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1. Safeguarding Policy —

1.1 Introduction and Purpose

This is the shortened Safeguarding and Prevent Policy for SENse Learning. The full policy can be
found as a separate document. The policy is followed by all members of the Organisation and
promoted by those in the position of leadership within the Organisation. SENse Learning recognises
that it has an explicit duty to safeguard and protect children, young people and adults at risk from
abuse as defined in the Children’s Act 2004, section 175 of the Education Act 2002, Working
Together to Safeguard Children 2018, Keeping Children Safe in Education 2022 (DfE) and the
Prevent Duty as outlined in the Counter-Terrorism and Security Act 2015.

SENse Learning know that being a young person makes them vulnerable to abuse by adults. The
purpose of this policy is to make sure that the actions of any adult in the context of the work carried
out by the organisation are transparent and safeguard and promote the welfare of all young people.

Safeguarding looks at preventative action and covers the full range of measures in place to protect
children, young people and adults at risk from potential dangers, including the safer recruitment of
staff, and is therefore a preventative approach.

The term ‘safeguarding’ is defined by the Children’s Act 1989 and The third Joint Chief Inspectors
Report on Arrangements to Safeguard Children (2008) as:

'The process of protecting children from abuse or neglect, preventing impairment of their health
and development, and ensuring they are growing up in circumstances consistent with the
provision of safe and effective care that enables children to have optimum life chances and enter
adulthood successfully.'

1.2 Roles and Responsibilities

Designated Safeguarding Lead — Lucy McMann (Managing Director of SENse Learning)/Lucy
McCully (Welfare Lead)

Deputy DSL's — Sophie Amos (Operational Director), Sian Byrne (Area Lead), Hilary Hutchinson
(Area Lead) and Linda Sampson (Centre Manager)

Independent Safeguarding Advisor — Paul Noke

1.3 Procedures

e All staffand Associates have yearly safeguarding training

e Associates and staff know itis theirresponsibility toreport and record

e Associates and staff know they have a duty to report to the DSL's withinthe
organisation

e Associates know that to report they have to fill out a safeguarding concern on
LearnTrek which immediately comes through to the DSL's. They know if they feel
a child or young person is at risk of immediate harm to call through to Lucy
McMann/McCully or one of the deputies if they cannot get through to her

e The DSL's have undergone the correct training and know the procedures for
reporting a concern. They are aware of the different Local Authority Threshold
documents
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e The Organisation knows it is their responsibility to keep all children and young
people safeguarded and knows their duty in reporting a concern to the relevant
bodies

2. Admissions Policy
2.1 Introduction & Purpose

This policy is the Admissions Policy for SENse Learning which will be followed by all members of the
Organisation and promoted by those in the position of leadership within the Organisation. This
policy will be applied to all referrals to SENse Learning.

2.2 Policy Principles and Values

e The Organisation will provide highly specialised and flexible education programmes to
children and young people with additional needs ranging from complex autism including PDA
and/or social communication needs to developmental trauma/attachment disorder, ADHD
and clinical anxiety or related mental health issues

e The Organisation will provide a bespoke package for children and young people up to the age
of 25 with EHCP's who are out of school or struggling to attend school or NEET (if over 16)

e The Organisation will form professional working relationships with all children and young
people as well as their families

e The Organisation understands that schools or colleges are not always the most appropriate
learning environments for children and young people with complex needs at different points
in their life

o The Organisation will think about next steps and long-term outcomes to support with future
transitions

e The Organisation will be open and honest in the communication with families and the local
authority if we believe a child or young person’s needs could be better met elsewhere

e The Organisation will treat all applicants equally regardless of race, religion, gender,
disability, sexual orientation, background or any other factors

e The Organisation may utilise a waiting list should the provision be full

e The Organisation may refuse an offer of provision if we feel we cannot meet a child or young
person’s needs safely within the provision

2.3 Procedures
A formal referral can be made through the LA and/or a school. A referral of interest can
be made through a parent or carer but will then be taken up directly with the
allocated case worker within the local authority. Once a referral form is submitted,
together with the EHCP, an assessment process takes place:

1. Thereferraldetailsand EHCP are reviewed by the Leadership team
2. Aninitial assessment is made on whether we can meet need
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3. If we feel we can meet need, we will contact parents / carers to arrange a home
visit. A risk assessment and student plan will be written in this meeting as part of
the assessment process

4. A final decision will then be made on whether we can meet need unless more
information is required

5. Ifan offer of provision is made, a costing provision map will be sent to the
case worker and/or school. If agreed, Associates will then be allocated, and we
will endeavour to start the following half term, if not before

6. Awelcome booklet and transition timetable are sent to parents / carers in advance
of the contract starting

If you feel we could meet your child or student’s needs please contact our admin team to
make a referral — admin.team@sense-learning.com

3. Behaviour and Physical Intervention Policy

3.1 Introduction & Purpose

This policy is the Behaviour and Physical Intervention Policy for SENse Learning which will be
followed by all members of the organisation and promoted by those in the position of leadership
within the organisation. This policy will be applied to all students and SENse Learning Associates.

3.2 Policy Principles & Values

The Organisation wants all Associates and students at SENse Learning to feel and stay safe
The Organisation wants to give all students at SENse Learning the skills to access a wide
range of opportunities available to them

The Organisation wants to help all Associates and students to learn how to keep ourselves
and others safe

The Organisation wants to help others learn how feelings can affect behaviour and our
behaviour can affect other’s feelings

The Organisation understands that all behaviour is communication

3.3 Procedures

Teaching and supporting SENse Learning students

Students’ social and emotional wellbeing is at the forefront of what the organisation does
The Organisation will teach students methods to manage their emotional regulation and
provide techniques to help them manage their anxieties

The Organisation will support students in how to feel and stay safe and give them positive
ways of communicating their feelings

The Organisation will use positive reinforcement to highlight safe ways to behave
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Recording and use of physical intervention

e Associates are trained in techniques to de-escalate a situation safely through MAPA
techniques

e Students will have an Individual Plan which will detail specific information about any
triggers and will also act as an individual risk assessment

e Where an Associate is on a 1:1 basis with a student, physical intervention will only be used
when a student , family member or Associate are at risk of serious physical harm. Parents will
be present in the home where 1:1 staffing is used (in some situations this may not be needed
but this will be established with the Directors or Area Leads)

e Where an Associate is on a 2:1 basis with a student, physical intervention will only be used if
necessary where the student, public or Associate is in immediate danger, and the police
should be called to support the situation

e Associates will record behaviour incidents through LearnTrek (a separate form is necessary
for any PI). This will be fed back to parents through Associate handover or from the Case Lead

e Associates will record any physical intervention through an online form which will be added
to the student’s folder. This must be bought to the attention of Sophie Amos, Operational
Director

4. Positive Touch Policy

4.1 Introduction & Purpose

This policy is the Positive Touch Policy for SENse Learning which will be followed by all members of
the Organisation and promoted by those in the position of leadership within the Organisation. This
policy will be applied to all students and SENse Learning Associates.

4.2 Policy Principles & Values

e There can be positive physical contact between Associates and students. This is not physical
contact that, in any way, seeks to establish authority over a student, but that which provides
comfort; eases distress and signals care as would be expected between good parents and
their children

e Touch can be an important part of care and can give welcome reassurance or comfort to the
student

4.3 Procedures

e Associates must bear in mind that even perfectly innocent actions can sometimes be
misconstrued and must therefore conduct themselves accordingly

e Associates should therefore respond to students in a way that gives expression to any
appropriate level of care, and to provide comfort to ease a student’s distress whilst at the
same time protecting against the physical contact being misinterpreted by the student

e If any Associate, at any time, thinks that an action may have been misinterpreted, or may
lead to a complaint, they need to feel confident to self-report so that the matter can be
recorded fully, and the manager can assist any debrief with the student and their parents
which may be necessary

e Any form of physical contact that a reasonable person would judge to be a conscious, self-
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e aware, reasonable and a justifiable act is acceptable. Associates are advised to ensure their
actions are acceptable to the student

e A high proportion of students with emotional and behavioural difficulties may have
experienced sexual and/or physical abuse. Associates need to ensure that any physical
contact is not misinterpreted

e If, at any time, a student demonstrates verbally or otherwise that he, or she, is not
comfortable with physical contact, where appropriate Associates should respect this

e Physical contact should never be secretive, or for the gratification of the Associate and in
any way that may be considered indecent, or represent a misuse of authority

e Associates need to be aware that different cultural factors may apply

e Age and maturity factors should be considered in deciding appropriate physical contact

e Where an Associate feels that it would be inappropriate to respond to a student seeking
physical contact, the reasons for denying this should be explained to the student, and the
student should be comforted verbally as necessary

e Theissue of personal contact in general, should be raised in interviews and induction
training for Associates and discussed in staff development and supervision

e Students should be given advice and guidance with regard to socially
appropriate/inappropriate times/places/situations to seek physical comfort where
necessary

e Any personal care or restrictive physical intervention should be carried out in line with the
student’s individual learning plan and risk assessment which are approved by parents and
management

5. Lone Working Policy
5.1 Introduction & Purpose

This policy is the Lone Working Policy for SENse Learning which will be followed by all members of
the Organisation and promoted by those in the position of leadership within the Organisation. This
policy will be applied to all students and SENse Learning Associates.

5.2 Policy Principles & Values

e The Organisation recognises that some students require 2:1 staffing whilst other students
require 1:1

e 1:1workingintroduces risks into the setting which must be managed appropriately

e The Lone Working Policy should be read alongside the Safeguarding Policy and Keeping
Children Safe in Education 2021

5.3 Procedures

e The Organisation will ensure any 1:1 working is agreed by parents or carers and a Director or
Area Lead, these arrangements and agreements will be documented in the student’s
individual learning plan

e The Organisation will ensure that all Associates have a clear enhanced DBS check and barred
list check before working 1:1 with any student (this is the case for all Associates but is
particularly important for 1:1 working)
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e The Organisation will only approve 1:1 working for a student where it is in line with parental
preference and where the student does not have any history of challenging or risky
behaviour, if a student who is working 1:1 begins to display risky or challenging behaviour
then this should be immediately reviewed and the student will need to be moved onto a
programme with 2:1 staffing

e The Organisation requires all Associates to raise any concerns with the Directors or Area
Leads at the earliest opportunity

e The Organisation requires all Associates to always follow the staff code of conduct
6. Anti-Bullying Policy
6.1 Introduction & Purpose

This policy is the Anti-Bullying Policy for SENse Learning which will be followed by all members of the
Organisation and promoted by those in the position of leadership within the Organisation. This
policy will be applied to all students and SENse Learning Associates.

6.2 Policy Principles & Values

e The Organisation is committed to developing an anti-bullying culture where the bullying of
adults and students is not tolerated in any form

e The Organisation defines bullying as “behaviour by an individual or group, repeated over
time that intentionally hurts another individual either physically or emotionally” (DfE
‘Preventing and Tackling Bullying’, July 2017)

o The Organisation recognises bullying as a form of peer-on-peer abuse. It can be emotionally
abusive and can cause severe and adverse effects on children’s emotional development

e The Organisation recognises that all forms of bullying, especially if left unaddressed, can
have a devasting effect on individuals; it can create a barrier to learning and have serious
consequences for mental wellbeing

e By effectively preventing and tackling bullying, SENse Learning can help to create a safe and
disciplined environment, where students are able to learn and fulfil their potential

6.3 Procedures

e The Organisation will monitor and review the anti-bullying policy and practice on a regular

basis

e The Organisation supports Associates to promote positive relationships to help prevent
bullying

o The Organisation will intervene by identifying and tackling bullying behaviour appropriately
and promptly

e The Organisation will ensure our students are aware that bullying concerns will be dealt with
sensitively and effectively; that everyone should feel safe to learn and abide by the anti-
bullying policy

e The Organisation recognises the potential impact of bullying on the wider family of those
affected so will work in partnership with parents or carers regarding all reported bullying
concerns and will seek to keep them informed at all stages

e The Organisation will deal promptly with grievances regarding the Organisations response to
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bullying in line with our complaints policy

e The Organisation will utilise support from the LA and other relevant organisations where
appropriate

e The Organisation will support students and Associates who have been bullied and those who
have perpetrated bullying

e The Organisation will create and support an inclusive environment which promotes a culture
of mutual respect, consideration and care for others, which will be upheld by all

e The Organisation will openly discuss differences between people that could motivate
bullying, such as: children with different family situations, such as looked after children or
those with caring responsibilities, religion, ethnicity, disability, gender, sexuality or
appearance related difference

e The Organisation will take the following steps when responding to all incidents of bullying
reported to SENse Learning:

o The Organisation will provide appropriate support for the person being bullied —
making sure they are not at risk of immediate harm and will involve them in any
decision making, as appropriate

o The DSL, or another member of the leadership team, will interview all parties
involved

o The DSL will be informed of all bullying issues where there are safeguarding
concerns

o The Organisation will speak with and inform other Associates, where appropriate

o The Organisation will ensure parents or carers are kept informed about the concern
and action taken, as appropriate and inline with child protection and GDPR

o If necessary, other agencies may be consulted or involved, such as the police, if a
criminal offence has been committed, or other local services including early help or
children’s social care, if a student is felt to be at risk of significant harm

o Aclear and precise account of bullying incidents will be recorded by the
Organisation in accordance with existing procedures. This will include recording
appropriate details regarding decisions and action taken

e The Organisation will take the following steps when responding to all cyberbullying concerns
reported to SENse Learning:

o The Organisation will act as soon as an incident has been reported or identified

o The Organisation will provide appropriate support for the person who has been
cyberbullied and work with the person who has carried out the bullying to ensure
that it does not happen again

o The Organisation will encourage the person being bullied to keep any evidence of
the bullying activity to assist any investigation

o The Organisation will take all available steps where possible to identify the person
responsible. This may include:

= Looking at the use of the school systems
= |dentifying and interviewing possible witnesses
= Contacting the service provider and the police, if necessary

o The Organisation will work with the individuals and online service providers to
prevent the incident from spreading and assist in removing offensive or upsetting
material from circulation. This may include:

=  Support reports to a service provider to remove content if those involved
are unable to be identified or if those involved refuse to or are unable to
delete content
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= Requesting the deletion of locally-held content and content posted online if
this is deemed appropriate by the Directors.

o Ensure that sanctions are applied to the person responsible for the cyberbullying;
the Organisation will take steps to change the attitude and behaviour of the bully, as
well as ensuring access to any additional help that they may need

o The Organisation will inform the police if a criminal offence has been committed

o The Organisation will provide information to Associates and students regarding
steps they can take to protect themselves online. This may include:

= Advising those targeted not to retaliate or reply

=  Providing advice on blocking or removing people from contact lists

= Helping those involved to think carefully about what private information
they may have in the public domain

7. Curriculum Policy

7.1 Introduction & Purpose

This policy is the Curriculum Policy for SENse Learning which will be followed by all members of the
Organisation and promoted by those in the position of leadership within the Organisation. This
policy will be applied to all students and SENse Learning Associates.

7.2 Policy Principles & Values

e The Organisation aims to provide a bespoke and individualised learning programme to all
students who access SENse Learning provision as part of their education

e The Organisation sets targets based on the WILL (wellbeing, interaction, learning and life
skills) framework, the student’s EHCP and their learning interests and needs

e The Organisation offers NCFE Functional Skills Qualifications from Entry Level 1 —Level 2, in
English, maths and ICT, as well as ASDAN Lifeskills Challenge, Short Courses and Arts Award
Discover and Explore levels

e [f astudentis below 12 years old, they will follow the Pre-Functional Curriculum for
academic progress

e Post 16 students' provision will have greater emphasis on career research and guidance,
work experience opportunities and developing independent living skills

e The Organisation offers the WILL Framework ®that also covers non-academic learning;
social skills, anxiety management, social communication programmes and independent
living skills. This is closely linked to the four areas of the EHCP

e The Organisation plans creatively and bases learning tasks, where possible, on the student’s
interests

7.3 Procedures

e Once an Associate has formed a trusting professional relationship with a student, the
Associate will baseline against the Functional Skills Curriculum or Pre-Functional
Expanded Curriculum which encompasses some aspects of the National Curriculum

e Case Leads/Associates will also baseline against our own WILL (wellbeing, interaction,
learning and life skills) framework® which encompasses the holistic offer

e The Case Lead will then write individual targets for each of the areas in the WILL
Framework ©including appropriate academic targets from either of the above curriculum,
which will be based on the EHCP and the personalised programme

10
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e The Case Lead and Associates working with the student will plan creatively for learning
objectives linked to their targets

e Targets are reviewed half termly and a report sent home to parents or carers, on-roll school
(if appropriate) and LA Caseworker

e If students are on a pathway to achieve a Functional Skills qualification, decisions around
when this will take place during the year will be made between the student, parent/carer,
Case Lead and the Associates

e Timetables will be individualised and may change termly as the student settles and their
needs change

e Sensory strategies and time for sensory regulation will be embedded into the student’s
curriculum

e Associates are observed throughout the year by Case Leads or a member of the Leadership
Team. They will write the observation up and suggest next steps, all of which will be fed
back to the Associates

SENse Learning wants every student to reach their full potential on a pathway that suits their social,

emotional and learning needs.

8. Assessment and Accreditation Policy
8.1 Introduction & Purpose

This policy is the Assessment and Accreditation Policy for SENse Learning which will be followed by
all members of the Organisation and promoted by those in the position of leadership within the
Organisation. This policy will be applied to all students and SENse Learning Associates.

8.2 Policy Principles & Values

e The Organisation aims to provide all students with the skills needed to access a wide range
of opportunities and experiences

e The Organisation aims to prepare all students for a fulfilling adulthood

e The Organisation will provide an appropriate level of progress and challenge, both in
academic learning and in personal and social development

e The Organisation understands that the complex needs of the students mean their tolerance
of demands placed on them can fluctuate from day to day or several times a day

e The Organisation believes it is important to maintain a balance between each student’s
learning needs and their emotional wellbeing

e The Organisation will support students to access qualifications through careful preparation
and implement processes to manage student’s anxieties around this

8.3 Procedures

e Once an Associate has got to know the student and they have built a trusting professional
relationship, the Associate will baseline against the Functional Skills Curriculum, Pre-
Functional Curriculum, and our own designed WILL Frameworlk®

e The Case Lead will then write targets which will be based around the EHCP and the
personalised programme

11
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e The Case Lead and Associates working with the student will plan creatively for learning
objectives linked to their targets

e The Organisation can offer Functional Skills qualifications in English, Maths and ICT; Entry

Level 1, 2 and 3 and Level 1 and Level 2 through NCFE. Students can take these assessments

in their homes or at the student centre. Students will be registered and then will complete
during the next assessment window
e |[f students are unsuccessful with their exams, they will be offered the chance to resit

More information on NCFE can be found in our NCFE policy

e The Organisation is not a registered centre for GCSE examinations, SATs or A-Levels. In
order for students to take these, they would need to be on an Outreach programme and
attending a school for part of their timetable

e Parents will receive reports which, if appropriate, will detail termly levels and progress made

9. NCFE Policy including Exam Administration
9.1 Introduction & Purpose

This policy is the NCFE Policy including Exam Administration for SENse Learning which will be

followed by all members of the Organisation and promoted by those in the position of leadership
within the Organisation. This policy will be applied to all students and SENse Learning Associates.
This policy covers the Functional Skills offer which is subject to scrutiny and enforcement by NCFE.

This policy forms part of a suite of policies, all of which are designed to;

1. Protect students who are registered with the Organisation
2. Minimise the risk of an adverse effect occurring
3. Help ensure Associates and students comply with all relevant legislation and guidance from NCFE

9.2 Policy Principles & Values

e The Organisation will abide by and follow the NCFE guidelines

e The Organisation wants every student to have the opportunity to gain a qualification
through SENse Learning

e The Organisation believes that GCSE is not the only route to be able to show a good level of
understanding and skill in English and Maths

e The Organisation will teach students the necessary elements of the Functional Curriculum
they will need to not only gain a qualification but apply their knowledge and understanding
in real life situations

e The Organisation will administer exams correctly

9.3 Procedures

e There is an appointed NCFE Exams Officer and Coordinator (Hazel Groves —
hazel.groves@sense-learning.com) who is the first point of call for NCFE matters including
suspected malpractice/maladministration

12
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e The NCFE Coordinator reports directly to the Directors and is appointed to ensure SENse
Learning adheres to all NCFE regulations for controlled assessments

e |tisthe responsibility of all Case Leads, Specialist Teachers and LSAs to report any NCFE
matters in accordance with this policy

e The Organisation can offer Functional Skills qualifications in English, Maths and ICT; Entry
Level 1, 2 and 3 and Level 1 and Level 2 through NCFE. Students can take these
assessments in their homes or at the student centre. Students will be registered and then
will complete during the next assessment window

e If students are unsuccessful with their exams, they will be offered the chance to resit

9.3.1 Administration

The administration and implementation of the Functional Skills offer is the responsibility of the NCFE
exams officer and co-ordinator (Hazel Groves), who reports directly to a Director (Sophie Amos) and
NCFE via our External Quality Assurer.

Itis the Organisation’s aim that all secondary aged students will leave us with an English and Maths
gualification appropriate to their level.

The following steps will be taken for approving and registering students for Functional Skills
qualifications:

1. Students are identified as suitable for the Functional Skills qualifications after starting with SENse
Learning by their Specialist Teachers and through discussions with the Case Lead

2. Students will be registered throughout the academic year for appropriate NCFE assessments when
the Case Lead feels the student is ready - both emotionally and in academic terms

9.3.2 Exam Procedures

Functional Skills assessments can be paper-based or taken online, depending on the needs of the
young person. For this purpose, SENse Learning maintains and supplies designated exams laptops.
The assessments can be taken in the students home or at another agreed suitable location such as
the student centre, with invigilation (for Level 1 and 2) being carried out by Case Leads or another
appropriate Associate.

9.4 Malpractice
For the purpose of this policy, ‘malpractice’ is defined as:

Any act, or failure to act, that threatens or compromises the integrity of the assessment process or
the validity of courses and their certification. This includes: maladministration and the failure to
maintain appropriate records or systems; the deliberate falsification of records or documents for any
reason connected to the award of certificates; deliberate acts of plagiarism or other academic
misconduct; and/or actions that compromise the reputation or authority of SENse Learning, its
management and employees.

SENse Learning will investigate all relevant cases of suspected malpractice and where appropriate

will advise the awarding body for the certificates, accepting that in certain circumstances the 13
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awarding body may take action of its own, including imposing sanctions.
9.4.1 Malpractice by students

Allincidents of suspected malpractice will be fully investigated, where there are sufficient grounds
to do so.

9.4.2 Malpractice by a SENse Learning Associate

Allincidents of suspected malpractice will by fully investigated, where there are sufficient grounds to
do so.

9.4.3 Possible malpractice sanctions

Following an investigation, if a case of malpractice is upheld, SENse Learning may impose sanctions
or other penalties on the individual(s) concerned. Where relevant we will report the matter to the
awarding body, and the awarding body may impose one or more sanctions upon the individual(s)

concerned. Any sanctions imposed will reflect the seriousness of the malpractice that has occurred.

A list of example sanctions that may be applied to a student, Associate, invigilator, or other officer
who has had a case of malpractice upheld against them can be found in appendix 3. Please note
that:

a) this listis not exhaustive and other sanctions may be applied on a case-by-case basis

b) where the malpractice affects the examination performance, the awarding body may impose
sanctions of its own

9.4.4 Reporting a suspected case of malpractice

This process is applied to all SENse Learning Associates, students, invigilators, and other Centre staff,
and to any reporting of malpractice by a third party or individual who wishes to remain anonymous.

Any case of suspected malpractice should be reported in the first instance to the Case Lead or the
Director.

A written report should then be sent to the person identified above, clearly identifying the factual
information, including statements from other individuals involved and/or affected, any evidence
obtained, and the actions that have been taken in relation to the incident. If this report is directed at
the Case Lead please report to the Director instead. If the report is directed at the Managing
Director (Lucy McMann) then report to the Operational Director (Sophie Amos), if the report is
directed to both Directors then report to the NCFE exams officer and co-ordinator (Hazel Groves)
who will liaise with the External Quality Assessor from the awarding body.

Suspected malpractice must be reported as soon as possible to the person identified above, and at
the latest within two working days from its discovery. Where the suspected malpractice has taken
place i