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Introduction 

The Education Additional Support for Learning Act (Scotland) 2004 ‘introduces a 

new framework for providing for children and young people who require some 

additional help with their learning. The Act aims to ensure that all children and young 

people are provided with the necessary support to help them work towards achieving 

their full potential. It also promotes collaborative working among all those supporting 

children and young people.’ 

(Supporting Children’s Learning, Code of Practice p7) 

 

To help education authorities and agencies achieve the aims of the Act, the Scottish 

Executive has produced a code of practice which provides guidance on the Act’s 

provisions as well as on the supporting framework of secondary legislation. This code 

was updated in 2011. 

 

 

Mission Statement 

At Craiglockhart, Additional Support for Learning is an integral part of all teaching 

and learning. It aims to provide all children with the support they need to be actively 

involved in their own learning and to work towards achieving their full potential in all 

areas of the curriculum. 

 

Aims 

 

 To provide equal opportunities for all children, including those with additional 

support needs, and to have the highest expectations set for them all to achieve 

to the best of their ability. 

 To offer programmes of work which will provide continuity and progression 

for all pupils, where content is relevant to age, aptitude, experience and need. 

 To provide an environment in which pupils feel valued. To raise children’s 

self esteem and sense of achievement. 

 To review individual pupil’s needs and progress through regular consultation 

between Class Teachers and the Additional Support for Learning Team 

 To work in partnership with parents to ensure the best provision is made for 

each individual child 

 To work in partnership with partner agencies to ensure the best provision is 

made for each individual child 

 To involve pupils in planning and evaluating their support where appropriate 

 

 

 

 

 

 

 

 

 

 

 

 



ASLPolicy/Updated - July 2014/DRL 4 

Policy Development 

Craiglockhart’s Additional Support for Learning Policy was an Improvement Plan 

priority from 2009 to 2012 and was developed in response to: 

 The introduction  of the Education Additional Support for Learning Act 

(Scotland) 2004 

 The City of Edinburgh guidelines, ‘In on the Act’ 

 Handbook of Procedures for the Management of Pupils with Health Care 

Needs in Educational Establishments 

 

The Policy was initially developed by the ASL Team in consultation with: 

 Children & Families’ Support Coordinator 

 Children & Families’ ASL Development Team Coordinator 

 The school’s Educational Psychologist 

 

 

Whole School Self Evaluation 

The original policy was written by the ASL Team Leader and shared with staff and 

parents in February 2009. The ASL Team liaised regularly with staff at business 

meetings and as part of In-Service/CAT sessions and with parents through the school 

newsletter.  During session 2010/11 parents of pupils who receive additional support 

were invited to evaluate the support their children receive. The ongoing evaluation 

process during 2010/11 revealed that the school community, on the whole, was 

pleased with the progress that had been made in this area of the school’s work but it 

was recognised that further work still needed to be done, in particular improved 

communication between the ASL Team, teachers and parents. In January 2011, the 

HMIe Team recommended a staged intervention approach to Support for Learning.  

The policy was further updated in July 2012 to reflect feedback from ongoing review. 

the school’s first steps in introducing ‘Getting It Right for Every Child’, the updating 

of some school procedures and systems, and cluster developments. 

The school undertook a further review of Additional Support for Learning in session 

2012/13. The Head Teacher and Support for Learning Teacher reviewed the ASL 

Policy and agreed that the following areas needed to be looked at: the role of the ASL 

Team,  structures for support, planning meetings, supporting pupils with Literacy 

issues/ Dyslexia, and how we use IT to support pupils with additional needs. With 

support from the school’s Support Coordinator ad Educational Psychologist, the ASL 

Team updated the ASL policy over the year. As part of this approach, the team 

undertook an In-service consultation session with staff and a parents open evening. 

The updated policy reflects the results of the review, in particular: roles and 

responsibilities of school staff; how we implement the pathways of support; how we 

use a Staged Intervention approach to support pupils;  how we use ‘Getting It Right 

for Every Child’ to plan and review support for pupils involving parents and pupils 

themselves (where appropriate); how we follow the authority’s Literacy & Dyslexia 

Guidelines to support pupils; and how we could make best use of IT to support pupils 

with additional needs after the IT Refresh. 

At the beginning of session 2013/14, staff took part in collegiate session going over 

the updated policy focusing on the key documents used in the school (see page 6) and 

the roles of teaching and support staff. 
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Definition 

 

“A child or young person has additional support needs for the purposes of this Act 

where, for whatever reason, the child or young person is, or is likely to be, unable 

without the provision of additional support to benefit from school education provided 

or to be provided for the child or young person.” 

(Supporting Children’s Learning, Code of Practice p15) 

 

“The Additional Support for Learning Act introduces a new framework for supporting 

children and young people in their school education, and their families. This 

framework is based on the idea of additional support needs. This new term will apply 

to children and young people who, for whatever reason, require additional support, 

long or short term, in order to help them make the most of their school education. 

Children and young people may require additional support for a variety of reasons and 

may include those who: 

 have motor or sensory impairments 

 are being bullied 

 are particularly able or talented 

 have experienced a bereavement 

 are looked after  

 have a learning difficulty 

 are living with parents who are abusing substances 

 are living with parents who have mental health problems 

 have English as an additional language 

 are not attending school regularly 

 have emotional or social difficulties 

 are on the child protection register 

 are young carers 

 

The above list is not exhaustive nor should it be assumed that inclusion in the list 

automatically implies that additional support will be necessary.” 

(Supporting Children’s Learning, Code of Practice p11)  

 

At Craiglockhart, the ASL Team aims to coordinate the support available within the 

school and from other agencies.  

 

Members of the Team can: 

 provide learning and behaviour support for individual pupils 

 give guidance to teachers, learning assistants and parents 

 ensure that internal and external supports are used in the most effective way 

 

Additional support needs, particularly short term needs, may be addressed in the 

classroom by the class teacher. More complex needs may require specific intervention 

through specialist teaching and other professional support. These may include 

dyslexia, dyspraxia, hearing/visual impairment, language and communication 

disorders, autism, physical impairments or any named syndrome. The educational 
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needs of individual pupils do not remain static. It is essential that appropriate 

curricular adaptations using a variety of strategies and resources are implemented to 

meet these changing needs. 

Getting It Right For Every Child 

All school staff received initial training in the ‘Getting It Right For Every Child’ 

approach in session 2011/12. The ASL Team Leader has also received further training 

and support from the authority’s coordinator. Craiglockhart embraces the core 

principles of ‘Getting It Right’ and uses the materials, formats and procedures to 

support the work of the ASL Team. ‘Getting It Right’ can be used to: 

 Raise concerns that may need inter-agency support 

 Gather information from all concerned 

 Ensure involvement of the child and the parents 

 Ensure a Solution Focused approach 

 Ensure focus on all aspects of the child’s welfare 

 Ensure focus on the positive as well as development needs 

 Support effective record keeping 

 Ensure clear decisions and clear roles 

 Ensure effective review and evaluation, and clear next steps 

 

The ‘Getting It Right’ process may result in: 

 A Child Planning Meeting and Action Plan to be reviewed 

 An Individualised Educational Programme 

 

Under ‘Getting It Right’, the Head Teacher is the key person for all pupils from P1 to 

P7 and the Health Visitor is the key person for Nursery pupils. 

 

 

Five Important Documents which support Additional Support for Learning at 

Craiglockhart 

 

‘In On The Act’ 

This is the City of Edinburgh authority’s policy for additional support needs which 

informs the school’s policy 

 

‘Getting It Right for Every Child’ - Child Planning Support Materials 

This document supports integrated, outcome focused and effective child centred 

planning following the principles and procedures of ‘Getting It Right’. 

 

Literacy & Dyslexia – Identifying and Meeting Needs 

A document that helps school staff identify and meet the needs of learners who have 

literacy difficulties, including learners who may be dyslexic. 

 

 

The Handbook of Procedures for the Management of Pupils with Health Care 

Needs in Educational Establishments 

This handbook supports the school to implement the appropriate Health and Safety 

procedures for pupils with health and medical needs in school.  

 

Inclusive Learning and Collaborative Working – Teachers’ Ideas in Practice 
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This is a resource for teachers with pupils who may have additional support needs 

which have been identified or are emerging.  

 

Identification 
 

 Where a pupil has difficulty accessing the curriculum, it is the class teacher’s 

responsibility to review their practice to address the pupil’s needs and use 

available supports e.g. Literacy & Dyslexia guidelines, Inclusive Working 

document.  

 Where a pupil has difficulty accessing the curriculum, it is the class teacher’s 

responsibility to approach the Additional Support for Learning Team to seek 

advice and support. 

 The Additional Support for Learning Team will regularly monitor and 

evaluate the additional support needs of pupils through consultation with staff 

and by analysing available data. 

 Additional support needs may also be brought to the attention of the school by 

parents or by other agencies. 

 

Successful identification enables the school to: 

 Identify those pupils who are not making expected progress or who require 

assistance to fully access the curriculum 

 Determine the most appropriate forms of educational provision 

 Make best use of in-school support materials e.g. Literacy & Dyslexia 

guidelines, Health Care Needs handbook 

 Make best use of in-school support services e.g. Support for Learning Teacher, 

EAL Teacher  

 Plan support effectively using ‘Getting It Right for Every Child’ principles and 

procedures 

 Make best use of support from outwith the school 

 Determine whether an Additional Support Plan, Individualised Educational 

Programme , Health Care Plan or Coordinated Support Plan is necessary.   

 

 

Consultation 

Where an additional need is identified, parents/carers will be informed. Class 

Teachers will contact and may meet with parents/carers informally to discuss 

additional needs, particularly where they can be met in the class. The Support for 

Learning Teacher will contact and may meet with parents informally to discuss 

additional needs and proposed intervention. Formal consultation will take place 

through a Child Planning Meeting using the ‘Getting It Right for Every Child’ 

procedures and paperwork.  
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Assessment 

 

Assessment of Additional Support Needs is ongoing and part of what a teacher does 

on a daily basis. It can be both formal and informal and may include: 

 

 Observation 

 Assessment by external agencies 

 Formal meeting with school staff, parents and other relevant agencies 

 ‘Getting It Right’ information gathering materials 

 Nursery Profiles 

 Primary 1 Baseline and Progress Tests 

 Ongoing Unit Assessments from the ‘Edinburgh Rich’ Literacy programme 

 Other School summative or diagnostic assessments 

 School Information Sharing formats 
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Roles and Responsibilities of Craiglockhart Staff 

 

Headteacher 

At Craiglockhart, the Headteacher gives Additional Support for Learning a high 

priority. It was an Improvement Plan priority from 2009 to 2012. It is the Head 

Teacher’s responsibility to ensure that the ASL Policy is followed. The Head Teacher 

is also currently the ASL Team Leader.  

 

 

Class Teachers 

Class Teachers have responsibility for all pupils in their class. Appropriate teaching 

programmes and teaching methods for all children will be implemented, within the 

curricular framework of the school so that all children can learn at a pace appropriate 

to their needs, using materials suited to their levels of ability. In order to do this the 

teacher will: 

 consult with parents/carers at an early stage when identifying and meeting 

pupils’ needs 

 provide appropriate differentiated experiences ensuring variation in pace, 

content, methodology and grouping 

 refer to appropriate in-school support materials e.g. Literacy & Dyslexia 

guidelines, Inclusive Working document 

 raise concerns about  individual pupils 

 consult with the appropriate members of staff in order to decide how best to 

meet the additional support needs of pupils 

 work in partnership with Additional Support for Learning staff to plan 

appropriate programmes of work for groups or individuals 

 manage and support Learning Assistants in liaison with the Support for 

Learning Teacher 

 report on pupil progress to parents/carers and other professionals informally or 

at Support Meetings 

 

 

 

 

 

 

 

 

Responsibility for working in partnership with parents to support children with 

additional needs is shared by the Class Teachers, the Support for Learning Teacher 

and the Senior Management Team.  

 

 

 

 

 



ASLPolicy/Updated - July 2014/DRL 10 

The Additional Support for Learning Team 

The Additional Support for Learning Team comprises: 

 Additional Support for Learning Team Leader 

 Support for Learning Teacher 

 Pupil Support Assistants 

 

Additional Support for Learning Team Leader 

The Team Leader has an overview of Additional Support for Learning in the school  

and has responsibility for coordinating school support, in particular the work of the 

Support for Learning Teacher and the Pupil Support Assistants. The Team Leader is 

responsible for ensuring good communication within the school community and 

between the school and external services. The Team Leader is responsible for 

matching pupils to support, ensuring that the school follows the policy and authority 

and ‘Getting It Right for Every Child’ procedures, arranging Child Planning meetings, 

creating and reviewing of effective pupil plans, and managing the Integration Support 

Audit. 

 

 

 

Support for Learning Teacher 

The Support for Learning Teacher has five roles within the school: 

 Consultancy 

 Cooperative teaching 

 Direct teaching/temporary support 

 Specialist Services 

 Staff development 

The needs of the school will dictate the balance of the five roles. This may change 

from year to year. Clearly the five roles are inter-connected, with consultancy being 

involved throughout. 

 

Consultancy 

Time is given to enable staff  to collaborate with the Support for Learning Teacher to 

set targets, share ideas, strategies and resources. 

The Support for Learning Teacher will: 

 consult with the ASL Team Leader on matching their work to the additional 

needs of the pupils 

 consult with Parents, Class Teachers and Learning Assistants to discuss pupils 

with additional needs and support strategies 

 assess pupils and communicate results of assessments to relevant staff and, 

where appropriate, to parents and/or pupils 

 consult with Class Teachers, Learning Assistants and Parents/Carers on 

support programmes and support plans 

 consult with Nursery or Children’s Centre staff, relevant High School staff and 

Special School staff at times of transition for pupils with additional support 

needs 

 consult with external services where appropriate 
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Cooperative Teaching 

The Support for Learning Teacher will work cooperatively with Class Teachers and 

Learning Assistants. There will be coordinated implementation of teaching methods 

and use of materials to ensure effective and maximum progress. 

 

The general aims of Cooperative Teaching are: 

 to work together to develop specific areas of the curriculum 

 to cater for the range of pupil abilities 

 to provide specific support for pupils with additional support needs 

 

Direct Teaching 

The Support for Learning Teacher will carry out direct teaching either by withdrawing 

pupils to a separate room or teaching within the pupil’s own classroom, depending on 

the individual needs and the results of consultation. Direct teaching is especially 

beneficial for: 

 pupils who have not yet mastered basic literacy and numeracy skills and who 

need an intensive, structured programme to address difficulties 

 pupils with specific difficulties, who may have mastered early skills but who 

need individual teaching to achieve their potential 

 pupils whose lack of concentration or behaviour in class is a barrier to their 

learning 

 

Direct teaching should be seen as a supplement to normal classroom experience, not 

as a replacement for any part of it. Care must be taken in arranging times for direct 

teaching so that important introductory lessons or the class’s time allocation with 

visiting specialist teachers should be avoided where possible. The Support for 

Learning Teacher will coordinate their work with Class Teachers and provide 

guidance to Class Teachers and Learning Assistants for follow up work. They will 

continue to monitor a child’s progress once they have completed a period of direct 

teaching. 

 

Temporary Support – The Support for Learning Teacher will provide short-term 

support for individual children with temporary additional support needs e.g. children 

who have missed school through illness or family circumstances or who are 

experiencing difficulties for whatever reason. 

Short term provision will also be made for in-coming children who may require and 

benefit from support to help them settle into school and become familiar with the 

school’s programmes of work. 

 

Specialist Services 

The Support for Learning Teacher has a role in ensuring that services are delivered to 

pupils in a coherent way. 

This may include: 

 collating information on individual pupils 

 ensuring that information on pupils is appropriately disseminated 

 working with external services 

 assisting the Additional Support for Learning Team Leader to make new 

referrals and updates for the Integration Support Audit 
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Staff Development 

The Support for Learning Teacher may contribute to staff development in the school 

by: 

 sharing insight and experience 

 offering guidance on materials, equipment and approaches 

 participating in curricular and policy developments in school 

 disseminating information from courses attended 

 

 

 

 

The Balance of the Five Roles of  Support for Learning Teachers 

The balance of the five roles will be seen to reflect the pattern of needs of pupils and 

the expertise of the staff involved. This calls for flexibility on the part of all 

concerned. The balance will vary from year to year to meet the demand. 

 

 

Staged Intervention Approach 

(See appendix 7) Staged Intervention means planning support over time to give pupils 

blocks of support which can be provided and/or implemented by the Class Teacher, a 

member of the Pupil Support Assistant Team or the Support for Learning Teacher. 

This approach was recommended by the HMIe Team in January 2011. The Support 

for Learning Teacher uses this approach to ensure that a wide number of pupils 

receive appropriate support over time. The support is regularly reviewed by the ASL 

Team. It is also important that teachers, pupil support assistants, parents and the 

pupils themselves are aware of the staged approach. The Support for Learning 

Teacher will plan support using this approach at the beginning of each term after 

appropriate consultation with teaching staff and parents. The approach is subject to 

change as pupils make progress and new issues arise.  

 

 

Pupil Support Assistants 

Our Pupil Support Assistant Team support learning and teaching focusing on pupils 

with additional support needs. 

The overview of the work of the Pupil Support Assistants is led by the Support for 

Learning Team Leader. The ASL Team Leader will coordinate the work of the Pupil 

Support Assistants and give guidance on how they will support pupils with additional 

needs and how they are managed. The ASL Team Leader will also manage the Pupil 

Support Assistant timetables.  

The Support for Learning Teacher will liaise regularly with Class Teachers and Pupil 

Support Assistants on support strategies and specific programmes of work for pupils 

with additional needs (e.g. dyslexia support programmes) which Pupil Support 

Assistants are assigned to do by the Support for Learning Teacher.  

Class Teachers are responsible for the management of the remaining work of the Pupil 

Support Assistants ensuring that pupils with additional needs are fully supported.  

Pupil Support Assistants may be asked to contribute to Support Meetings and liaise 

with Parents/Carers. 
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Partnership between Craiglockhart   Staff 

 

The Additional Support for Learning Team and Senior Management Team 

 The Additional Support for Learning Teaam will liaise with the Senior 

Management Team through the Additional Support for Learning Team Leader 

who will be a member of the Senior Management Team.   

 
The Support for Learning Teacher  and Teaching Staff 

The Support for Learning Teacher will liaise regularly with Class Teachers and Pupil 

Support Assistants on: 

 Referrals (see Appendix 2) 

 Assessment of needs 

 Support strategies and programmes 

 Support plans 

 Supporting new staff 

  

Within the ASL Team 

 The ASL Team Leader will liaise regularly with the Support for Learning 

Teacher. 

 The ASL Team Leader will meet regularly with Pupil Support Assistants  to 

offer advice on their roles and to discuss any issues 

 

Sharing Information with School Staff 

 The ASL Team Leader will collate and share a list of information about pupils 

with additional support needs with staff at the beginning of each session 

 The ASL Team Leader will share further information about pupils with 

additional needs throughout the year in discussion, via email and by passing 

on copies of external agency reports as they come into school 

 Staff can make a direct ASL referral to the Team Leader using the ASL 

referral form (see Appendix 2). 

 Concerns regarding pupils with additional support needs can also be shared 

with the ASL Team Leader through: 

- E-mails or written notes 

- Welfare Concern Forms (See Appendix 2) 

- Anti-bullying/Anti-racist form (see Appendix 5) 

 The ASL Team Leader will ensure that ‘Getting It Right for Every Child’ 

paperwork (Assessment of Needs, Child Planning Meeting Minute etc) is 

prepared well in advance, completed by the appropriate partners, shared with 

appropriate partners, reviewed appropriately and stored effectively. 

 

 

 

 

 

 

 

 

 

 



ASLPolicy/Updated - July 2014/DRL 14 

 

Partnership with Parents/Carers 

Partnership between parents/carers and teachers is essential to provide a coordinated 

service  to meet the children’s needs. This assumes greater significance in relation to 

pupils who may have specific needs. The school will ensure that parents are informed 

of, prepared for and involved in how the school supports their child’s additional 

needs. 

The school aims to: 

 use parent/carer’s knowledge of their child’s strengths and needs 

 keep parents/carers informed of ways in which they can support their child’s 

learning 

 respond to concerns expressed by parents/carers 

 ensure that the school’s policies for learning and additional support are shared 

with parents 

 contact parents/carers as additional needs are identified 

 liaise with parents/carers on developing strategies and plans to support their 

child 

 give parents/carers information about their child’s progress 

 

The school will liaise with parent/carers regarding: 

 Identified needs 

 Support strategies and programmes 

 ‘Getting It Right’ procedures 

 Referrals to external services 

 Supporting Learning Profiles 

 Individualised Educational Programmes 

 Health Care Plans 

 Coordinated Support Plans 

 

The Education (Additional Support for Learning) (Scotland) Act 2004 introduces new 

rights for parents relating to the support and information they request and receive for 

their child. The Act emphasises the parents’ right to express their views about their 

child’s education and what supports they feel they need and it gives them a range of 

formal avenues through which they can take their concerns and disagreements. The 

Act encourages education authorities and external services to work together to support 

effective parental engagement. The school will ensure that these new rights are 

adhered to when supporting children. 

 

Pupil Involvement 

It is important that, where appropriate, pupils have a clear understanding of their 

additional need and the supports put into place. They should be able, where 

appropriate, to be involved in planning and in evaluating support and progress. They 

can be involved in meetings, or can meet separately with members of staff, or can be 

provided with a  child-friendly version of their support plan.  
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Partnership with External Services 

The Education (Additional Support for Learning) (Scotland) Act 2004 provides for 

integrated working across agencies. The Additional Support for Learning Team will 

work to ensure that assessment, intervention, planning, provision and review are 

timely, solution focused and effective. 

Other professional and visiting services include: 

 Educational Psychologist 

 Support Coordinator 

 School Health Services 

 Visiting Teacher and Support Services 

 English as an Additional Language 

 Hospital and Outreach Teaching Services 

 Working Together Services 

 Outreach Teacher from special school 

 Speech and Language Therapist 

 Occupational Therapist 

 Physiotherapist 

 Education Welfare Officer 

 Social Workers 

 Child and Adolescent Mental Health Services (CAHMS) 

 

 

‘Getting It Right For Every Child’ (GIRFEC) 

There is an expectation that all agencies supporting children will refer to and 

implement GIRFEC. 

 

Child Planning Meetings 

Where meetings are initiated or led by the school, the ASL Team Leader will ensure 

that: 

 Proper procedure is followed 

 An Assessment of Need is completed on a new referral 

 Appropriate paperwork is shared for completion prior to the meeting 

 The meeting is minuted appropriately and Action Points made 

 The Minute and Action Points are shared asap after the meeting 

 There is an appropriate review process 

Where meetings are initiated or arranged by other agencies, the ASL Team Leader 

will ensure that: 

 Proper procedure is followed 

 School is involved appropriately  

 Appropriate paperwork is completed prior to the meeting and/or school staff 

attend the meeting 

 Action Points given to the school are implemented 
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Meeting Individual Needs 

 

The School Context  

All staff at Craiglockhart have responsibility for supporting pupils’ learning. The 

allocation of staffing to support pupils learning is as follows: 

 

Class Teachers 

Support for Learning Team Leader 

Support for Learning Teacher 

Permanent Pupil Support Assistants 

Pupil Support Assistant time from Integration Audit   

 

 

  

A Structured Approach to Additional Support for Learning 
The need for additional support may arise from long standing factors that require 

additional support throughout childhood. However, for most children the need will be 

shorter term and tied to a specific set of circumstances, including: the learning 

environment, family circumstances and social and emotional factors. In order to 

accommodate this range of factors, the City of Edinburgh Council has adopted a 

structured approach to identifying, assessing and supporting pupils’ learning, via 

different pathways, as appropriate. Craiglockhart’s approach adheres to these 

pathways: 

 

Pathway to Support 1 – Additional support needs met within the class.  

Action to improve progress in learning may be achieved through: 

- changing the learning environment 

- support strategies in class e.g. group teaching, peer support, Pupil 

Support Assistant support, English as an Additional Language support 

- monitoring attendance 

- staff development 

Parents could be contacted for an informal meeting. 

 

Pathway to Support 2 – Additional support needs met within the school  
Action to improve progress in learning may be achieved through: 

- changing the learning environment 

- Support from Support for Learning Teacher 

- ‘Getting It Right’ 

- Anti-bullying/Anti-racism procedures 

- Child’s Plan/ Child Planning meeting 

- Individualised Education Programme 

- Health Care Plan 

- SMT support 

- Withdrawal for support 

- Planned parental contact 

- Specific programme of intervention 

- Seeking informal advice from external services 

Parents will be fully involved with the implementation of these strategies. 
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Pathway to Support 3 – Additional support needs met within the school with 

support from external services.  

Action to improve progress in learning may be achieved through: 

- Anti-bullying/Anti-racism procedures 

- Getting It Right 

- Child’s Plan/ Child Planning meeting 

- Individualised Education Programme 

- Health Care Plan 

- Care Coordination Plan 

- Coordinated Support Plan 

- Child Protection procedures 

Parents will be fully involved with the implementation of these strategies. 

 

 

Pathway to Support  4 – Additional support needs which may require a special 

placement.  

Action to improve progress in learning may be achieved through: 

- Recommendation of an alternative placement 

- Recommendation of continued/amended arrangements within current 

setting 

- Recommendation of enhanced case management 

- Changes to the educational environment 

Parents will be fully involved with the implementation of these strategies. 

 

 

 

Pathway to Support  5 – Additional support needs met by external services 

(where pupil is out of school due to: long term/chronic ill health, attendance issue, 

permanent exclusion) 

  

Action to improve progress in learning may be achieved through: 

- Arranging meeting(s) with ASL Team Leader, other relevant school 

staff and medical staff where appropriate 

- Setting short term educational/behavioural targets 

- Inviting external service staff to attend future Pupil Support Group 

Meetings where educational progress is to be discussed 
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Planning/Record Keeping 

At Craiglockhart, Teaching staff plan in three Blocks. The Support for Learning 

Teacher will plan in three Blocks as follows: 

 August – December 

 January – April 

 April – June 

The Support for Learning Teacher will consult with teaching staff at the beginning of 

each Block (or at the end of the previous block where possible). The Support for 

Learning Teacher’s planning and evaluation will be monitored by the Additional 

Support for Learning Team Leader.  

The Support for Learning Teacher will keep informal records for the children with 

whom she works. These records may consist of programmes of work, books and 

resources used. Comments on progress/difficulties should be noted. 

The Support for Learning Teacher will also keep pupil profiles containing records of 

test scores, information regarding area of need and a synopsis of progress made or 

difficulties encountered. 

These records will be updated at the end of each session and will supply relevant 

information to staff and management. These records can also be shared with parents. 

 

The ASL Team Leader will keep all relevant information regarding pupils with 

additional support needs in the ASL Base  

 

The Additional Support for Learning Team will complete the annual Integration 

Support Audit. 

 

The ASL Team Leader will ensure that ‘GIRFEC’ procedures are followed 

appropriately and paperwork completed,  shared and stored effectively.  
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Pupil Plans 

Most children who require additional support will have their needs met by the day-to-

day practice in school managed by class teachers. Where children require more 

detailed planning for learning, where substantial adaptation to the curriculum is being 

considered or where additional support from both education and other agencies needs 

to be coordinated, more formal plans will be required. 

 

 

Getting It Right for Every Child  - Child Planning Meeting Minute/Action Points 

(see appendix 3) 

Where a Child Planning Meeting has been arranged for a child, the Minute and Action 

Points of that meeting are the same as a plan for that child unless an Individualised 

Educational Programme, Health Care Plan or Coordinated Support Plan is in place.  

 

Health Care Plans, Supporting Learning Profiles & Supporting Pupils who need 

to use medication in school, Pupils who feel ill or are injured in school 

Pupils who require/ may require significant health care at school will have a Health 

Care Plan using the authority procedures (see Appendix 6) 

Some pupils may have Supporting Learning Profiles. These are created by our health 

professional colleagues and shared with the school. 

Pupils who need to use/may need to use medication in school will be supported to do 

this using the authority procedures (see Appendix 6) 

Pupils who feel ill or are injured at school follow school procedures (See Appendix 

6).  

 

 

 

Individualised Educational Programmes (IEPs) (see Appendix 3) 

Individualised Educational Programmes will be produced for those children with 

additional support needs who require significant, planned intervention. Before 

creating an IEP, the school will consider the identified priority needs and the extent to 

which they are met by planned curriculum of the whole class or through 

differentiation.  

The school with liaise with parents/carers, pupils and any external services working 

with the pupil at the beginning of each session. 

 

IEPs will include a profile which outlines the pupils additional needs, their progress 

so far and a recognition of the pupil’s strengths. The type and number of targets set 

will depend on the needs of the individual child. In planning to meet pupil’s needs it is 

necessary to set both long term targets and short term targets. Long term targets 

should be for one school session and should be met through a series of short term 

targets. All targets set should be SMART – specific, measurable, achievable, relevant, 

timed. 

In order to establish whether a target has been achieved it is necessary to specify 

success criteria. 

Long term targets are reviewed annually. Short term targets will be recorded as they 

are met and reviewed at least twice a year. 
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Coordinated Support Plans (CSPs) 

The Coordinated Support Plan is a statuary document that supports planning, 

monitoring and review of provision where a pupil’s school education requires 

significant additional support from education and one or more agency.  

There are five criteria that must be met before a coordinated support plan can be 

drawn up: 

 The education authority is responsible for the pupil’s school education 

 The pupil has additional support needs which arise from one or more complex 

factors 

 These needs are likely to continue for more than a year  

 The pupil requires significant additional support from the education authority 

exercising its functions relating to education 

 The pupil’s school education also requires significant additional support from 

the education authority exercising any of their other functions or from another 

appropriate agency e.g. Health, Social Work or East Working Together 

 

Where the school considers a pupil may require a Coordinated Support Plan, they will 

refer to The Children and Families Department ‘In On The Act’ document and the 

Support for Learning Act ‘Code of Practice’. To initiate the process, the school will 

call a PSG or IEP or provision of Record of Needs (where it still exists) Review 

meeting. If the result of the meeting is that the school considers a CSP is required the 

school will send the appropriate form to the education authority’s contact person. If 

the contact person considers that a CSP is required a planning meeting will be 

arranged for the opening of a coordinated support plan.  

Where the parent approaches the school to request a CSP, the school will provide the 

parent with the appropriate form to be considered by the authority’s  contact person. 

 

 

 

 

 

Additional Support for Learning Files 

Files for pupils with additional support needs are kept in the ASL Base and are kept 

up to date by the ASL Team Leader and are accessible to all  school staff. Information 

will be kept in Class ASL folders or in individual pupil ASL folders where significant 

support is required. Teaching staff also have an ASL folder where they to can keep 

copies of ASL information relevant to their pupils. 
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Child Protection at Craiglockhart  

 

Child Protection Training 

All Craiglockhart staff are trained in Children and Families Department Child 

Protection  Guidelines. 

It is the responsibility of all Craiglockhart staff to ensure that their Child Protection 

Training is current through CPD.  

 Identifying Pupils on the Child Protection Register 
Pupils on the Child Protection register should be immediately identifiable in ASL 

filing system. 

Pupils with Child Protection issues should be immediately identifiable in ASL filing 

system. 

Disclosure Procedures at Craiglockhart 

All staff follow Child Protection Guidelines. 

Staff should use the City of Edinburgh’s Child Protection Forms (see Appendix 2) to 

initiate and record a Child Protection concern. 

 

 

 

Staff Training to support pupils with additional support needs 

The ASL Team Leader will keep a record of staff training to support pupils with 

additional needs in the school. Staff training will be regularly reviewed and updated. 

The ASL Team will identify and support staff to source appropriate training for pupils 

with additional needs where training is required/recommended e.g.  Moving and 

Handling, Diabetes, Allergy, Epilepsy Training and First Aid 
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Promoting Positive Behaviour 

 

Respect for Learning, Respect for Ourselves, Respect for Each Other 

Craiglockhart aims to be an excellent centre of learning. To achieve this, it is 

important that there is a culture of respect for learning, respect for ourselves and 

respect for each other. Our Positive Behaviour approaches were reviewed in session 

2011/12 by the Pupil Council and by staff. Our approaches are: 

 

The Golden Rules 

The Golden Rules are taken from Jenny Mosley’s publication and are: 

Do as you are asked 

Do be gentle, don’t hurt anyone 

Do be kind and helpful, don’t hurt people’s feelings 

Do show good manners, don’t be impolite 

Do move around the school quietly, don’t disrupt leaning 

 

The Golden Rules are promoted at Assembly and in the classrooms. In the Early 

Year’s classes use a visual display of a Sunshine/Rainbow/Thinking Cloud to 

reinforce the Golden Rules. 

 

School Houses 

The pupils are grouped into Houses. Houses give pupils a mixed peer group identity 

within the school. There are special events throughout the year where pupils can enjoy 

learning with their House peers.  Pupils collect House Points for following the Golden 

Rules and for good effort and excellence in learning. 

 

Assembly Certificates 

When pupils have collected a number of House Points, this is celebrated through the 

award of special certificates at Assembly. The pupils work towards gaining a Bronze, 

Silver, Gold, Platinum, Deputy Head Teacher and  Head Teacher award through the 

year. All staff can rewards House points following the allocation guidelines. 

 

The Golden Table/ Golden Book 

Pupils are encouraged  to bring evidence of achievements outside school to place on 

the Golden Table to share with their peers at assembly e.g. certificates, medals, 

photographs etc. These achievements are recorded in the Golden Book. 

 

Other Class Approaches 

Class Teachers use a variety of approaches to promote positive behaviour and respect 

in the classroom e.g. classroom rules (over and above the Golden Rules), group table 

awards, ‘Special Person’ arrangements 

 

It is important that all teaching staff seek a sensible balance between their own 

professional judgement/teaching style and a consistent approach across the school in 

the implementation of whole school and class approaches to promoting positive 

behaviour. This can be clarified at Stage, Level and Whole School staff meetings.  
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A Resolution- Focused Approach 

It is important that any relationship/behaviour difficulties between pupils or between 

pupils and staff are resolved as soon as possible using a resolution focused approach: 

talking the problem through, focusing on the behaviour and not the person, finding 

ways to resolve the situation and imposing sanctions where appropriate. Sanctions 

include: loss of Golden Time, loss of breaktime, ban from taking part in special 

activities e.g. excursions, meeting with a member of the Senior Management Team. In 

serious situations or where there is an ongoing issue, parents will be contacted to 

support. Where there is an ongoing behaviour issue, the ‘Getting It Right’ process can 

support  a solution focused approach.  

 

Equality, Diversity & Anti-bullying 

Craiglockhart promotes anti-bullying and anti-racism through it’s Equality, Diversity 

and Anti-bullying policy which can be found on the school website. Our policy is in 

line with council guidelines. We also follow the council’s procedures when 

responding to any incidents which may be bullying or racism.  

 

We also promote Anti-bullying  annually as a whole school. In session 2008/09, the 

whole school worked together to create a definition of bullying  

 

Our definition of bullying is: 

Bullying is unacceptable! Anyone can become a bully or a bullied person. A bully can 

be one person or a group of people. They may know they are bullying or they may be 

unaware. Bullying is any kind of intimidating behaviour like physical abuse, unkind 

looks, unkind words or leaving someone out. This behaviour happens more than once. 

It usually happens away from adults. This behaviour makes the bullied person feel sad 

inside. 

 

We also created a number of strategies which pupils should use if they feel that they 

or someone else is being bullied. These were updated in Session 2011/12: 

 

Our strategies are; 

1. Ignore them. Walk away 

2. Be confident, be strong and stand up to the bully 

3. Speak to a friend 

4. Speak to an adult that you trust 

5. If nothing changes, speak to another adult that you trust 

6. Contact Child Help Line 0800 1111 

7. Don’t give up! 

 

The definition and strategies are revisited, reviewed and explored annually at 

assembly. The school will also take advantage of any external projects which support 

Anti-bullying or Anti-racism which we feel will benefit our pupils.  

 

 

 

 

 

 

 



ASLPolicy/Updated - July 2014/DRL 24 

 

Transition 

Craiglockhart aims to ensure that all pupils enjoy as smooth a transition as possible 

from class to class and between educational establishments.  

 

Enrolling for Nursery 

Parents of pupils wishing to enrol at Craiglockhart Nursery can collect an enrolment 

form from the school office at any time. They should  liaise with the school Business 

Manager/Administrator on their child’s Nursery place. All parents are welcome to 

arrange to come and see the Nursery. When a child has received a Nursery place, 

parents will be invited along to Open Sessions prior to their child beginning Nursery. 

Some children may need a more careful programme of transition. 

 

Nursery to Primary One 

Children attending Craiglockhart Nursery in their pre-school year are given a number 

of opportunities to be part of school life, to get to know the school and to take part in 

whole school assemblies, projects and special events. 

Parents of new Primary One catchment pupils are invited to register their child for 

enrolment in the November prior to starting school. While registering, parents will be 

provided with a copy of the school handbook and be invited to take a tour of the 

school.  

The following information is transferred from all Edinburgh Authority and Edinburgh 

Private Partner Nurseries to Craiglockhart: 

 Transition Form 

 Pupil Profile 

 PLPs (our own cluster have agreed that PLPs should be used by the child’s P1 

teacher until the October break when they will be returned to the parents) 

Parents are sent information about the P1 Induction Programme as soon as the school 

receives the initial list of new P1 pupils. 

The P1 Induction Programme includes: 

 A Parent Open Evening 

 Two Taster Sessions for new pupils 

 A special presentation by our present P1s 

Our new P1 teachers aim to visit the main feeder Nurseries at the end of the summer 

term. 

Parents and Nurseries are encouraged to inform the school of any pupils with 

additional needs and planning meetings are arranged where possible prior to the child 

beginning school where there are specific needs/issues which could affect their 

transition or need ongoing support.  

  

 

New Pupils to the Nursery/School P2-7 or mid-year 

Parents of new pupils attending our Nursery mid-year will make appropriate 

arrangements with Nursery staff to ensure a smooth transition. This can vary from 

child to child. 

Pupils joining the school at the beginning of P2 -7 or mid-year, where places are 

available, should meet with a member of the Senior Management Team for a welcome 

discussion and a tour of the school.  
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Primary Seven to High School 

Craiglockhart is part of the Tynecastle cluster. Primary pupils in the cluster are 

involved in learning opportunities at Tynecastle from Primary Four. In session 

2011/12, there was a Primary Seven Conference which aimed to celebrate the pupils’ 

primary careers and look forward to their journey to high school. It was also an 

opportunity for staff to liaise about pupils. Staff from Tynecastle also come along to 

Craiglockhart to collaborate on learning, to meet P7 pupils and to liaise with staff. 

 

The following information is sent on to each child’s high school: 

 Authority Transition Form (where requested). Tynecastle and some other high 

schools are able to get the information required on the form from the school 

SEEMIS system 

 P7 Pupil Profile 

 Transition Writing Jotter 

 Record of progress in Maths 

 Copy of School Report with Curriculum for Excellence Levels 

 Any appropriate ASL Information 

 

For pupils with significant additional support needs: 

 The school will arrange to meet appropriate staff e.g. Support for Learning 

Teacher 

 An appropriate member of staff from the high school will be invited to end of 

session Support Plan Reviews 

 Appropriate Partner agencies will be contacted to support the pupil’s transition 

e.g. VTSS 

 

Primary One to Primary Seven 

At the end of the school session: 

 Pupils and Parents will be informed as soon as possible who their teacher for 

the new session will be 

 Class Teachers are given time to meet with their pupils’ new teacher 

 Pupils will spend time with their new teacher 

 Teachers will be given the appropriate Attainment and ASL information for 

their new class and teachers will pass on their Forward Plans.  
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Appendices 
 

 

      1. In-school  Information Sharing formats – ASL Referral 

                                                                                    Welfare Concern form (GIR) 

                                                                                     Child Protection form 

                                                                         

 

 

2. Getting It Right for Every Child formats 

 

 

 

3. School format for  Individualised Educational Plan 

 

 

 

4. School ASL Report for External Agencies 

 

 

 

3. City of Edinburgh Guidance on Positively Challenging Bullying, Racism 

and Discrimination 

 

 

4. Management of Pupils with Health Care Needs 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

Appendix 1:  
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In-school  Information Sharing formats – ASL Referral 

                                                                        Wellbeing Concern form (GIR) 

                                                                        Child Protection form 
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Additional Support for Learning 

REFERRAL 
 

 

 

Name of pupil or group of pupils 
 

Name  Class 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

  
 

Nature of Additional Need 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Signed:___________________________   Date:_____________________ 
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Note of Welfare Concern  
 
THIS FORM SHOULD BE HANDWRITTEN AND KEPT IN A SECURE PLACE 
SEPARATE FROM THE PUPIL PROGRESS REPORT  

 
If you have any welfare concerns about a child you should record these as soon as possible.   

IF YOU HAVE ANY DOUBTS AS TO WHETHER THIS IS A CHILD WELFARE OR A 

CHILD PROTECTION MATTER YOU SHOULD TAKE ADVICE FROM YOUR 

DESIGNATED MEMBER OF STAFF – CHILD PROTECTION  - HEADTEACHER- 

DEREK LAW 

 
EDUCATIONAL ESTABLISHMENT    

 
Member of staff recording concern 

 
Name:            

 
 
 
Designation: 
 
 
 
Details of Child: 
 
 
Name: 
 
 
 
Class: 
 
 
DOB: 
 

CRAIGLOCKHART PRIMARY SCHOOL 
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Area of concern (Tick) 
 

 SOCIAL, eg bullying, change in peer relationships 

 FAMILY, eg break up of family, death of relative,  occasional lateness due to 
parental drug or alcohol abuse 

 DEVELOPMENTAL, eg falling behind in previously reached milestones 

 EMOTIONAL,  eg noticeable change in behavior and/or attitude 

 PHYSICAL, eg poor hygiene, inconsistent attendance at doctor/dentist 

 NEGLECT,  eg occasional hunger, inappropriate clothing 

 SEXUAL,  eg occasional use of inappropriate language, teenagers ‘larking 
around’ in changing rooms 

 
 
Brief description of concern 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Was this concern shared this with the child’s parent/guardian?   YES/NO 
 

If yes,  by whom and what was their response? 
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Did the child express a view on this matter?  If YES what was it? 

 
 
 
 
 
 
 
 
 
 
 
 

Have you shared this concern with any other person (eg. School Nurse, Working 
Together Worker, Designated Member of Staff - Child Protection – Headteacher 

Derek Law  or any other SMT member)?   YES/NO 
 

If yes 

 
 
Name of person: 
 
 
Position/agency: 
 
 
Contact number  
(If outside school) 
 
 
 
 
 
 
 
 
 
Signature:          
           
    
 
 
Date: 
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Child Protection Referral Form  
(Educational Establishments) 
 

 
THIS FORM MUST BE  COMPLETED IN HANDWRITING AND BE KEPT 

SEPARATE FROM THE PUPIL’S PROGRESS RECORD IN A SECURE PLACE 

 

 
PART 1:  to be completed by any member of staff on the same working day after receiving 

information which may suggest that a child is at risk of abuse or has been abused.  Where the 

information is incomplete, you should still pass the form to the Designated Member of Staff 

for Child Protection  - HEAD TEACHER – DEREK LAW 

 

EDUCATIONAL ESTABLISHMENT   

 

1.   Details of person making report 

 

Name: 

Designation: 

Contact telephone number: 0131 337 1407 

                       Ashley Terrace, 
Address:         Edinburgh 
                       EH11 1RG 

Date: Time:                           am/pm 

2.  Details of Child 

 

Name:                                                                                                                         Sex:   M/F 

Date of Birth: 

 
Address: 

CRAIGLOCKHART PRIMARY SCHOOL 
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Contact telephone number: 

Name  of parents/guardian/carers  
 
Address and contact number if different from above: 
 

 
3. Details, if known, of person about whom there is concern or an allegation 

has been  made 
 

Name: 

Relationship: 

 
4. Details of person reporting the concern or allegation  
 
 Child?:  YES/NO 
 

If no, please give all relevant details, eg name, address, designation, agency: 
 
 
 
 
 

 
5. Details of the alleged incident 
 

Date of alleged incident: Time:                              am/pm 

 
Place: 
 

Names and addresses of anyone else involved: 
 
 
 
 
 
 

Describe in detail any visible injuries/bruises and/or concerning behaviour of the child 
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Was the child asked what happened:   YES/NO 
 
If yes, record in the child’s own words exactly what the he/she said and any questions asked if 
the situation needed clarification (continue on a separate sheet if required): 
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What was the child’s view of the concern/alleged incident? 
 

 

 

Signature of the person initiating the referral:     

 

 

Date:  

 

 

PART 2:  to be completed by the Designated Member of Staff for Child Protection 

 

Action by the Designated Member o Staff for Child Protection.: 

Complete Parts 1 and 2 following consultation with the agencies below 

 
1.   Details of external agencies contacted – usually only one agency 
 

Department of 
Community Child 
Health 
8.30am -  5.00pm 
Tel 536 0467 
State it is a Child 
Protection Matter 
 
 
5.00pm – 8.30am 
Tel 536 0000 
State it is a Child 
Protection Matter 
 
 

 
   
 
 
 
Name of  Doctor:   
 
 
Advice received: 
 
 
 
 
 
    
   

Date: Time:                  am/pm 

 

 

Date: Time:                  am/pm 
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Children and Family 
Services  
(see Appendix 1 for 
contact numbers 
during the day) 
 
 
Out of office hours 
5.00pm – 8.30am 
Tel 554 4301 
State it is a Child 
Protection Matter 

 
Name of Social Worker:    
 
 
Tel no of Social Worker:    
 
Advice received 
 
    
 
 
 
    
 
 

Family Protection 
Team in the police 
Tel 662 5000 
 

 
Name of  Police Officer:    
 
 
    
 
 
Advice received 
 
    
 
 
 
 
    

 
  
2. Details of contact with the parent/guardian/carer  
 
 

Have the parents/guardians/carers been advised of this matter?     YES /NO 
 
If yes, by whom? 
 

If yes, record any response/any action taken by them: 
 
 
 
 
 
 
 
 
 
 

 
3.  Other information 
 

 

Date: Time:                   am/pm 

 

Date: Time:                    am/pm 

Date: Time:                   am/pm 
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Record any other information you have about this matter (it is important that all information is 
passed on, even that which you think is not important or helpful): 
 
 
 
 
 
 
 
 
 
 

 
4 Other information Has the person who made this referral been informed of the 

outcome YES/NO 
 
 
Signature:        Date:    

 
 
Proceed To PART 3 if a Child Protection case conference is being held 



ASLPolicy/Updated - July 2014/DRL 38 

 
 

PART 3:  to be completed by the Designated Member of Staff for Child Protection 

 
 

Case Conference Details 
 
 
 
Date invitation received :    
 
 
Date of conference:       Time:     
 
 
Nominated member of staff:    
 
 
Designation:     
 
 
 
Was the school represented?                           YES/NO 
 
 
 
Was the child placed on the register                 YES/NO 
 
 
 
Did the Child Protection include school staff as part of the core group?    YES/NO 
 
 
 
Date draft minutes received:    
 
 
 
Date returned:  
 
 
 
Date final minutes received: 
 

              am/pm 
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APPENDIX 1 
 
 
 

Social Work Telephone Numbers 
 

 
North Edinburgh 
 
Centres 
Muirhouse Crescent    0131 343 1991 
West Pilton Gardens    0131 529 5400 
Leith      0131 553 2121 
Craigentinny     0131 661 8291 
 
West Edinburgh 
 
Centres 
Springwell House    0131 313 3366 
Westfield House    0131 334 9933 
 
South West Edinburgh 
 
Centres 
Oxgangs Path     0131 445 4451 
Murrayburn Gate    0131 442 4131 
 
 
South & East Edinburgh 
 
Centres 
Captain’s Road    0131 529 5300 
Craigmillar     0131 657 8500 
Victoria Street     0131 226 6731 
 
 
 
Emergency Social work Service  0800 731 6969 
 
 
 
 
Social Work Hospital Teams 
 
Royal Infirmary    0131 536 3286 
Simpson’s Memorial Maternity Pavilion 0131 536 3288 
Western General    0131 537 1000 
City Hospital     0131 536 6272 
Royal Hospital for Sick Children  0131 536 0501 
Royal Edinburgh Hospital   0131 537 6000 
Royal Victoria Hospital   0131 537 5000 
St John’s Hospital    01506 419 666 
 

 



ASLPolicy/Updated - July 2014/DRL 40 

 

 

Appendix 2: Getting It Right For Every Child 
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Appendix 3: School format for an Individualised Educational Plan 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  Additional Support for Learning at Craiglockhart    

 

INDIVIDUALISED EDUCATIONAL PROGRAMME for NAME (P?) 

Long term target: Pupil can……………………………… 

 

Short Term Target 

August 12 – February 13 
Strategies/Resources Responsibility 

of 

Success Criteria Evaluation Target 

achieved 

Pupil can………………… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

  

 

 

 

 

  





Appendix 4: School ASL Report for External Agencies 
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Craiglockhart 

 

 
 

 

 

 

 

Signature ……………………………………….   Position …………………..           Date …………….. 

Attendance 
See attached print out. 

 

Academic Progress 
 

 

Behaviour 
 

Personal Social and Emotional Issues 
 

 

Health/Hygiene 
 

Parental Involvement 
 

 

 

 

 

Any Other Relevant Information 

Review Report Craiglockhart Primary School 

 

Child’s Name :   Class :  

 

Date of Birth :  

 

Report Requested by :  

 

Date of Meeting:  

Date Report Required:  
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Appendix 5 – City of Edinburgh Guidance on Positively Challenging Bullying, 

Racism & Discrimination 
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Guidance on Positively Challenging Bullying, Racism and Discrimination 
Paper Recording Form for all incidents of bullying, discrimination and harassment in Children and 

Families Department Establishments from 2006. 

 

Part 1 
 

1. Name and position of person completing Part 1 and how you know the 

people involved. 
 

Concern or allegation of discrimination of grounds of 

 (you can tick more than one box) 

RACE 
 DISABILITY   GENDER (Sexism)  

FAITH/RELIGION  HOMOPHOBIA 
(anti gay, lesbian, transgender 

or bi-sexual) 

 OTHER 
(please specify, eg social class/ 

age/size/appearance 

 

 

2. Please tick here if it appears to have been a Bullying incident.  

 

3. Please give a brief description of what happened: 
………………………………………………………………………………………

………………………………………………………………………………………

………………………………………………………………………………………

……………………… 

 

5. ABOUT THE INSTIGATOR (The bully or person discriminating) 

(If several people involved, use majority) 
 

Age Group: 0-4 5-11 12-17 18-26 27 plus 

 

Gender: male/female 

 

Ethnicity:(see Appendix 2 for key)               Religion:(only if relevant) 
 

6. ABOUT THE VICTIM (The person who suffered bullying or 

discrimination, if present) 

(If several people involved, use majority) 

 

Age Group: 0-4 5-11 12-17 18-26 27 plus 

 

Gender: male/female 

 

Ethnicity:(see Appendix 2 for key)              Religion:  (only if relevant) 

 

7. Date of incident:  ………………………. Time of incident:  

…………………… 

 

8. Place:  Please tick and write name of establishment here 

…………………………….…………… 

 
              School                          Children and Family Centre                        Residential 

Unit        

 

                    Community Centre                      Early Years Centre                                              Other          
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Part 2 to be completed by the Equalities Coordinator 

 

9.   What immediate action has been taken to protect the complainant from further harm? 

 

 

 

 

 

 

10. What action has been taken to alter the behaviour of those responsible? 

 

 

 

 

 

 

11. What action has been taken to support any others involved? 

 

 

 

 

 

 

12.  What follow-up preventative work is planned as a result of the incident, if needed? 

 

 

 

 

 

 

13.    As a result of this incident, when will the situation be monitored or reviewed?  

 

14.    When will the complainant and others affected be advised of the outcome?  

 

15.   Was the incident reported to any other agency?            Yes                    No 

 

If yes, which agency?  …………………………………………………………………… 

 

16.   Please estimate the total time taken on this incident, where possible  

 

17. Summary of Incident (please tick) 

 

RACE  DISABILITY  GENDER (Sexism)  

FAITH/RELIGION  HOMOPHOBIA 
(anti gay, lesbian, 

transgender or bi-sexual) 

 OTHER 
(please specify, eg social 

class/age/size/appearance) 

 

 

18. Please tick here if it was a Bullying incident. 

 

Signed …………….……………… Position ……………………..…… Date 

………………… 
 

RECORDING AN INCIDENT IS EXTREMELY IMPORTANT AND ONLY 

TAKES A FEW MINUTES. 
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Appendix 6 – Management of Pupils with Health Care Needs 
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Management of Pupils with Health Care Needs 

 

At Craiglockhart, we ensure that all pupils with health care needs are cared for appropriately and in 

accordance with the CEC Guidelines ‘The Handbook of Procedures for the Management of Pupils with 

Health Care Needs in Educational Establishments’. 

 

The ASL Team Leader will ensure that: 

 The CEC procedures are followed and the appropriate Form/Plan/Letter formats are used 

 Pupils with health care needs are identified 

 Parents/Carers know how the school identifies and cares for pupils with health care needs and 

how they need to support the school. This should be set out in school handbooks and the 

enrolment form with regular reminders through the school newsletter 

 Staff know how the school identifies and cares for pupils with health care needs and how they 

support the school 

 Health Care Plans are created for appropriate pupils by parents/carers in liaison with medical 

personnel 

 All relevant members of Staff are appropriately trained to care for pupils with Health Care 

Plans and other health needs, including emergency procedures 

 Health Care Plans are created and updated at the beginning of each session and parents 

provide appropriate medication 

 All medicines kept in school are stored safely and effectively 

 Temporary/supply staff are informed of health care needs of pupils in their care 

 All medicines stored in school are handed back to parents at the end of the school session or 

destroyed 

 Parents/Carers and Staff are aware of the procedures for the administering of temporary 

medicines (prescribed or non-prescribed 

 Parents/Carers and Staff are aware of the procedures for dealing with pupils feeling 

unwell/receiving an injury (in particular, a head injury) in school 

 Parents/Carers and Staff are aware of the procedures for responding to pupils who contract 

contagious diseases 

 

 

Procedures for use of CEC Forms/Plans/Letters at Craiglockhart 

 

Appendix 1 – Pathway for Managing Pupils’ Health Care Needs: Copy to all staff, to all parents/carers, 

on display in Room 3 and in Office 

 

Appendix 2 – Form 1 - Request for school to issue non-prescribed medication in school:  Copies 

available in Office, Room 3 & ASL Base. Completed forms to be kept in Office. 

 

Appendix 3 – Form 2 – Request for school to issue short term prescribed medication in school: Copies 

available in Office, Room 3 & ASL Base. Completed forms to be kept in Office. 

 

Appendix 4 – Form 3 – Request for school to issue long-term prescribed medication in school: Copies 

available in Office, Room 3 & ASL Base. Form sent to parents/carers of pupils known to be using long 

term prescribed medication at present who do not need a Health Care Plan (None known at present) 

Completed forms to be kept in Office and in ASL Base. 

 

Appendix 5 – Form 4 – Request for school to issue long term ‘as required’ prescribed medication in 

school: Copies available in Office, Room 3 & ASL Base. Form sent to parents/carers of pupils known 

to be using long term ‘as required’ prescribed medication at present who do not need a Health Care 

Plan (e.g. Pupils who are supervised in use of inhalers in school). Completed forms to be kept in Office 

and ASL Base.  

 

Appendix 6 – Form 5 – Request to school for medication to be carried and self-administered by pupil in 

school: Copies available in Office, Room 3 & ASL Base. Form sent to parents/carers of pupils known 

to be using medication to be carried and self administered at present who do not need a Health Care 

Plan (e.g. Pupils who use own inhalers in school). Completed forms to be kept in Office and in ASL 

Base. 
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Appendix 7 – Form 6a – Notice to parent/carer that supply of medication needs replenishing: Copies 

available in Office, Room 3 & ASL Base. It is a Learning Assistant role to check medication kept in 

school and send out this form. Copies of forms sent out are kept in ASL Base. 

 

Appendix 8 – Form 6b – Notice to parent/carer that supply of medication is becoming ‘out of date’ and 

needs replacing: Copies available in Office, Room 3 & ASL Base. It is a Learning Assistant role to 

check medication kept in school and send out this form. Copies of forms sent out are kept in ASL Base. 

 

Appendix 9 – Letter 1: Request to parent/carer to collect medication from school: ASL Team Leader 

will arrange for these forms to be given out to appropriate parents at end of each session. 

 

Appendix 10 – School Medication Record: Copies kept in Office and Room 3 and completed as pupils 

take medicines 

Appendix 11 – School Medication Record for Methylphenidate (Ritalin or Equasym): Copies to be kept 

in Office and Room 3 when appropriate. 

 

Appendix 12 – Form 7- School Health Care Plan – Short-term health care not requiring medication in 

school: ASL Team Leader to send this form to parent/carer of children with this need. Parent/carer to 

complete and return to school. ASL Team will contact medical professionals for advice where 

appropriate. 

 

Appendix 13 – Form 8- : School Health Care Plan – Short-term health care not requiring medication in 

school: ASL Team Leader to send this form to parent/carer of children with this need. Parent/carer to 

complete and return to school. ASL Team will contact medical professionals for advice where 

appropriate. 

 

 

 

Appendix 14 – Severe Allergies (Information, Form 9: School Health Care Plan and Flow Diagram): 

Where pupil has severe allergy, ASL Team Leader will contact parent/carer to discuss pupil’s health 

care need. Parent/carer will complete Health Care Plan in liaison with medical professional and return 

to school. 

 

For pupil who uses an Adrenaline Pen (of which the school should have two – one in class, one in 

Room 3), a copy of Health Care Plan and Flow Diagram will be kept in the poly pocket with the 

Adrenaline Pen and an extra copy kept in ASL Base. 

 

For pupil who does not use an Adrenaline Pen, a copy of the Health Care Plan and Flow Diagram will 

be kept in pupil’s class, Room 3 and ASL Base. 

 

Appendix 15 – Asthma (Information and Flow Diagram): For pupils with asthma there should be two 

in-halers in  school (one in class and one in Room 3), a copy of the flowchart will be kept in the poly-

pocket with the inhaler. 

 

Appendix 16 – Epilepsy (Information, Form 9: School Health Care Plan, Flow Diagram and Record of 

Seizures): Where pupil has epilepsy, ASL Team Leader will contact parent/carer to discuss pupil’s 

health care need. Parent/carer will complete Health Care Plan in liaison with medical professional and 

return to school. 

 

Where there is medication in school for the pupil with epilepsy, a copy of the Health Care Plan and the 

Flow Diagram and Seizures Record will be kept in poly-pocket with the medication. There will also be 

spare copies in the ASL Base.  

 

Where there is no medication in school for pupil with epilepsy, a copy of the Health care Plan and Flow 

Diagram and Seizures record will be available in pupil’s class, Room 3 and the ASL Base.  

 

Appendix 17 – Diabetes (Information, Form 9: School Health Care Plan and Flow Diagram): Where a 

pupil has diabetes, the ASL Team Leader will contact parent/carer to discuss pupil’s health care need. 
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Parent/carer will complete Health Care Plan in liaison with medical professional and return to school. 

Copy of Plan and Flow Diagram will be kept in pupil’s class, Room 3 and the ASL Base. 

 

Appendix 18 – Cystic Fibrosis (Information) ASL Team will follow the information 

 

Appendix 19 – Staff Attendance Records: ASL Team Leader record staff training using this form. Staff 

should attend update training every 2 years. 

 

Appendix 20 – Procedure to call Emergency Services: Copy of these procedures will be displayed in 

Office, Room 3 and around the school.  

 

Appendix 21 – Generic Symptoms and Action Flow Diagrams for Asthma and Allergies (not using an 

adrenaline pen): Copy of the Flow Diagram will be displayed in Room 3 and around the school 

 

 

 

School Procedures for dealing with pupils who feel unwell/ receive an injury/ head injuries 

 

If child feels unwell or injury takes place in school or in the playground, the Class Teacher or Learning 

Assistant should consider if the pupil’s condition is serious enough to mean: 

a) pupil needs treatment in school 

b) pupil’s parent/carer needs to be contacted 

c) Emergency Services need to be contacted 

 

a) If the pupil needs treatment while in class, the Class Teacher should ask the Learning Assistant in 

class (or nearby) to attend to the pupil. If there is no Learning Assistant in class (or nearby), the Class 

Teacher should send the pupil (if possible) and a partner to: 

 Room 3 (to see if a member of support staff is available) 

 Office (who will support the pupil, or tannoy for a Learning Assistant to attend to the pupil or 

will contact a member of the Management Team).  

 A member of the Management Team 

If the pupil needs treatment while in the playground, the Playground Supervisor should send/take the 

child to Room 3 to be treated. If there is no-one available in Room 3 to treat the child (e.g. Morning 

Break), the Playground Supervisor should treat the child themselves and inform the 

Office/Management Team if additional cover is needed in the playground while pupil is being treated.  

 

b) If it is felt that the pupil’s parent/carer needs to be contacted, the member of staff dealing with the 

pupil should discuss this with a member of the Management Team before phoning. If arrangements 

have been made for the pupil to go home, the Class Teacher should be informed. 

 

c) If the Emergency Services need to be contacted, the first available adult should contact the 

Emergency Services and follow procedures. A member of the Management Team should be contacted.  

 

Where a serious injury has taken place due to an accident or incident, especially a head injury: 

 The matter should be discussed with the Management Team 

 Parents should be informed using the appropriate slip or by phone 

 A serious Incident Form should be completed by a Member of the Management Team and the 

member of staff who dealt with the injury 

 Pupils who have suffered a head injury should be carefully monitored and should not be left 

on their own 

 

 

Procedures for responding to pupils who contract contagious diseases 

 Parents of identified vulnerable pupils are informed (e.g. pupils being treated for leukaemia) 

 A member of the management Team may seek advice/clarification about Council procedures 

 

 

 


