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Ethos and Aims of the Department: 

The ethos of the Support for Learning Department is to equip our girls with skills and 

strategies which will help them to succeed independently, and to their full potential in 

any future learning environment.   

We work with individual pupils, staff, parents, House Parents, professional agencies 

and practitioners in order to promote a keen awareness of the individual’s 

responsibility for learning.  We foster a positive attitude towards accountability and 

self-involvement in learning outcomes and goals.  Our pupils are helped and 

encouraged to identify learning styles and to plan their learning and studying 

effectively. There is a keen awareness for our pupils to work hard at developing 

essential skills for educational success at the school and beyond. 

The aim of the department is to facilitate learning across all curricula areas and to 

support pupils, parents and staff in order to allow pupils to fulfil their potential.   

Raising self-esteem and confidence are central to our aims.   

In order to meet these needs the Support for Learning team set out to: 

 Fulfil our function of supporting pupils’ learning by working together with 

pupils, parents, professional agencies, senior management and teaching staff 

and pastoral leaders for the benefit of all. 

 Identify, assess and diagnose pupils’ needs at the earliest possible point of 

their schooling and to offer appropriate support and advice to parents, 

teachers and other professional parties who are working with our pupils. 

 Work closely with the school pastoral and boarding staff when carrying out 

assessments and curriculum planning for pupils. 

 Develop strategies and think creatively about ways to support early 

intervention – particularly during the Junior Years. 

 Identify and support, with evidence from assessments, professional reports 

and class work, the provision of special examination arrangements in school 

and public examinations. Extra Time, Rest Periods etc. 

 Complete paperwork and provide the examining body with the information 

required to make an informed decision about granting special arrangements 

where appropriate. 



 Provide consultation and advice to all staff with regard to support for learning 

across the curriculum.  

 Assist staff with modifying their curriculum and, where appropriate, 

assessments; in order to allow pupils with a recognised difficulty to succeed. 

 Ensure that the transitional stage – U3/L4, and the inclusion of new pupils are 

managed effectively and sensitively and that all staff are aware of the needs 

of the pupils entering their care. 

 Maintain records for all pupils who have been identified as educationally at 

risk – ensuring that staff are informed and aware of the teaching implications 

for these pupils. 

 Create, maintain and evaluate Pupil Profiles for all identified pupils with 

support for learning needs and, where appropriate, draw up and manage 

Individual Education Plans. 

 Work collaboratively as a team to support and encourage all of the pupils in 

our care to develop and foster a positive self-image and ongoing belief in their 

abilities to learn. 

 Provide up to date information about IT programs that may support and 

enhance learning throughout the school.  

 Work closely with SCIS to maintain up to date working knowledge and 

practice and ensure that staff have relevant and current CPD opportunities. 

Pupils leaving Kilgraston do so, with a strong sense of self-worth and achievement, 

able to fulfil goals to the very best of their ability and equipped with a ‘tool box’ for 

lifelong learning.  

Increasingly the emphasis is towards the use of ICT as a learning tool and to this 

end we endeavour to encourage our pupils to trial appropriate software and 

hardware, which may aid their learning, in a secure and guided environment; 

allowing them to have a real understanding of what works for them.  Many 

universities and colleges of further education now have designated personnel to 

work with undergraduates who may require additional support.  This means that our 

young adults are now able to strive for the best and to succeed in their chosen fields. 

 
Teaching and Learning: 

The Support for Learning Department works closely with all staff, parents and pupils 

to ensure that identified needs are met.  There are close links with the Pastoral team 

– Year Heads, Tutors, Senior Leadership Team, Boarding Parents, Heads of 

Departments and subject teachers. Teaching takes many forms; individual, small 

group, team teaching, in class support and facilitation. The department 

communicates effectively with all staff and the Senior Leadership Team in order to 

ensure that all pupils are supported. 

Staff timetables are flexible and are regularly reviewed to ensure that the areas of 



highest need are being met. Classroom support teaching assistants are used 

creatively in the Junior Years to ensure that the highest and most efficient levels of 

support are given to staff and pupils on a needs basis. 

Kilgraston has a mainstream model of Practice. Our pupils with diagnosed special 

needs or identified areas of difficulty receive ongoing support through their class 

teachers, class teaching assistants and learning support teachers. Where 

appropriate, modifications to the mainstream curriculum may be made. Modifying the 

curriculum may be achieved in a number of ways; modifying delivery, amount, 

content, methods of recording assessment and desired outcomes. Where a slight 

modification is required a Pupil Profile will be implemented. Where more significant 

changes are required an Individual Education Plan will be devised. Care Plans will 

be included for those pupils whose needs are academic, emotional and medical. 

 
Assessment of Educational Needs: 

Assessment forms part of the department’s information gathering and collection of 
pupil data.  A staged intervention referral procedure is in place.  
 
(Stage 1.) 
 
Initial difficulties or concerns are logged with Heads of Department and alternative 
strategies and approaches are tried. The effectiveness of these is reviewed in 
consultation with the Head of Support for Learning and new or alternative strategies 
tried if this is appropriate. In the event of continued concern for the pupil a formal 
referral is made to the Head of Support for Learning using a Stage 1A referral form. 
 
(Stage 2.) 
 
On acceptance of the formal referral form Stage 1A, Support for Learning will act; 
gaining further information and collating any existing assessment data in order to 
inform further interventions. Discussions with all relevant personnel, including 
parents and where appropriate pupils, will be conducted and in class support and 
observations will take place. A stage 1B form may be requested at this time in order 
to get up to date information from staff.  
 
If the concerns persist Support for Learning will recommend a formal assessment is 
undertaken – in house initially. At all stages the parents/carers will be kept fully 
informed and be active participants in the process. 
 
In light of the information obtained from the assessment specific recommendations 
on how best to support individuals will be documented. Pupil Profiles will be drawn 
up for all of the girls who have been assessed and where appropriate Individual 
Education Plans will be put in place. This information will be shared with staff and is 
reviewed regularly in order to reflect the developing needs of the individual pupil.  
Any changes in need or support are sent to all staff responsible for the pupil. The 
pupil will also be highlighted as having support on our shared staff database.  
 



Following this assessment it may be the case that recommendations are made for 
pupils to be further assessed by agencies and professional bodies out with 
Kilgraston.  Parents are encouraged to share the findings of these reports so that we 
can work collaboratively with all of the interested parties to best meet the individual 
pupil’s needs. At this point some of the girl’s needs will require more significant 
support and the pupils will be put on a Stage 3 level of intervention. 
 
Assessment of the need for special examination requirements:  
 
A pupil may be referred to the department if it is considered that there is a ‘significant 

discrepancy’ in their level of work or that they may be disadvantaged in an 

assessment situation due to a diagnosed disability. If there is a case for special 

examination requirements these will be offered for internal assessments.  

Kilgraston has a separate Alternative Assessment Arrangements policy which deals 

solely with examination requirements. 

Communication: 

Support for Learning staff meets weekly for a departmental meeting – the minutes of 

these meetings are held on file. The Head of Support for Learning meets weekly with 

the Head of the Junior Years and also with the departmental line manager in order to 

ensure that all pupils’ needs are being reviewed and all relevant steps to support 

them are being taken.  

Communication between Learning Support school staff is carried out through class 

visits, discussions, attendance at departmental meetings, alerts on schoolbase and 

e-mail. Communication with parents is primarily by phone, e-mail and written report 

but often involves meetings out with the regular parents’ nights in the calendar. For 

matters regarding concerns related to Learning Support parents are encouraged to 

contact the Head of Learning Support in the first instance. 

There is regular communication with outside professional agencies via phone calls, 

visits to school, e-mails and reports in order to identify specific goals and to enhance 

our impact on a pupil’s learning by working closely with professional advice and 

recommendations.  

 

New Staff Induction: 

The department follows Kilgraston induction procedures.  In addition every effort is 

made to ensure that the new member of staff is made fully aware of department 

policies and is confident with the paper work and expectations of his/her timetable.  

Regular contact is made through colleagues and the Head of Department to ensure 

that any anxieties or difficulties are addressed as quickly as possible. 

 



Quality Assurance: 

All staff take part in Kilgraston annual review process.  This informs the department 

of developments and possible areas for future consideration.  Daily tasks with pupils 

are recorded on a daily diary sheet and once a term information reports are updated 

on the pupil support profile.  All assessment requests are recorded and once carried 

out reports are compiled and recommendations issued to staff and parents. Reviews 

and updating of assessments ensures the recommendations are relevant, current 

and meet pupils’ needs. 

All departments within Kilgraston report on their liaison with Support for Learning 

staff at their annual reviews.  This ensures that any short comings are noted at 

senior management level and can be cascaded to the Head of Department so that 

action can be taken to rectify areas of concern. 

 

Routine Procedures: 

All senior school Learning Support staff are responsible for registering their class on 

the electronic system where appropriate.  

School reports are completed for all Learning Support pupils and passed to the Head 

of Department prior to entering the data into the reporting system. 

Significant communication with a parent is followed by a parental contact form being 

completed and registered with the Head of Department. 

All work carried out by pupils is logged and dated. 

Learning Support staff from the Junior Years and Senior School attend their 

respective departmental Parents’ Nights. They then feedback to the Head of 

Department using the parental contact form and any concerns are followed up in a 

timely manner.  

Concerns should be raised with the Head of Department or Senior Leadership Team 

so that matters can be dealt with promptly and effectively. 

The Head of Support for Learning attends weekly staff meetings in both the Junior 

and Senior departments of the school where any matters arising can be discussed. 

Parental permission should be sought before any individualised assessment is 

carried out with a pupil. 

On the completion of an assessment parents, Heads of Year, Tutors and Heads of 

Departments should be fully informed of the outcome.  In the case of pupils being 

borders House Parents should be informed. 

Class cover usually comes from within – when external cover is required the usual 



steps should be taken through the Head of Department. 

Reviews of IEPs and pupil progress are detailed in the diary for the academic year 

and Support for Learning staff carry out these reviews and update the documentation 

in collaboration with class/subject teachers. 

All pupil files are to be stored securely centrally in the Learning Support office. All 

staff are responsible for logging when a file is removed and returned. The cabinets 

must remain locked when not being accessed. 
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