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Guidance for Completion 

The SEND Reforms placed a statutory requirement on education establishments from September 2014 to make information available to parents about how the establishment supports children and young people with SEND.  This information forms the main basis for your Local Offer.

As some concerns around the Local Offer have been raised, it was thought to be a good time for a review of the current Local Offers to take place and refreshed information distributed.

The guidance notes and template is designed to help you to pull together information so that parents of children with Special Educational Needs and or Disabilities (SEND) know what support they can expect if their child attends your establishment.  

The finished text is required by legislation to be published and will be looked at by OFSTED prior to any visit.

Here are the main things to ensure you comply

1. Publish your local offer on your own website.
2. Publish your SEN Report on your own web site
3. Link your local offer to your own web site home page
4. Include contact details of your SENCO 
5. Link to the Local Authority’s Local Offer www.lancashire.gov.uk/SEND 

6. Inform Lancashirelocaloffer@lancashire.gov.uk this is completed

Remember this is a separate legislation requirement to publishing your SEN Report. Your web site should hold both your Local Offer and SEN Report if required

The questions are intended as prompts and reflect key issues that parents have told us they would like to know about when deciding who could best meet their child’s needs.  You may also wish to consult with your own pupils’ parents about what to include in your Local Offer. 

In developing your own Local Offer you should be mindful that there is a requirement for a feedback facility to be available as part of the Local Offer and for responses to be given to any feedback received. 

Once you have updated your Local Offer and SEN report on your web site and have a link to your Local Offer and SEN Report on your own home page.

Please confirm by emailing Lancashirelocaloffer@lancashire.gov.uk
Subject heading for the email:

Local Offer (insert your establishments name). 

Email body 

I confirm that our Local Offer has now been published on the [insert establishment name] website. The home web page is (insert establishment home page web address) The SEN Report web link is (insert establishment SEN Report web link)

Promoting Good Practice and Successes

The Local Offer will give your setting the opportunity to showcase any good practice you have around supporting children with Special Educational Needs/Disabilities to achieve their full potential.  If you have any examples of good practice or success stories, we would encourage you to include these on your Local Offer web pages. For reasons of confidentiality, please ensure you do not use any personally identifiable information when using case studies to illustrate your setting's experiences of supporting children with SEND.
Guidance notes for each section required on YOUR Local Offer
	The Setting



	· What type of setting is it? 

What age group does the setting cater for – 0-4, 2-4 0-4 and before/after school clubs etc? 

How many children are you registered to take in which age groups? How are the age groups organised? 

Who are the key staff? (room leaders, manager/supervisor, SENCO, person with responsibility for behaviour, PICO, ENCO etc.)


	Accessibility and Inclusion 



	· How accessible is the setting environment? 

Is the building fully wheelchair accessible? Do you have accessible parking spaces? Have there been improvements in the auditory and visual environment? Are there accessible changing/toilet facilities? How do you improve access to the setting? 

· How accessible is your information - including displays, policies and procedures etc.

Do you have information available in different font sizes, audio information, Braille, other languages etc. How does the setting communicate with parents and families whose first language is not English? How is information made accessible to parents and families with additional needs?

· How accessible is the provision?

How is the room organised, how can it be changed to meet the needs of children with SEND? How do you make use of resources such as symbols, pictures and sign graphics to support children's access to resources? Do you have furniture such as height adjustable tables or alternative ways of presenting activities so that children can access them? 


	Identification and Early Intervention 



	· How does the setting know if a child needs extra help and what should a parent  do if they think their child may have special educational needs?

How do you identify children with special educational needs? (Refer to how you monitor children's progress - including the 2-3 year check)

How can a parent raise any concerns they may have? 
How do you access additional advice and support?  (Make reference to the setting's SEN/Inclusion policy and how this identifies the graduated response the setting follows).
· How are decisions made about how to support a child?
How do you determine and plan for additional support from within the setting? Describe the decision making process. Who will make the decision and on what basis? Who else will be involved? How will a parent/parents be involved?


	Teaching and Learning Part 1 – Practitioners and Practice



	· How is teaching and learning developed in nursery?

Provide a brief overview of the context of the EYFS and the requirements within it – SEN requirements within the EYFS. Organisation of the setting – areas of provision, enhancements to areas of provision etc.  

How is children's progress and development monitored?  (Baseline assessments?, termly reviews?, parent & key person conferences?, 2-3 year development check)

What is the role of the key person for all children? 

What are the setting's approaches to differentiation generally and for children with SEND? 

· How will the early years setting's provision and staff practice support a child?

What is the role of the key person where children have additional needs/SEND and senior staff i.e. room leader, the role of the SENCO? 

What is the setting's provision map and how is it used to support children learning and development? The use of TLPs to support children at Wave 2/3 of the provision map. 

How will you match provision to the learning and development needs of a child with SEND?  

· How will you help parents to support learning?

How do you explain to a parent(s) how learning is planned and how can parent(s) help support this outside of the setting? Which staff have a role in this and what is that role? i.e. PICO, SENCO, Key person? 

Do you offer any parent training or learning events? 

How do you find out about events provided by others and how do you let parents know about them? 

· How is a child able to express their views?

How are children encouraged to express their views? 

What resources or activities do you use that allow children to express their views? 

What do you ask children for their views about? 

How are children involved in the planning of their own learning and in reviewing their progress?


	Teaching and Learning Part 2 - Provision & Resources 



	· How are the setting’s resources used to support practitioners to meet children’s special educational needs?

How does the setting determine what resources are available to support them in meeting the needs of children with special educational needs and disabilities? 

How is the setting's funding allocated? If resources are required how are they sourced and purchased? 

If additional staffing is provided, how is this organised? 

How do you work with other professionals e.g. making key staff available to meet with/spend time with other professionals visiting the child?  Provision Mapping

· What specialist services and expertise are available at or accessed by the setting?

Are there specialist staff working at the setting and what are their qualifications? 

What other services does the setting access including education, health, therapy and social care services? 

· How is a child included in activities outside the setting including trips?

What adjustment will you make to ensure a child is able to access the activities of the setting and how will you assist him or her to do so? 

How do you involve parents/carers in planning activities and trips?


	Reviews



	· How do parents know how their child is doing?  

In addition to the normal reporting arrangements what opportunities are there be for parents to discuss their child's progress with the staff? 

How does the setting know how well a child is doing? 

How will parents know what progress their child should be making? 

What opportunities are there  for regular contact about things that have happened at in the setting e.g. a home nursery book

· How will parents be involved in discussions about and planning for a child’s education?

How and when will parents be involved in planning a child’s education? 

How are parents/carers involved in the setting more widely?


	Transitions



	· How does the setting prepare and support  a child to join the setting, transfer to a new setting or the next stage of education and life to ensure his/her well-being?

What preparation is there for the setting, parents and the child before he/she joins the setting?

How will a child be prepared to move onto the next stage?

What information will be provided to a new setting?

How will a new setting be supported to prepare for a child?  (Use of access action plans when children have known needs that may require more significant planning) 


	Staff Training


	· What training have the staff supporting children with SEND, had or are expected to have?

What number of staff hold what level of qualification? 
How many staff are in training to move up to next level? 
What level are the manager, SENCO, room leaders trained to? 
Do you have any/how many staff with EYPS? 
What experience does the staff team have of children with SEND? This should include recent and future planned training and disability awareness. In house and external training and 'on the job' experience including input from external professionals that has resulted in staff being 'skilled up' in particular areas. 
Are there any staff (e.g. within chains of nurseries) that are available to support you?  What qualifications/experience do they have? 
Do any staff have any specialist qualifications? 
Is the setting recognised/accredited as, for example, an 'I Can' nursery or does the setting have other quality assurance recognition related to SEND?


	Further Information 


	· Who can be contacted for further information?

Who should a parent contact to discuss something about their child?

Who else has a role in the education of each child?

Who can parents talk to if they are unhappy?

Does the setting have an open door policy?

What opportunities exist for discussions at drop off/pick up times?

Can appointments be made to see specific staff at specific times?

How can contact be made with specific staff (eg:  Phone, text, email, notes, home-nursery diary etc)
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