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St Charles Catholic Sixth Form College  

SEND Information Report  

How does the College identify young people with special educational needs and 

disabilities?  

St Charles College works closely with local authorities through a consultation process as 

set out in the SEND Code of Practice 0-25 (2014).  The Head of Learning Support Mary 

Mc Hugh represents the College at Post-16 consultation events as required. Local 

authorities forward final/ draft EHC plans of learners who have named us as their first 

choice provider in their EHCPs and/or expressed an interest in coming to the College.  

The College then assesses the needs to ascertain if they can be met within the college 

provision and responds to the LA outlining needs and how these can be supported at St 

Charles including levels of support requiring funding. Close liaison is maintained with 

the relevant schools, professionals and families involved as part of this process to 

capture information effectively prior to enrolment and to inform 

course/provision/support needs.   

There are multiple opportunities for students to disclose and for staff to identify SEND 

needs. All students who have a SEND or additional need (and do not hold an EHC plan) 

are given the opportunity to disclose on entry; at the application, interview, enrolment 

and post-enrolment stages. All SEND students are interviewed by a member of the LS 

team where possible. The College also has a clear protocol which is communicated 

clearly and regularly that encourages teaching staff to raise any concerns they have 

about students’ needs with the Learning Support team.  Learning Support Referral forms 

are made available for staff on line and in the staff room and the College’s monitoring 

cycle and procedures provide additional and valuable opportunities for the 

identification of student needs. Individual departments do their own initial assessments 

customised to their curriculum areas and referrals for learning support are made as 

appropriate. Students can also self- refer to the provision and this is communicated via 

the normal college communication systems.   

Once concerns are raised, the Head of Learning Support interviews named learners to 

discuss more specifically their needs and to target intervention and provision to meet 

their needs. Further assessments are conducted as required by our in-house specialist 

team of assessors and the results used as evidence for exam concessions in public 

examinations as appropriate.   

Information is  collated and recorded on the College’s SEND Register which is 

maintained by the Head of Learning Support and this is made available to staff and 

updated termly. More detailed information is distributed on high need students in the 



 

Page 2 of 12  

form of a Headlines booklet at the start of the academic year and all students on the 

SEND Register are flagged on the College Portal system.  

How does the College provide support for students?  

The College employs a wide range of strategies for meeting a range of special 

educational needs. We provide additional learning support for students whose special 

educational needs fall into the 4 categories of need (SEND Code of Practice 2014):   

• Communication and interaction 

• Cognition and learning 

• Social, emotional and mental health difficulties 

• Sensory and/or physical needs 

& 

Other - This includes support for other vulnerable and low ability groups in the 

College. Students 3 years or less in the country whose first language is not 

English-EAL, students with medical needs which affects their learning and any 

student identified with general learning support needs which act as a barrier to 

their learning/progress fall into this category. 

These areas give an overview of the range of needs to be planned for but at St Charles 

we do not aim to simply fit a student to a category. The College adopts a holistic 

approach when considering and providing for the needs of students in an inclusive 

environment.  We operate a whole student, whole college approach to the identification 

and provision of support.   

Support is in the first instance provided via high quality, differentiated teaching and 

having the highest expectations for all in class. Students with SEND are integrated within 

St Charles with appropriate support in and out of class on an individual or small group 

basis provided by a team of specialist and experienced learning support teachers and 

assistants as required. The level of provision a student is given is decided at the 

application/enrolment stage or when the student is placed on the SEN Register. This is 

reviewed and updated in year as needs are identified or change.  

Each high needs student is allocated a designated caseworker who is a member of the 

learning support teaching team. The case worker oversees the student’s journey at 

SCC. By the first half term of the academic year, a Student Information Sheet is issued to 

all subject/pastoral staff for each high needs student on our SEND Register by the case 

worker. This summarises background information, learning needs and recommended 

strategies to best support the individual. This helps curriculum teams/teachers to plan 

and differentiate for varying needs.   We also issue Key Points SIFs for other named 

students on the SEND Register depending on needs.   

The College has contacts with the Sensory and Language Impairment Team to support 

deaf and visually impaired students. We currently work in close partnership with the 

Vision Support Service who advises us on meeting the needs of our students with vision 

impairments and arrange for the provision of specialist resources/equipment. Students 
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with physical or sensory disabilities are integrated through modifications to the site and 

resources so both are fully accessible for them.   We maintain strong contacts with the 

Speech and Language Therapy service (SALT) who provide assessments, advice and 

active help for students with speech and language difficulties.  We liaise with borough 

educational psychologists and occupational therapists to provide high quality support 

for students with complex learning difficulties and their teachers, offering staff 

consultation, advice and monitoring. We have strong links with Mental Health Services; 

CAMHS and Adult Mental  

Health Services in addition to links with external organisations such as Ambitious About 

Autism, ADHD, and   

Dyslexia Action who support and advise and we liaise with other health services as 

required. The   

College has a dedicated team of Pastoral Managers, a counsellor and a college nurse 

who works at St Charles one day a week who all provide pastoral support. The team 

work closely with the learning support department and relevant external agencies to 

support students.  We believe everything works better if done in partnership, this 

means internally with cross-college teams working together or with external 

organisations and professionals. All of the above ensures a coherent service is provided 

for students with specific needs including, learning, medical, social, emotional, physical 

or sensory needs.   

Students are supported according to their level of need and we use the teaching and 

learning strategies provided by the external agencies/professionals to extend and 

develop our understanding and knowledge of ways of working with students with 

particular difficulties to ensure that we improve their outcomes. If any additional 

specialist support is needed an application is made from the LA high needs block by the 

Head of Learning Support.   

Arrangements are made for students needing special arrangements for exams and the 

evidence held in the centre. This includes carrying out assessments for exam access 

arrangements by our inhouse specialist team of assessors, making modifications for 

exams as required, organising centre agreed concessions and liaising on the 

scheduling of exams for SEND students.   

How will the curriculum be matched to meet students’ needs?   

St Charles College is committed to an Equality and Diversity policy which in all 

circumstances, will seek to avoid discrimination on the grounds of all of the protected 

characteristics in line with the requirements of The Equality Act 2010. Students with 

SEND needs are admitted on the same basis as other students. No one is refused on the 

grounds of need or disability provided the College feels they can access the curriculum 

and achieve their qualification aim with the necessary support. St Charles College is a 

mainstream provider and all courses are available to SEND students depending on 

course requirements. We celebrate the diversity of our student community and strive to 

ensure that students, of all abilities, are given every opportunity to succeed. We 
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promote high standards of education for students with additional needs by providing 

additional learning support to ensure equality of access to the curriculum and all 

college facilities.    

The Learning Support team alongside other college teams can provide individual 

support for students with an additional learning need. This can include:   

• A welcoming, supportive and inclusive environment.  

• Maintaining a responsive and high quality LS provision that meets the needs of 

students.  

  

• A close relationship between curriculum, learning support and pastoral teams in 

the College.  

• The subject teacher will adapt lesson planning and teaching to match the ability 

of SEND students.  

• Learning Support assistants for students on EHCPs to support in class through 

liaison with the teachers, note taking, adapting materials, providing examination 

support and out of class support for organisational and study skills etc.  

• Out of class academic support for other vulnerable or low ability students as 

identified.  

• Small group specialist interventions for literacy or numeracy as required.  

• Drop in sessions to LS for vulnerable students during unstructured time.  

• Access to LS for students who may need time out to support their emotional, 

social or mental health needs.  

• Specialist teacher assessments for access arrangements.  

• Support for students who have a mobility difficulty or other medical needs.  

• Additional pastoral support for identified students.  

• Continuous review and assessment of academic and pastoral needs including 

referral to other agencies and their involvement as appropriate.  

• Liaison with a range of external professionals including SALT, CST, OT, CAMHS 

and other medical professionals as needed.  

• Additional specialist advice is sought when necessary and accessibility aids and 

equipment and/or technology obtained to support access to learning and greater 

independence.  

• Specialist careers advice.  

• Advice on Higher Education including support with UCAS applications and DSA.  

Feedback from lesson observations and tours reviews and where necessary, improves 

teachers’/learning assistants’ strategies employed to meet SEND students being 

supported.   

How will the College monitor students’ progress?   
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Students’ progress is continually monitored through the College’s monitoring cycle.  

There is a robust system with key review points with students encouraged to own the 

review.  Progress and support is recorded on the College’s MIS system through the 

Individual Learning Programme system and logged on the student’s individual pastoral 

profile. Reports are issued to parents/carers twice a year. Students who are considered 

at risk are referred to the learning support and/or pastoral teams for interventions to 

help raise achievement and aid progression. Joint meetings between 

curriculum/pastoral/learning support are convened with the student and their 

parents/carers in cases deemed necessary to ascertain and confirm the extent of the 

intervention required. There is also on going observational monitoring by LSAs and 

class teachers.    

The learning support team of teachers and learning assistants meet regularly to discuss 

the progress of SEND students. EHCP students’ long and short term objectives are 

shared with their class teachers and learning support staff, and monitored at key 

monitoring points in the year by their case worker.  The Learning Support department 

convenes a case conference of teaching and pastoral staff internally which serves as a 

sort of ‘shout’ on these students and this information feeds into the student’s annual 

EHCP reviews in line with statutory requirements as identified in the SEND reforms.  The 

views of students, parents/guardians/carers, teachers, specialist teachers and 

professionals contribute towards the review and assessment of progress made by the 

student through these meetings.  In addition there are parents evenings and 

progression evenings where parents have the opportunity to meet staff and discuss 

progression pathways. Detailed records are kept of results and progression of all SEND 

students at the end of an academic year and reported on in the Department SAR which 

feeds into the College SAR as reported to governors.   

What support will my child receive to help support their well-being?   

The College and learning support department both provide excellent opportunities for 

personal development and welfare for all students. There are solid support mechanisms 

in place at all levels to ensure all students are supported and given the opportunity to 

achieve their goals and reach their full potential.   

Firstly, there are strong pastoral systems and procedures in place in the College. Each 

student has a personal tutor who is responsible for well-being and tutor groups belong 

to a Division which is overseen by a Pastoral Manager.  Students have access to learning 

support, pastoral mentors, a school nurse and additional counsellors both internal and 

referred externally when appropriate.  High need students are assigned to learning 

support staff who act as their caseworker and main link overseeing their academic and 

personal development during their time at St Charles. There is a comprehensive tutorial 

programme which supports the development of the whole person.  We seek to 

empower our students in their transition to adulthood and consider each individual’s 

well being to be of the utmost importance in this development. The tutorial programme 

and the College’s wide ranging enrichment programme encourage students to take 
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advantage of all the opportunities available to them and in many cases to create some of 

their own.  We place a priority on considering the needs of the whole student 

experience which includes not just the special educational needs but also other areas 

that impact on their personal development and well-being. Emphasis is placed on 

promoting the importance of staying safe, both in and out of college and in particular 

online and the importance of British Values.  Prevent and a range of other sensitive 

issues such as mental health awareness are covered in division assemblies and are 

further discussed at
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tutor group and LS Department level. Opportunities are provided for students to reflect 

on and challenge themselves and one another in relation to their understanding of 

equality issues especially in contemporary youth culture where misogyny and 

homophobia are highly prevalent, and to work with and celebrate diversity, 

challenging prejudice and discrimination when they encounter them and equipping 

them to overcome barriers.  There is an emphasis on catholic values throughout and 

creating a strong sense of community built on positive relationships between all 

members of the community. There are many charity events and some of the topics 

above are also covered in the College’s General RE programme which all students 

attend. The development of soft and employability skills is also prioritised as is 

developing skills for independent living.   The tutorial and enrichment programmes has 

links with a myriad of external agencies/services to provide support and opportunities 

for all students of all abilities. Students are encouraged to take up some well publicised 

extra-curricular and fitness activities to cope with the stresses of modern life.     

   

There is a well understood and effective safeguarding policy and procedure and 

learners know how to protect themselves. All students are made aware of what to do if 

they feel unsafe, are being bullied or have any concerns about another student. There 

are bullying and safeguarding policies and designated safeguarding leads are known 

and their photos displayed in the college.    

   

There is an IT policy and guidelines for students on how to stay safe on the internet. This 

is communicated during induction and tutorial. The College has e-Safety software which 

monitors and reports concerns.  A special e-safety training session is scheduled for 

SEND students.   

   

All visitors to the site are vetted and the college has an ID policy which requires all staff, 

students and visitors to the site to carry ID. This reduces the risk of unwanted visitors 

being able to access the site and supports good behaviour at the college.   

   

The Learning Support Department supports and enhances all of the above and extends 

opportunities for SEND students through their own programme of enriching activities 

based on current students’ interests and aptitudes. There is currently a thriving 

Japanese Club, games club, social interaction group, reading club and a wide range of 

student led activities boosting participants’ confidence and self- belief. Some recent 

examples include events commemorating Holocaust Memorial Day and International 

Women’s Day and there are many social and fund raising activities and some powerful 

student voice activities.   

   

The Department has forged links with mainstream and specialist schools to support 

students transferring to St Charles and with relevant external organisations to support 

the well-being of SEND and other vulnerable students as required.  We work closely 

with them and the College’s careers adviser to advise and place students progressing 

to work or training. Learning support staff accompany students on wider curriculum 

educational visits/trips ensuring equal access for SEND students, including those with 

medical conditions and they accompany students for work   
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experience interviews and visit them during their placements. The department ran a 

successful  

employability project for high need students in 2017-18 working with a local 

organisation. We work closely with the College’s careers adviser on students 

transitioning to higher education and together are building up a useful bank of 

knowledge of the facilities and provision of various universities for SEND students. We 

liaise with the university’s disability officers and organise visits as well as writing DSA 

reports for students.    

What training have the staff supporting young people with SEND had?   

The College has high regard for the professional development of all our staff and 

understands the importance of having a highly qualified workforce. In order to maintain 

and develop the quality of teaching and support and to respond to the strengths and 

needs of all students, all staff are encouraged to undertake training. Priorities for 

college wide training are drawn up and reviewed annually by the Senior Management 

Team and linked to the College’s staff development plans.  Safeguarding and Equality 

and Diversity training are compulsory and undertaken annually by all staff.   

All staff complete an induction programme and there is an extensive programme of 

ongoing internal training designed to meet the needs of all learners. All newly 

appointed staff meet with the Head of Learning Support on taking up their post and the 

College’s SEND provision; systems and procedures are explained.  Guidelines for 

Working with SEND students are updated and distributed annually by the Learning 

Support Department to all staff and Guidelines for Teachers and LSAs Working Together 

are circulated. In addition all staff teaching and supporting high need students are 

briefed on these students’ needs and recommended strategies to support teaching and 

learning outlined. Teachers of high need students are invited to contribute to case 

conference in- year to discuss the needs of these students. These forums help to share 

good practice and identify any additional staff training needs. A rolling programme of 

cross-college SEND training is organised for staff as part of the College’s Twilight Staff 

Development programme. The most recent examples of this include Raising Awareness 

About Autism training delivered by Ambitious About Autism organisation for targeted 

staff and two in house training sessions on SEND areas open to all college staff.   

Members of the Learning Support team are supported/funded in their continuing 

professional development by the College and in response to the developing/emerging 

needs of students. Training accessed by team members is shared in department 

meetings and/or by report. Line management documentation and the Department’s  

Self-Assessment Review and Quality Improvement Plan summarises the opportunities 

for training annually, reflecting the overall priorities of the department and  capacity to 

improve, which are tailored to best meet the needs of the current SEND students.  

Specialist training is provided as required. The Head of Learning Support attends 

national and local forums and events to keep up to date and is a member of     
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NASEN. Two members of the team are members of PATOS and are our in house 

qualified specialist assessors for exam concessions and they write DSA reports for SEND 

students progressing to university.  All team members have made full use of specialist 

support services and have established strong links with external professionals in 

support of SEND students.   

   

Training is provided for Governors as appropriate and the Head of learning Support has 

requested to meet annually with the designated safeguarding governor.   

   

How accessible is the College environment?    

   

The College is accessible for wheelchair users, students with physical disabilities and 

those with sensory impairments.  An Accessibility Plan audits and reviews the current 

situation and/or plans for future development.  Further adaptations however would be 

needed to accommodate severely hearing impaired students. The College has disabled 

toilets and lifts in all buildings.  There is reserved parking for disabled users in the car 

park. We work with outside agencies to ensure the site is accessible for all learners.  An 

environmental audit was undertaken for a student with a severe visual impairment and 

appropriate modifications made to the site. Extra-curricular and trips are accessible to 

SEND students.   

   

The Learning Support Area has access to a suite of 5 rooms equipped with differentiated 

resources; textbooks, computers/macs, interactive boards and software to support 

individual SEND students’ needs.  We also have laptops and iPads for student use in and 

out of the classroom. The accommodation is versatile and flexible allowing for students 

to be taught individually or in small groups or independent work. One of the rooms is 

made accessible to SEND students to provide a quiet space for students (e.g. with 

autism and sensory sensitivities) at lunch times who find the college canteen 

environment busy and consequently overwhelming.    

   

How are the parents/ carers involved in the College?    

   

There are several ways in which the College engages with parents/guardians/carers.  

These include:   

 Local offer information.   

• Open Evening/mornings/visits.   

• A regular cycle of parents’ evenings to report on students’ progress with learning 

support staff available to discuss any issues.    

• Invitations to Annual Review meetings for those learners with an EHCP (or 

statement of educational need).   

• Regular updates from personal tutor/pastoral, subject teachers and/ or Learning 

support staff which are recorded on the college system. All high need students 

are assigned to a personal tutor who is also a member of the learning support 

team which assists with   
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communication. Other SEND students with significant needs but who do not hold 

an EHCP are also placed with learning support tutors where practical.   

• Progression evenings.  

• Parental access to the portal to view attendance, punctuality and individual 

student’s profile.  

• Informal communication is encouraged via email and telephone and/or face to 

face as required.  

• Parents invited to meetings to discuss strategies used at college to support 

students at home for a joint learning approach.  

• Links with/to external agencies to support the student/family.  

• Occasional parent forums are being developed.  

• Celebrating events for SEND students and their parent(s)/guardian(s).  

What arrangements does the College make for consulting young people with 

special educational needs and disabilities and involving them in their education?   

The Head of Learning Support attends Post-16 open evenings at specialist schools in the 

borough to meet and consult with young people with SEND needs and discuss their 

aspirations.  Students with   

SEND needs (with parents/guardians/professionals) are invited to the College’s Open   

Evening/mornings and any student who expresses an interest in applying to St Charles 

is given an additional opportunity to visit the Department at any stage. The interview 

and enrolment process is fully inclusive and promotes equal access in accordance with 

our admissions and equality & Diversity policies. Students with SEND needs follow the 

same courses as other students depending on course requirements and individual 

needs which are discussed at interview.  Targeted SEND students are invited to a 

transition event in the summer term to help them with their move to sixth form.    

We maintain an on-going dialogue with students identified with SEND needs throughout 

the year ensuring their educational needs are met including raising awareness and 

consulting with them over any access arrangements for examinations.   

The College takes the student voice very seriously. We have a student council formed 

from across the college student community and a number of tutor group representatives 

are SEND students.  In addition the Learning Support department provides a variety of 

opportunities for SEND students to share their views and experiences of the provision 

ensuring the voice of the learner is used to shape provision and quality improvement. 

This takes the form of focus groups, on line surveys and most recently a very successful 

Student Conference and Question Time event. There is also representation of SEND 

students on college wide forums e.g. the Equality and Diversity committee   

and beyond. For example a group of St Charles students contributed to a borough wide 

review of the local offer website and other SEND students sit on external panels/groups 
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from time to time.  There are also many student led initiatives in the Department 

working in consultation with staff which reflects involvement in their education.   

How do I make a complaint?  

We strive at all stages to work collaboratively with students and 

parents/guardians/carers and encourage an on-going dialogue. We aim at all times to 

be open and self-critical. We encourage complaints and the identification of any areas 

of concern from all parties and use them to improve quality.  In the first instance, each 

member of the learning support team will always work to find a solution that is 

acceptable for all concerned.  However if a  student,  parent or guardian wish to 

complain about any aspect of the provision  they should  contact the Head of Learning 

Support Mary Mc Hugh who will work to resolve the issue. In the event of a student, 

parent or guardian believing that their complaint has not been satisfactorily resolved, 

the matter should then be referred to the College Principal, Mr Martin Twist.   

In addition if the complaint concerns any aspect or conflict with the provision for the 

specific needs of a student as outlined on their EHCP (or statement of educational need) 

this can be  resolved through the disagreement resolution services provided by the 

local authority (Code of Practice complaints for parents/students).   

Who can I contact for more information?  

Head of Learning Support - Mary McHugh mmc@stcharles.ac.uk  

Where can I find information on where the local authority’s local offer is 

published?  

http://www.rbkc.gov.uk/localoffer (RBKC & Westminster)  

We recruit students from over 150 different schools so work closely with other local 

authorities also e.g.  we currently have students with EHCPs from Barnet, Brent, 

Camden, Ealing, Hammersmith & Fulham, Harrow, Richmond, Southwark and 

Wandsworth.  
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