Complaints 
 
If a parent is concerned about anything the School does or proposes to do when dealing with issues of a pupil with 
SEND, an approach, in the first instance, should be made to the SENCO either by telephoning or in writing.  A meeting 
between the parent and the SENCO plus, if necessary, the class and subject teachers could be arranged to discuss the 
concern or complaint in more detail. 
 
If after this initial consultation, a parent is still concerned, then an approach to the Deputy Head, as appropriate, should 
be made either by telephone or in writing. The School’s Complaints Procedure should then be followed if required. 
 
10. Responsible persons 
 
The person responsible for the overall management of this policy is:  

• Nicole Janssen (Head) 
The person responsible for day-to-day co-ordination of this policy is: 

• Liz Whitty (Head of Learning Enrichment/SENCO) Pre-Prep and Prep School (Y1 to Y8)  
Contact: whittyl@parkside-school.co.uk. 

• Madeline McMurdo (EYFS SENCO) Nursery and Reception EYFS 
The link governor for SEND is:   

• Karen Keane 

mailto:whittyl@parkside-school.co.uk
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Appendix 1: 
 

Learning Enrichment: A Graduated Approach to Special Educational Needs 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ASSESS 
Admissions procedure 
Standardised tests 
Monitoring 
Observation 

Parent observations 
Pupil’s views 
Professional reports 
Referral form 

 

 

 

 PLAN 

SENCO observation 
Teaching staff and SENCO meeting 
Parent and pupil meeting 
Pupil Passport 
Personalised Learning Plan with targets 
Baseline assessments 
Specialist assessment or advice 

 

 

 

 

DO 

Quality First Teaching 
Differentiation 
Adaptations to equipment 
Adaptations to environment 
 

In class support 
Booster sessions 
1:1 or small group sessions 
Specialist intervention 

 

 

 

REVIEW 

Decision is made as to whether support is 
no longer needed or should be revised 

Exit data from interventions 
Progress data 
Standardised tests 
Pupil / parent views 

 

 

 

 

 

 

 

 

Growing 
understanding of 
learner’s needs 

Growing 
understanding of 

teaching approaches 
that work 

Growing 
understanding of 
effective support 

Growing 
understanding of 
approaches that 

secure better 
outcomes 

 

 

 

 

 

 

 

 

 

 Parents 

Parkside Staff 

Pupil 
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Appendix 2: Learning Enrichment: Identification of Special Educational Needs and Waves of Intervention 

 

   

 

 

 

 

 

 

 

 

 

 

 

  

 

 

Wave 1: Class Based Support 

Quality First Teaching 

Assess 

• Teacher uses data and 
observation to identify gaps 

Review 

• If targets are achieved and 
progress is made, continue to 
monitor 

• If targets are not met, 
continue to Wave 2 
 

Plan 

• Information gathering with 
parents, pupil and SENCO 

• Teacher and pupil set targets 

Do 

• Classroom practice is adapted 

• Differentiation 

• Additional resources may be 
used e.g. fidget toy, pen grip 
 
 
  

Wave 2: Class Based Support 
with SENCO advice 
Quality First Teaching 

Assess 

• Referral form completed 

• SENCO Observation 

• Meeting with HoD/Parents 

Review 

• If targets achieved and 
progress is made, continue to 
monitor 

• If targets are not met, further 
investigation and continue to 
Wave 3 
 

 

Plan 

• Targets set with SENCO & pupil 

• Pupil Passport created 

• Shared with staff and parents 

Do 

• Pupil added to monitor list 

• In class support (Teacher) 

• Short term booster groups 
with SENCO or subject leaders 
 

Wave 3: SEN Support 
Quality First Teaching 

Additional SEN Support 

Assess 

• Standardised tests 

• External assessments 

• Meeting with SENCO/Parents 

•  

Review 

• If targets achieved and 
progress is made, continue to 
monitor 

• If targets are not met, further 
investigation with external 
agency. Continue to Wave 4 
 

 

Plan 

• Targets set with pupil/parents 

• Personalised Learning Plan 

• Shared with staff and parents 

Do 

• Pupil added to SEN Register 

• Additional interventions 
implemented: booster groups, 
short term 1:1 intervention 
 

Wave 4: SEN Support & external 
agency input 

Quality First Teaching 
Additional SEN Support 

Assess 

• Further external assessments 

• Continued meeting with 
teachers, parents and SENCO 

Review 

• If targets achieved and 
progress is made, continue to 
monitor 

• If targets are not met, 
application for EHCP to be 
considered 

 

Plan 

• Meeting with SENCO/parents 

• Personalised Learning Plan 

• Shared with staff and parents 

Do 

• Additional interventions 
implemented at extra cost 

• 1:1 support in class (extra cost) 

• Long term, more regular 1:1 
interventions (extra cost) 
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Appendix 3: 
Identification of Need  

Pupil Details Data 

Name   Reading Writing Spelling Maths 

Form      

Which area of need are you most concerned about? 

Cognition and Learning 
Communication and 

Interaction 
Social, Emotional and 

Mental Health 
Sensory and Physical 

    

What are your main concerns? What are the parent and pupil’s main concerns? 

 

 

 

 

 

What advice/communication has there been with parents and pupil so far? (Include dates) 

 

 

 

What has been tried so far? (Include dates) 

Adapted classroom practice and use of resources Interventions 

 

 

 

 

Impact Impact 

 

 

 

 

 

 

 
Name of Teacher making referral:  

Signature:                                                                                        Date:           
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Appendix 4: Pupil Passport: Name 

Date:  __/__/20__  

Photo 

  

 

Attainment Strengths and Interests 

NGRT: 

SWST: 

CAT: 

Other: 

•  

•  

•  

•  

•  

•  

Barriers to Learning Targets 

I want you to know… 

•  

•  

•  

•  

I am working towards… 

•  

•  

•  

•  

Strategies for Teaching Strategies for Learning 

It would help me if you could… 

•  

•  

•  

•  

I will… 

•  

•  

•  

•  

Provision Access Arrangements & External Reports 

•  

•  

•  

•  

 

DOB: 

Form: 
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Appendix 5:        Personalised Learning Plan 

Name:  

DoB: Form: Plan Date: Plan Number: Current attainment: Reading: 

Writing: 

Maths: 

Other: 

Strengths Pupil’s Views 

 I… 

Aspirations: 

Barriers to Learning Parents’ Views 

 

 

 

Parents’ aspirations: 

Agreed Outcomes 

Outcome Target Start date Frequency Teacher Provision 
Outcome achieved 

Y/N/Partial 

       

Review 

Pupil’s views: Parents’ views: Teacher’s views: 

Next Steps 
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Appendix 6:  Pupil use of laptops  

Refer to Appendix 3, BYOD Policy for the User Agreement. 
 
Pupils in Years 5 to 8 will be allowed to use a personal IT device (e.g. laptop/tablet) for educational purposes if the 
pupil has an Educational Psychologist’s report and/or other Specialist report, which specifies that a personal IT device 
is recommended. 
 
Pupils must present their personal IT device to the Learning Enrichment and the ICT departments for inspection before 
using it in School. The equipment is for word processing only and must not be used for any other reason whilst on 
school premises. No other pupil other than the owner of the personal IT device may use it in School. 
 
Individuals must provide their own IT device and parents should take out suitable insurance cover. The IT device 
remains the responsibility of the individual and when not being used in class must be stored in a safe designated area 
such as the ‘Laptop Hotel’ in the School Office. It must be taken home every night and charged. 
 
The IT device remains the sole responsibility of the pupil and parent. With regret, the School will not be able to assist 
with any technical issues arising with personal IT devices. 
 
If pupils are required to hand in work at the end of a lesson they must save it onto a memory stick for the teacher to 
print out. Pupils should have memory sticks for this purpose. Homework deadlines must be met the same as any other 
pupil – work can be emailed to staff if mutually agreed. 
 
In order to be able to use a personal IT device in class pupils must be able to type at a speed deemed sufficient by 
School to be sufficient for them to keep up in class. Pupils will be required to attend touch typing classes to enable 
them to reach an adequate level of proficiency and develop their touch typing skills. All pupils who use a personal IT 
device are required to take a touch typing assessment and to take further regular assessments to monitor their touch 
typing skills and progress. 
 
Pupils must demonstrate to the Learning Enrichment Department that they can: 

• Type to a speed deemed sufficient by the School. 
• Set up a document unaided. 
• Lay out the page with date, title and class work / prep. 
• Set up subject folders. 
• Save work into the relevant folder. 
• Save work to a memory stick in the required format. 

 
Pupils and parents must sign the User Agreement (See Appendix 3, IT Acceptable Use Policy) to state that they will 
comply with the School’s BYOD Policy. Failure to comply will result in the pupil not being allowed to use their personal 
IT device in School. 
 
Laptop use in exams 
 
Pupils, who require the use of a personal / School IT device to support their educational and / or medical needs, are 
also allowed to use such facilities in internal and external examinations, provided that all specialist documentation is 
up to date. For external exams it is also a requirement that the use of an IT device is the normal form of written 
communication in School. 
 
The School will provide word-processing devices for exam purposes, as pupils are not allowed to work on their personal 
IT devices in exams. The school machines will be set up such that pupils are prevented from accessing spell-check, 
thesaurus, personal files, email or internet. Pupils will be shown how to use the IT device when they are set up as such. 
At the end of each exam, pupils will be required to print off their work and sign a cover sheet to confirm that the 
printed document is complete and is their work. 
 
See E-Safety, IT Acceptable Use and BYOD Policies. 


