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ADDITIONAL SUPPORT NEEDS FILE

An Additional Support Needs file should be opened for any child or young person who requires a significant level of additional support in school in order to meet his/her needs.

The Additional Support Needs file will contain relevant information about the child or young person including contact details, a list of key people involved in his/her education, a profile of the child’s strengths or skills and an outline of the factors that give rise to the child/young person’s additional support needs.  The Additional Support Needs file will also contain the child or young person’s Individualised Educational Programme (IEP) and any other relevant planning documents e.g. Personal Educational Plans for Looked After children, Co-ordinated Support Plans where a high level of multi-agency co-ordination is required to meet the young person’s educational needs, copies of the SPELL booklet for children with autism, copy of the Communication Passport for children with learning and communication difficulties etc.

STRUCTURE OF ADDITIONAL SUPPORT NEEDS FILE
An overview of the basic structure of the Additional Support Needs File is outlined below:

Section 1 : Basic Details
· Child’s details (including Unique Pupil Identifier).

· Parents/Carers details.

· Key people involved.

· Looked after status.

· Key professionals.

Section 2 : Profiles and Comments
· Profile of the Child/Young person including strengths, competencies and information on learning style.  The profile should focus on the positive aspects of the child’s your young person’s life both in and out of school.
· Factors giving rise to Additional Support Needs.  Factors that have, or are likely to have significant adverse effect on the child or young person’s school education.  All relevant factors should be included.
· Additional Support Needs.

· Child/Young Person’s comments and views.

· Parental comments and views.

Section 3 : Chronology
· The chronology section will provide a brief record of key actions in relation to the child or young person’s additional support needs (e.g. dates of meetings or assessment results).
Section 4 : Interventions and Assessments from other Agencies
· This section will contain information, assessments and interventions from other agencies involved where appropriate and might include copies of key documents e.g. reports of assessments undertaken.  The section should be separated into subsections for each agency e.g. 

Speech & Language Therapy

Social Work

Educational Psychology

Community Paediatrics etc.

Section 5 : Individualised Educational Programme
· This section will contain the detailed IEP.  This will provide a brief review of previous targets, document new targets and objectives, detail how these will be met and provide success criteria.  Agencies/Key people responsible for delivery of each target should also be recorded.  In addition, the pupil and parent evaluation sheet for each review meeting/period should also be included.

Section 6 : Co-ordinated Support Plan
· This section will, where appropriate contain the CSP in line with the requirements of the legislations and Highland council guidance.

Section 7 : Other Plans and Protocols
· School Plans : This section will include any individual medical protocols, behaviour plans, risk assessments, and where appropriate, the transition plan etc.
· Other Plans : This section would, where appropriate also contain other planning documents such as those arising from Liaison Group Meetings, Looked After and Accommodated Child reviews and action plans in relation to child protection.
The needs of a pupil who has an Additional Support Needs file should be reviewed at least once in any academic session.  Information gathered at this review could be used to update the ASN file.  The file is a working document and information needs to be kept up to date for the document to be useful.  Therefore, some sections may require a regular update (e.g. key people involved).  Other sections may contain information that will remain constant over time (e.g. basic details) and therefore are unlikely to need an update every year.

Additional Support Needs File





Section 1

BASIC DETAILS
	Child/Young Person’s Details
Name:                                                 D.o.B:                                Gender: M/F

Home Address:

Preferred Language:

Preferred Communication Method:

School Attended:                                             Date of entry to current School:

Key Person:



	Parental Details (1)
Name:

Relationship to Child/Young Person:

Address (if different from child/young person):

Daytime contact number:

Preferred Language:

Preferred Communication Method:

Additional Information:
Parental Details (2)
Name:

Relationship to Child/Young Person:

Address (if different from child/young person):

Daytime contact number:

Preferred Language:

Preferred Communication Method:

Additional Information:



	KEY PEOPLE INVOLVED

	Name
	Role
	Involvement/Contact
	Phone No.

	
	
	
	


Additional Support Needs File                                    Section 2
PROFILE AND COMMENTS
	Profile of Child/Young Person:



	Factors Giving Rise to Additional Support Needs



	Additional Support Needs














Date:______
	Child/Young Person’s Comment:



	Parental Comment:













Date:__________
Additional Support Needs File                                  Section 3
CHRONOLOGY
	Date
	Event
	Outcome

	
	
	


