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 This policy has been merged with all relevant previous polices that were held specifically in 
relation to LLDD – this now brings all procedures into one Policy document for ease of use 
and implementation. 
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1.0 Introduction 
The college considers that the health, safety and wellbeing of its learners is of vital importance. The college 
fully accepts its legal and moral responsibilities for providing and maintaining a safe and healthy working 
and learning environment and is committed to taking all steps that are reasonably practical to achieve 
this. This collection of procedures has been produced specifically for Learners with Learning Difficulties 
and/or Disabilities (LLDD) and those that are deemed vulnerable*  
 
* Those who are an immediate risk and have a significant likelihood to suffer harm to them as an individual or as a 
threat to others. Those with a significant learning disability. 

1.1 Normal Operating Procedure   
For reference, in line with all following procedures, all staff will adhere to the Normal Operating 
procedures daily within the foundation and Andrews Philips Unit (APU). 

• Student/staff ration in class 
• Corridor monitored by 2 ALS during breaks/lunch 
• Behaviour support plans in place to identify triggers and plan accordingly to prevent incidents 
• Communication books used for Moderate Learning Difficulties (MLD) and those with Profound and 

Multiple Learning Difficulties (PMLD) 
• Staff/ALS can be rotated on timetable to prevent attachment & behaviours 
• Read all EHCPs/ILSPs/Uploaded documents  
• Keep a consistent log of behaviour/support/praise on pro-monitor  
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2.0 Emergency Operating Procedures 

2.1  LLDD Leave/Abscond Procedure 

This procedure is written to guide staff in the event of a vulnerable* learner going missing on the premises, 
going missing outside of the college or having absconded from the building, including college trips and 
visits. Course Leader (CL) will activate the following Emergency Operating Procedures in the event of 
vulnerable learner absconding:  

2.1.1 Initial allocation of staff. 
 

             CL will allocate members of staff who can recognise the learner to undertake an initial check. They must 
trace learner’s last movements, identify the possible exit used and search the surrounding area. Implement 
a thorough search of the department including toilets, classrooms and cupboards. 

 
             Learner: staff ratios for the remaining class may be affected, therefore CL to contact Additional Learning 

Support (ALS) to supply additional staff to ensure that there are adequate staff left in the building to deal 
with other contingencies (if no extra support is available from ALS – ALS staff from other LLDD classes to be 
redeployed to assist with area of need when required.) Staff must take potential dangers into account and 
not put themselves at risk. 
 

2.1.2  Informing other parties. 
 

             Inform CTL and estates to assist; inform of what the learner is wearing, hair colour etc. and learning 
needs/triggers/calming strategies. CTL will organise all available staff to search the area. CTL will inform an 
administrator to contact the parents of the learner who is missing. The main contact must not leave the 
premises but remain on site to co-ordinate the search, answer phone calls and provide photos and 
information.  
 
2.1.3  Notification for off site visits. 
 
Notify, if appropriate, the venue that is being visited and ask them to initiate their lost child/vulnerable adult 
protocols. 
 

2.1.4      Informing police. 
 
 

2.1.5       Learner located. 
 

• If the learner is located at any stage in the above process, the CTL* must establish the following: 
• The safety and medical condition of the learner. 
• Whether any treatment is necessary as part of this episode. 
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• Whether they need to activate the Emergency Operating Procedures in the event of 
violence/aggression.  

 

2.1.6      Complaints procedure. 
 
CTL to contact parents and inform of complaints procedure if they wish to use it. 
 
2.1.7       Incident report. 
 
Following the incident, ensure appropriate documents are completed as soon as possible. 
 
* In absence of CTL nominated Maybo trained tutor will assist. 

3.1 Response to Violence and Aggression Procedure 
CL will activate the following Emergency Operating Procedures in the event of violence/aggression: 

At times, ALS may be asked to leave the room with their 1:1 as a preventative to offer support and calm 
down strategies (using the sensory room, social room or even a walk outside in the fenced garden area.) 

Due to the nature of our high needs learners there may be instances of them expressing their frustrations 
via physical outburst, either towards themselves or others. In this instance, it is the job of the tutor to 
manage the situation; however, they may need to switch with a Maybo Trained staff member to return to 
the class. 

An ALS staff members main aim will be to calm and re-engage the learner and not to deliver consequences. 
The tutor will deliver consequences according to the behaviour support plan.  

If a situation escalates or the learner is inconsolable, the tutor will make the decision to send the learner 
home and/or activate further EOP. This depends on the learner, their needs, their typical behaviours and 
the severity of the situation.  

The tutor must ensure consistency of consequences; however, learners display individual behaviours 
meaning a differentiated approach will be taken for each individual. Having a time out may sometimes be 
seen as a reward for some, therefore the tutor will differentiate consequences accordingly based on their 
behaviour contracts.  

It is the tutors’ role to phone home and activate the ‘Collection of Learners Procedure’. They must also 
inform the CTL.  

All incidents must be logged on an incident report with a comment on pro-monitor stating you this has been 
completed. Any person injured, will be asked to complete reports. 

3.1.1 Further EOP 

Staff must call Maybo trained nominated tutors to assist in an emergency. 

CTL should call and seek assistance from Director, who will ensure staff are all safe and will ensure that 
the procedure has been fully followed 

The CTL will action the Discipline Hearing Referral Form where necessary: 

https://intranet.bsdc.ac.uk/mod/folder/view.php?id=2965  

https://intranet.bsdc.ac.uk/mod/folder/view.php?id=2965
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3. 2 Fire Evacuation Procedure 
In the event of any suspected fire, fire alarm, the Fire Evacuation for Main site found on the staff intranet:  
Estates, Facilities and Health & Safety/Estates & Facilities/Fire Evacuation must be followed. 

 

3.2.1  Specific procedures for Foundation learning and/or APU 
 

Staff fire alarms will beep in the event of a fire. Tutor (or nominated ALS during break/lunch) must radio 
estates to check where the fire is. If it is in University Centre (UC) they can silence the alarms and remain 
in the building. CTL must be notified (and in the event of CTL being absent, nominated tutor should take 
on this role). 

If it is on main site, they must evacuate by the nearest FIRE EXIT and walk to the Biome in the UC, for a 
safe, secure, quiet place. Tutors will take the lead in an evacuation. In the event of a fire evacuation at 
lunch or break, CTL will go straight to APU to assist with fire evacuation (to ensure off site staff/student 
ratio is maintained) and in the event of CTL being absent, nominated tutor will attend, however nominated 
ALS will begin the evacuation as soon as the fire alarm sounds, to ensure a fast, efficient response.  

If the alarm is sounding in both buildings, learners may be taken a small walk to avoid them being in large 
crowds. CL will inform CTL.  

A nominated fire sweeper will then sweep APU 

3.3  Emergency Operating Procedures: Lockdown  
All staff will activate the following Emergency Operating Procedures in the event of a lockdown, found on 
the staff intranet under policies.  All staff will maintain a calm response to the lockdown and reassure all 
Learners with Learning Difficulties and Disabilities and must recognise that they may become more 
anxious and frightened due to the unexpected noise and change to routine. 

4.0  Emergency Learner Collection Procedure 
It is our intention to protect the health and well-being of all learners and the staff at working with learners 
with significant learning difficulties, by sending home any learner who: 

• is ill or infections 
• Inconsolably distressed/anxious 
• extremely aggressive/physically abusive towards staff and/or other learners 

It is the intention of the staff to act quickly to minimise any risk to other learners and staff. 

4.1 Learner with illness 
If a learner arrives and appears to have an infectious illness they may not be admitted for risk of infecting 
others.  

If the learner becomes ill during the day, the tutor has the right to request that a learner is taken home if 
they are unwell or not well enough to be attending. During this time the learner will be cared and comforted 
for in a quiet, calm area with an ALS. 
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For any infectious illness, staff will remind Learners and their parents/carers to adhere to the correct 
guidance of how long they should remain away from the setting. 

All illnesses, that require a learner to be sent home, should be recorded on incident reporting. 

4. 2 Behavioural Incident  
When dealing with a behavioural incident, the following shall apply: 

If the learner becomes excessively distressed or physically abusive during the day, the first stage will 
involve the tutor/ALS trying to calm and re-engage the learner via the designated strategies. The tutor will 
then deliver any necessary consequences.  

If a situation escalates and becomes high risk, the tutor may request that a learner is taken home. This 
depends on the learner, their needs, their typical behaviours and the severity of the situation. During this 
time the learner will be cared and comforted for in a quiet, calm area with an ALS. 

If necessary, CL will activate EOP: Violence and aggression  

All incidents should be recorded on incident reporting. 

4.3  Collection of Learners 
When a parent/guardian is contacted to pick up a learner, the following shall apply: 

The parent/guardian shall collect the learner as soon as possible. 

If this is not possible, then the parent/guardian shall arrange for another person to collect the learner, 
giving staff a full name and description. 

If the parent/guardian cannot be contacted within 30 minutes of the initial telephone call, then the staff 
will try the next emergency contact person on the learner’s file to arrange collection. 

5.0 LLDD Medical Procedure. 
This procedure clarifies the role of the college in supporting LLDD with the administering of any essential 
medication for short and/or long-term medical needs, during a learner’s timetabled hours and provides 
clarity for staff to ensure safe working practices. 

This is informed by DfE ‘Supporting pupils at school with medical conditions’, which provides guidance to 
anyone who has an interest in promoting the wellbeing and academic attainment of children with medical 
conditions.  

Medical needs are not a barrier to accessing education. 

5.1 Definitions  

5.1.1 Short-term Medical Needs. 
Medical needs that require short-term treatment. This may include completing a course of antibiotics 
where it is anticipated that these medicines may need to be taken in college. 

5.1.2 Long-term Medical Needs. 
Medical needs that require long-term treatment. This may include treatment for conditions such as 
Asthma, Diabetes, Epilepsy, Cystic Fibrosis and ADHD. 
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5.1.3 Complex Health Needs. 
Someone who has combinations of multiple chronic conditions. This may include those with a Stoma, 
Tracheostomy, requiring tube feeding, taking diazepam and needing intermittent catheterisation. 

5.2  Collection of Learner Information   

5.2.1 Process for collecting medical needs information.  
Learners disclose medical issues via a ‘Voluntary Medical Disclosure Form’. The First Aid symbol on an 
individual’s Pro-monitor profile will indicate they have disclosed a medical condition. Further details can 
be found on ‘Useful Pages’ and by selecting ‘EBS OnTrack (Medical)’ where all relevant information will be 
displayed.  

This information should be accessed should the learner become unwell, where staff are able to follow the 
treatment plan and share relevant information with paramedics or hospital staff if required.  

The Learner will also be given a medical card with relevant information to always display in their lanyard.  

Further documents will be completed/obtained as required and may include: 

• IHCP (Individual Health Care Plan) uploaded to EBS OnTrack 
• Self-Medicating Permission Form uploaded to EBS OnTrack 
• Medication Permission Form uploaded to EBS OnTrack 
• Health Risk Assessment uploaded to Pro-Monitor 

 

It is the responsibility of each individual learner or NOK to keep the college updated with any changes to 
conditions, treatments or emergency contact details. 

5.2.2  Administering Medication 
Short-term Medical Needs Administration Process. 

A ‘Medication Permission Form’ or ‘Self-Medicating Permission Form’ must be completed. Medication will 
be self-administered or administered by BSDC trained medical staff. Only staff who have been trained and 
certified as competent are able to administer medicines 

Long-term Medical Needs Administration Process.  

A ‘Voluntary Medical Disclosure Form’ must be completed, in addition to a ‘Medication Permission Form’ 
or ‘Self-Medicating Permission Form’. Medication will be self-administered or administered by BSDC 
trained medical staff. Only staff who have been trained and certified as competent are able to administer 
medicines. 

Complex Health Needs Administration Process  

External specialist care may need to be provided for complex health needs. Further documents will be 
completed as required with the support of parents/carers and health professionals.  It is expected that the 
college and the parents/carers will work in partnership to promote the management of the learner’s 
condition. 
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5.3  Staff training 
Staff Training will be provided during Induction and on an on-going basis in line with all the above 
procedures. This can be in the form of internal training updates and where external and mandatory training 
is required, such as Maybo, where suitable training will be purchased and staff enrolled onto courses, 
which will be arranged by Foundation Learning CTL and where appropriate the ALS Team Leader for the 
area. 

Medication will be self-administered or administered by BSDC trained medical staff. Only staff who have 
been trained and certified in ‘Level 2 Safe Handling of Medication’ or equivalent are able to administer 
medicines. 

6.0  Support 

In any event that may cause distress to staff who support our learners with Learning difficulties and/or 
disabilities and those with heightened vulnerabilities, such as a missing learner, the undertaking of an 
emergency operating procedure or a serious medical incident, staff will be offered relevant provision, this 
could be in the form of: 

•  Support from People and Performance 
•  Counselling offered 
• Time off/phased returns can be arranged if necessary 

 

7.0 Equality Impact Assessment (EIA) 

            Stage 2: Description of Policy, Procedure or Practice 

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

All Policies and Procedures that are required to safely enable LLDD’s to attend the College environment to  
study, giving clear direction to staff to support effectively in various circumstances.  This brings all  
previous policies and procedures into one document. 

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 

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 
Foundation Learning Policy for Learners with Learning  
Difficulties and/or Disabilities (LLDD) within the College environment. 

Owner of policy, procedure or practice SEND Team/Learner Services 

Status of policy, procedure or practice Updated 

Accessibility of policy, procedure  
or practice 

All staff and students 
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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) 
 
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 16.05.2025 
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