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1.0 Introduction  
 

Burton and South Derbyshire College (BSDC) is committed to providing a rich, challenging and 
differentiated curriculum in which all learners, including those with Special Educational Needs and 
Disabilities (SEND)* can achieve their maximum potential. Our Additional Learning Support (ALS) team 
aim to guide learners who have disclosed a disability, learning difficulty or medical condition. We will work 
together to remove barriers and ensure learners can develop their skills and become independent and 
successful, aiming to reach their full potential. Support will be organised and offered depending on each 
learner’s individual requirements and needs and in line with available college resource. 
 

Policy Title Prevent Policy 

Policy Summary This ALS and SEND policy will ensure that all learners with additional needs receive tailored 
support to help them achieve their full potential in an inclusive learning environment 

Policy Owner Learner Services 

Policy Version 3 

Approved By CMT 

Date Approved May 2025 

Distribution Intranet and Website 

Review Date May 2028 

Equality Impact Assessment Completed 

Noted Changes / Amendments 

Approval Date: January 
2025 

There are updates to the team and changes to titles of staff, we have also merged our Lift 
Policy into this Policy, as it is this team that administer and monitor the learner use of the 
lift, depending on physical disability or other health/physical need. 

Linked Policy/Documents 
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BSDC is committed to ensuring all aspects of the journey a learner with SEND, starting at the enquiry point 
up to progression, is relevant, collaborative and supportive.  In addition to the ALS team, BSDC operate a 
SEND group which includes a range of specialist managers within the organisation.  This group of staff 
meet regularly throughout the academic year and ensure that the College fulfil the requirements of the 
Special Educational Needs and Disability regulations including the SEND code of practice and any other 
relevant legislation. 

 
* A definition of a disabled person is someone who has: a long term mental or physical impairment which 
has significant impact on the person’s ability to carry out normal day to day activities. 
 
Learning Difficulties can fall into one or more of the following categories, such as communication and 
interaction, cognition and learning, social, emotional and mental health difficulties or sensory and/or 
physical needs. 
 

2.0 Enquiry, Application and Transition 

College staff will seek to identify learners who have SEND requirements as early as possible. Potential 
learners and/or parents are encouraged to self-refer via our online application form or by speaking to a 
member of ALS. ALS attend all BSDC Open events. The ALS team will also liaise with relevant external 
agencies, including previous school or college to gather as much information and evidence as possible to 
ensure we are aware of the needs of all future learners prior to enrolment and Induction.  ALS will expect 
to receive relevant information from the Local Authority (LA), SEND Professionals or parents regarding 
learners who have an Education, Health and Care Plan (EHCP) or who are planned to be in receipt of High 
Needs funding (HNF) and who may require additional support.  This is required in advance to ensure that 
an appropriate decision can be made and plans put in place to offer the correct support for learners. 

If significant support needs have been identified, ALS staff will arrange for an initial meeting, this may take 
place at interview, within an EHCP review or during a transition meeting.  ALS will complete a disclosure 
and begin to gather all other relevant information and keep an individual file for each learner.  This 
information will be transferred onto Promonitor once enrolment has taken place, and relevant information 
will be shared with teaching and learning staff.  

Transition events can be organised for individual learners and parents/support workers, small groups or 
as larger group sessions from schools/educational providers.  The transition event will usually comprise of 
a tour of relevant areas and a taster or look around specific learning departments, Learning Resource 
Centre (LRC), Information Point including finance and Information, Advice and Guidance (IAG) and a look 
at food hubs and social spaces.  Key staff can be introduced, particularly in the absence of learners being 
in receipt of HNF or those who do not have an EHCP.  This will enable learners with other barriers in 
attending college, to have the opportunity to meet relevant support staff to aid their transition journey into 
the College such as the Safeguarding Team, progress coaches and /or teaching staff.  
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3.0 Admissions, Course Information and College Life. 
ALS staff working with other College support staff and externals will aim to ensure learners are accepted 
onto curriculum courses, at the right level of which the learner is both interested and has the potential to 
achieve.  Courses will be required to meet the needs of the learner and be suitable to enable each learner 
to have a planned progression pathway and become independent and work ready, this will include IAG 
about work experience, progression onto HE, supported internships, apprenticeships or other work 
opportunities. 

ALS staff will ensure all relevant information is shared with curriculum staff to enable each learner to be 
successful on their chosen pathway.  They will encourage all key staff to share information, assisting each 
learner to have the best possible chance of success and identifying solutions to any other barrier to 
learning, an individual may be facing in a timely and positive manner. 

Individual learning support plans (ILSPs) will be shared on Promonitor, this will enable key staff to observe 
the support required, confirm delivery and in addition track progress made by each learner.  This 
information will travel with the learner throughout their entire time studying at BSDC and when relevant 
will be shared with parents/support workers and used as supporting evidence within EHCPs reviews and 
other support meetings. 

All learners with SEND will be encouraged to take part in all activities and events that are provided for the 
wider college.  It is with the help and specialised knowledge of the ALS and SEND teams that all such 
activities will be made accessible and relevant to learners with SEND and ensure all are able to participate 
and have every opportunity to contribute within wider college life.  This will include Fresher’s Fair, work 
experience, tutorial sessions, IAG, and trips etc.  In addition, where necessary ALS and SEND teams may 
look to provide activities that meet the specific needs of individuals or groups of learners with SEND 
including learning sessions regarding various additional needs i.e. using a reading pen, British Sign 
Language or lunch clubs. 

4.0 Additional learning and High Needs Support  
 

ALS, comprising of a SEND and Inclusion Support Manager and four Team Leaders responsible for 
separate Directorates of Curriculum (DCs) across college, and who oversee the provision for all learners 
with SEND.  This is provided in a three-tiered approach and separated by: 
High Needs Learners (HNL) – to include Andrew Philips Unit (APU), specialist staff including medical and 
personal care, 1:1 and small group support where necessary.   
 
High Needs Funding will be applied for in the form of Element 2 and 3 directly from the relevant Local 
Authority, which will provide the additional staffing and resource required to enable an HNL to participate 
in college life.  Attendance and progress will be closely monitored and regular meetings between BSDC 
and the LA will take place to ensure that the funding is correctly supporting learners to meet their full 
potential and move onto relevant next steps. 
 
Additional Learning Support (ALS) – to include all other learners who have an EHCP.  Area ALS staff will be 
placed across the College within Directorates of Curriculum. 
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They will oversee the support required by learners within their areas, liaising with all key staff to ensure 
the needs of individuals are met such as reading, note taking, learning aids such as coloured paper etc. 
are provided.  They will also be responsible for communicating those requirements to curriculum 
staff and keeping ILSPs updated, conducting individual reviews and attending or contributing to the EHCP 
reviews. 
 
All other support needs – The ALS and SEND teams recognise that we have learners who will be studying 
with us who are not HNL and do not have an EHCP. Those learners may have varying requirements and 
additional needs or may experience times of difficulty where they need support with their learning.  ALS 
will provide and oversee the provision of an ALS area within the LRC 2, where learners can either drop in 
or make an appointment to see ALS staff members who can help with reading pens, proof reading and 
give advice on a wealth of additional learning needs. ALS staff in the LRC 2 will also be able to assist with 
advising on positive strategies that can be utilised by the learner, or the curriculum staff, including progress 
coaches and tutors, to help overcome some of the barriers the learner may be facing. 
 

 

 

5.0 Education and Health Care Plans (EHCP) 
 

All ECHPs must in the first instance be received by the ALS team for a decision to be made and consultation 
with the Local Authority. 

Once ALS have received the EHCP from the LA, SEND professionals or parents, the Team Leaders will read 
through each plan in detail to determine if we are able to meet the needs of the learner.  They will then 
complete the consultation form, confirming that this application is able to progress to through application 
and into enrolment or are advising that we are unable to offer a place.  If this is the case, the ALS team 
will ensure that reasons given refer to the SEND code of practice supporting the reason/s as to why. 

If the EHCP has been sent in by parents or SEND professionals we would enquire into the individual’s 
needs, contact schools and family to arrange a meeting prior to progressing the application.  It may also 
be at this point that a transition meeting or sessions are discussed and organised to best support the 
learner. 

All EHCP learners will be supported throughout the application, admissions and interview process by ALS 
staff, if requested.  They will also have an ILSP which will show clear strategies which will be related to the 
outcomes in each individual EHCP. 

Reviews will be completed by the ALS team each term which will show progression made within the 
provision; this can be used and shown as evidence in all relevant professional meetings.  The EHCP review 
will take place once in each academic year.  The meeting will be arranged by ALS team leaders with external 
professionals/agencies who work with the learner/families/curriculum and support staff.  The review will 
give the opportunity for everyone working with the learner to contribute and discuss progress towards 
achievement of the outcomes outlined in the EHCP.  
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6.0 Medical Support and Personal Emergency Evacuation Plan (PEEP) 
 

BSDC is committed to ensuring that all learners are always safe and well, especially during their time spent 
with us at the College.  All learners (or parents) are expected to take responsibility to share any specific 
issues, or requirements, relating to medical conditions or other health related complications.  Learners (or 
parents) will be asked to complete a medical form detailing the condition or requirement and provide us 
with relevant health related details such as history, treatment and GP details.  This information will then 
be transferred onto learner’s individual Promonitor portal and a card will be issued that can be displayed 
in the learner’s lanyard.  ALS staff and progress coaches should be on hand to advise and collect the 
relevant information to update on Promonitor and learners (or parents) should be responsible for updating 
or informing of any changes to needs.  
 
Regarding the administration of medication, learners who are 16 + are encouraged, where possible, to 
self-administer over the counter medication safely and when required.  Where possible staff should 
monitor and raise concerns if they become worried about overuse or that the learner may be putting 
themselves at risk.   
 
There will be occasional need across the College to consider individual circumstances and plan for the 
administration of certain controlled drugs and/or emergency medication (Buccolam, epi-pens etc.)  Where 
possible learners will be provided with suitable storage and encouraged to administer in class or provided 
with a separate space, such as the first aid room. This should be encouraged to be carried out as discreetly 
as possible and causing minimal disruption to education and learning.  
 
In addition, there will also be learners who will require medication to be administered at regular times and 
by competent trained staff members or externals.  This will most likely be relevant to the APU and a 
separate medication policy will cover the details of this. 
 
Any further issues relating to the health of a learner should be discussed with the ALS Team Leaders or 
the SEND team where individual needs can be discussed and solutions identified to ensure that any health 
requirements, wherever possible do not become a negative barrier to accessing learning. 
BSDC takes its responsibility seriously in ensuring that all learners who may have issues with mobility, 
visual or hearing difficulties have a PEEP in place which is written and accessible via Promonitor.  It is the 
responsibility of the learner (or parent) to make staff aware of any such requirements and together they 
will complete the PEEP with area ALS staff and course leaders taking overall responsibility. 
 
The PEEP will only be required if the learner would be unable to evacuate the building unaided, in a prompt 
manner, during an emergency such as a fire.  The PEEP will detail arrangements made, such as where a 
learner with a PEEP may be left in such emergencies i.e. where is the refuge point, if someone will be 
staying with them and any other relevant information.  The fire sweeper will be informed in an emergency, 
and they will alert the evacuation lead/fire brigade who will arrange prompt and safe removal of the learner 
from the building. 
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7.0 Lift Passes 
 

ALS will ensure that learners, who legitimately need to use College lifts to move between floors, are able 
to do so and will have a BSDC lift Pass validating this entitlement. 

By providing criteria for issuing a lift pass, the College acknowledges that learners have a range of different 
[not always visible] support needs and a right to an equitable service provision. Some learners will be 
issued with a lift pass to cover the length of their study period and other learners will be issued with a 
temporary lift pass, as their need determines. 

Wheelchair users and others with disabilities will be given priority regarding the use of lifts. If a wheelchair 
user is in the lift, other users should allow sufficient space to ensure there is room to manoeuvre the chair 
and enter and exit the lift safety. 

The ALS Administrator will record learner details and evidence of need [e.g. PEEP or Medical Evidence] on 
a confidentially held spreadsheet. Date of pass issue and expiry date will be recorded. A lift pass will NOT 
be issued without Medical or PEEP evidence. 

Lift passes must be produced, by a learner, at the request of a member of staff.  Anyone using the lift 
without a valid pass will be asked to use the stairs 

If a learner attending College becomes unexpectedly unwell, they may use the lift, but a member of staff 
should accompany them, and consideration should be given regarding First Aid or parental intervention.  

8.0 Access Arrangements and Reasonable Adjustments (AARA) 
 

BSDC recognises that many learners require considerations being made to help them achieve their 
maximum potential during assessments and tests.  These learners are not only those who are HNs or who 
have an EHCP in place.  Therefore, our specialist assessor will be available throughout term time, to meet 
with learners and assess any access arrangements following a referral.  

A referral is required in the first instance from the tutor, at least 3 weeks prior to any  exams being booked.  
Evidence will be required to support the request in the form of information on the learner’s normal ways of 
working, from the learner and tutor. Once this information has been gathered, the ALS administrator will book 
an appointment for the assessment to take place with the specialist assessor.  The learner and tutor will be 
informed of the outcome, which will be uploaded to Promonitor, and the specialist assessor will make 
arrangements with MIS for submission to the relevant exam board.  

9.0  Additional Support in Higher Education (HE) 
 

For all learners on HE programmes requiring additional support it will be necessary to apply for Disabled 
Students Allowance (DSA).  ALS staff can advise and signpost learners, to be able to apply for this support.  
This may result in the learner receiving additional student finance, enabling them to purchase specialist 
equipment, class support, extra travel or other disability related costs of studying.  It is advisable that all 
learners requiring additional support, should make their DSA application alongside their course application 
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to ensure that any support can be put in place at the start of the academic year. Please see our HE policy 
for more information. 

10 Progression and Next Steps 
 

We are very proud of all development our learners with SEND make throughout their learning journey with 
us.  We therefore aim to provide appropriate support and opportunity to make sufficient progress, access 
IAG and make appropriate decisions regarding their next steps.  ALS staff will support learners with SEND 
to progress as successfully as possible onto next levels of their chosen curriculum areas. ALS will help the 
learner to identify opportunities to undertake relevant work experience or prepare learners to become 
increasingly work and life ready, this may be through supported internships (if the learner has an EHCP), 
apprenticeships or seeking part time work opportunities.   The learner’s skills, wishes and interests are 
very much at the centre of any next steps explored and will always be discussed at reviews or other 
professional meetings to ensure that everyone is working together to reach the same goal and identifying 
all solutions to any potential barrier that may be faced by each learner.  

The SEND team will also explore opportunities and links with externals to build on relationships with SEND 
professionals, local employers and other projects that may help us to create further opportunities for all 
our learners with SEND.  

 

11. Reporting Concerns 
 

Given the sensitive nature of the issues surrounding learners with SEND, any learner/parent/carer or 
support worker with a specific concern or complaint relating to the provision of support is welcome to 
address these directly with our SEND and Inclusion Support Manager or the SEND Team.  They will note 
any complaints and arrange a suitable follow up meeting to discuss the situation.  If this does not solve 
the issue or allay the complaint, then the individual is welcome to follow the procedures in the College 
Feedback Policy and will be advised of how to do so. 

Learners (and families or support workers) will be advised and supported in the case of making an appeal 
to the Local Authority regarding decisions relating to an EHCP.  

The College will take appropriate steps to notify the local authority of any relevant information associated 
to learners who may receive funding. 
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12. Equality Impact Assessment (EIA) 

            Stage 2: Description of Policy, Procedure or Practice 

What are the main aims of the policy, procedure or practice? 

This ALS and SEND policy will ensure that all learners with additional needs receive tailored support to help  
them achieve their full potential in an inclusive learning environment. 

Who does the policy, procedure or  
practice cover? 

Learners, Staff and Visitors 

How often is this policy, procedure  
or practice reviewed? 

Every 3 years unless changes to legislation and guidance  
happens before planned review date 

Stage 3: Implications for a Protected Characteristic Group 
Is there a potential implication or barrier for a protected characteristic group? 
 YES/NO What is the implication / Barrier? 

Go to Stage 4

 

Age No  
Disability No  
Ethnicity No  
Gender No  
Gender Re-Assignment No  
Marriage / Civil Partnership No  
Pregnancy / Maternity No  
Religion / Belief No  
Sexual Orientation No  
 Tick 

GO TO Stage 7

 

No potential implications or barriers exist for a protected characteristic  
group associated with this policy, procedure, or practice. √ 

Stage 4: Protected Characteristic Group Implications Evidence Base 
What evidence do you have for the conclusion of a potential implication or barrier for a protected characteristic 

group? (none or comment) 
 

EQUALITY IMPACT ASSESSMENT (EIA) 

Please ensure that you have read the Equality Impact Assessment guidance document before completing this 
form. 
Stage 1: Identify the Policy, Procedure or Practice 

Name of policy, procedure or practice ALS and SEND Policy 

Owner of policy, procedure or practice Learner Services 

Status of policy, procedure or practice Final 

Accessibility of policy, procedure  
or practice 

All staff and students 
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What impact does this evidence show? Tick  
Positive Impact  √ Go to Stage 7 
Negative Impact  Go to Stage 5 
No Impact  Go to Stage 7 
Stage 5: Involve and Consult Stakeholders to Address any Negative Impacts 
Please provide brief details of involvements and consultations undertaken  
to address negative impacts (none or comment) 

Go to Stage 6  
 

Stage 6: Consultation Enforced Changes 
Outline any changes made to the policy, procedure, or practice as a result 
 of consultations with stakeholders (none or comment) 

Go to Stage 7  
 

Stage 7: Published Results 
Once completed, this policy, procedure or practice and EIA and any relevant supporting information should 
be submitted to CMT for approval and inclusion on CollegeiP. Please list all supporting documents submitted 
with this assessment here 

No additional supporting documents 

Signing Off Process 

Name of Staff Completing E.I.A Katy Broomfield 

Signature Katy Broomfield 
Date Completed 25.05.25 
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