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         POLICY ON ADDITIONAL LEARNING SUPPORT


Review Cycle:

Every three years
Next Review Date:

15 November 2013
Person Responsible:
Staff Training & Development Manager
Approving Body:

Equality and Diversity Working Group
1.

Context

1.1
The Ofsted Inspection of December 2007 recognised Nova Training as good in its provision for learners with specific learning needs.  In April 2010 Ofsted confirmed that Nova Training has continued to raise levels of learner’s achievement and progression and is outstanding at engagement of learners and partners to support improvement and develop provision.
1.2
The updates to the Disability Discrimination Act and increased public awareness of disability rights have also placed stringent demands on educational establishments to provide inclusive and well differentiated learning provision.  The introduction of the Foundation Learning Tier in 2010 has presented new challenges.  Consequently there are high expectations of Nova Training, together with revisions in funding strategy and tightening of budgets requires Nova Training to maintain high levels of flexibility in learning delivery across all programmes.  
1.3
This policy sets out how Nova Training will aim to continue to maintain and improve standards for learners with additional support needs within the current financial context.
2. 
Purpose

2.1
In presenting this Policy, Nova Training seeks to:

(i)
express its full commitment to learners with additional support needs;
(ii)
clarify the scope of Additional Support;

(iii)
outline the roles and responsibilities of staff with regard to learners with additional support needs;
(iv)
involve learners in the planning of the support they will need whilst at  Nova Training;

(v) develop and maintain systems that encourage learners to disclose their additional support needs before starting their course so that their support can be provided early in their programme of study;

(vi) improve outcomes for learners with additional support needs in terms of retention, achievement, success, progression to employment or access to further education;
(vii) promote the independence of learners with additional support needs.
3. 
Definition
3.1
“Learners with additional support needs” is the term used to describe learners who need adjustments to be made for them at Nova Training due to a disability
 or 
learning difficulty2 or because English is their second language.
3.2
“Additional Support” is the term used to describe a broad range of support on 
offer to learners with additional support needs:

(i) the adjustments to be made by teaching staff (e.g. providing copies of PowerPoint notes before a lesson, giving advance notice to learners of timetable changes or the date of a mock test);
(ii) wherever possible to make available in our Centres the assistive technology that can assist learners with additional learning or support needs;
(iii) the provision of in-class or out-of-class support by a member of the Additional Support Team (e.g. Learning Mentors, IAG Mentor, Peer Development Learning Coaches);
(iv) the adapting of materials into enlarged text or Plain English 
(v) the adjustments to be made by staff in service areas (e.g. IT Support);
(vi) the reduction of class sizes (e.g. in the case of Life Skills courses);
(vii) access arrangements in examinations (the provision of extra time, scribe, reader etc);
(viii) additional support on visits, interviews and work placements.
4.
 Aims
4.1 
The implementation of the Additional Support Policy aims to ensure that Nova Training:
(i) maximises the use of any Additional Support funding and other funding streams in  supporting learners with additional support needs;
(ii) complies with the Disability Discrimination Act, the Data Protection Act and Child Protection legislation;
(iii) provides additional support in a manner that continues to maintain academic standards (e.g. not doing the coursework for the learner but supporting the learner to do the coursework);
(iv) seeks ways to support learners with additional support needs that promote their independence and prepare them for the world of work and further study;
(v) meets the requirements of our funding bodies’ funding guidance and audit requirements;
(vi) enables learners with additional support needs to have the same opportunities and outcomes at Nova Training as learners without those needs.
4.2 
This will be achieved through:
(i)
ensuring those in receipt of support are eligible to receive that support;

(ii)
the sharing of support staff between learners, where possible, when support has been allocated in class;

(iii) the use of assistive technology, adjustments by subject tutors or out of class support, where appropriate, to enable learner independence and make economical use of resources;
(iv) providing information to all staff at Nova Training regarding  their responsibilities under the DDA;
(v) alerting all staff to sources of advice on disability issues;

(vi) providing CPD opportunities and advice to staff that promote the understanding of learners’ additional support needs;
(vii) taking into account the needs of learners with additional support needs when planning work placements and visits to other locations;
(viii) the continued development and implementation of systems that encourage disclosure of additional support needs before the learner starts at Nova Training;

(ix) the provision of support as early as possible in the learner’s programme;
(x) the promotion of the services to assist learners with additional support needs offered by Nova Training to staff and learners;

(xi) the development of resources to assist Nova Training staff in understanding the needs of learners with additional support needs;
(xii) the undertaking of risk assessments where there is a potential risk to learners or staff due to the nature of the learner’s additional support need;
(xiii) ensuring that the sharing of information on learners’ additional support needs occurs only with their express permission and where it is to their advantage.
5.  
Entitlement and rights to additional support
5.1 
Additional Support will be available to all learners with a disclosed disability, 
learning difficulty or language support need if they meet the entry 
requirements of their chosen course, and can access their chosen course with 

the help of “reasonable adjustments” by Nova Training (subject to resources.)
5.2
All learners with additional support needs that disclose their needs to the 
Nova Training are entitled to:

(i) a consultation with a member of staff to agree any Additional Learning Support  and  how they will be supported during the induction to Nova Training (interview, enrolment, orientation around Centre) and whilst at Nova Training, including visits to other locations and work placements;

(ii) their support needs being detailed on form NTS658 Additional Learning Support Form (ALSF) and  their Individual learning Plan (ILP) and followed up by the teaching and support staff they are in contact with, who may need to make suitable adjustments from time to time;

(iii) refuse the support offered to them, unless there is a risk to their safety or that of other learners and staff;
(iv) revisions to their ALSF and ILP, where resources permit;

(v) be able to speak in confidence to staff about their support needs.  This information will not be passed on to other staff or external bodies without their signed consent, unless they are at risk to themselves or others;
(vi) a risk assessment being undertaken, where attendance on their chosen placement may pose a risk to themselves or others;

(vii) access arrangements in exams, and during entry tests, if appropriate evidence is produced in advance of the exam or test, to enable these arrangements to be provided;
(viii) a Learning Mentor  to oversee their support at Nova Training and whom they can contact if difficulties arise.
6
Roles and responsibilities:
6.1 
When working with learners with additional support needs, teaching staff 

have the responsibility to: 
(i) make reasonable adjustments for learners with additional support needs and ensure that any special needs detailed in the ALSF and ILP are fully implemented;
(ii) pro-actively liaise with Learning Mentors to ensure effective implementation of agreed learning and progress targets as detailed in the ALSF and ILP;

(iii) as far as possible, follow the advice provided by the Staff Training and Development Manager (either verbally, via e-mail, via screening report or as noted within the ALSF and ILP);
(iv) seek advice, guidance or training via the Quality Improvement Team, Staff Training and Development Manager and their Line Manager to develop their skills and knowledge in understanding the nature of any special need and how to differentiate their teaching approaches accordingly;
(v) as far as possible ensure that the any special provisions detailed in the ALSF and ILP are fulfilled and fully detailed in the learner’s file;

(vi) respect the learner’s confidentiality (unless they are a risk to themselves or others) in only passing on information to others where the learner has given their permission, (usually via a signature on the Individual Learning Plan) and where it will be of benefit to them;
(vii) liaise with their Centre Manager to request access arrangements, where appropriate, as soon as the need is identified;
(viii) use suitably differentiated  teaching and learning strategies in making adjustments that encourage learners’ independence.

(ix) share the contents of the learner’s ALSF and ILP with all teaching staff in contact with the learner, including assessors, verifiers and part time staff to ensure that all are aware of such support needs as have been identified and actioned;
(x) contact the learner’s Learning Mentor  if the learner starts to experience any difficulties (for example, misconduct, failure to make academic progress …).
6.2
Learning Mentors and Learning Support Tutors have the responsibility to:

(i)
monitor the support of learners within their caseload;

(ii) ensure the eligibility of learners in receipt of additional support;
(iii) provide the learner’s Tutor with a copy of the ALSF and ILP in the event of their making any amendments to the form and plan;
(iv) ensure reviews of Individual Learning Plans are undertaken regularly during learners’ learning programme at suitable intervals in line with their caseload and any amendments to the ILP are reflected, if necessary, in the ALSF;
(v) provide copies of the ALSF and updates to the ILP to the Staff Training and Development Manager if requested;
(vi) ensure the learner’s file is maintained by regularly updating the contents in an accurate and timely manner;
(vii) seek ways to support learners that encourages their independence;

(viii) seek out cost effective ways of providing support to learners.
(ix) liaise with teaching staff to ensure effective implementation of any amendments to the ALSF and ILP;

(x) liaise with teaching staff on issues that arise that affect the learners they are supporting;

(xi) keep their Programme Lead and/or Centre Manager  and Learning Support Tutor abreast of any new challenges that occur affecting their learners;

(xii) support their learners in a manner that ensures maintenance of academic standards and encourages independence.
6.3
Centre and Senior Managers have the responsibility to:
(i)
work with the Tutors and Learning Mentors in making adjustments for learners with additional support needs;

(ii) provide advance notice of timetable changes so that staff can be deployed efficiently and learners can be prepared for those changes;

(iii) ensure the entry requirements for courses are explicit and appropriate and include a requirement for literacy and numeracy levels;
(iv) change classrooms where the elected classroom is inaccessible for a learner with additional support needs and the curriculum can be delivered in the changed setting;
(v) timetable learners with a need for in class support where possible, so that teaching and support staff can be deployed effectively;
(vi) monitor and improve the retention, achievement, success and progression of learners with additional support needs, through Equality and Diversity Impact Measures and the self-assessment process.
6.4 
The Operations Managers and the Staff Training and Development Manager have the responsibility to:
(i) advise staff and managers on appropriate strategies in making “reasonable adjustments” to support learners with special needs;

(ii) promote fair distribution across all Centres of additional support resources;

(iii) utilise the resources available for additional support effectively and appropriately;

(iv) work with the QI Team to provide relevant CPD events that meet the needs of staff groups and the additional support learner profile.
7
Monitoring and Evaluation
7.1 The provision of Additional Support will be monitored and evaluated on a termly and annual basis via Nova Training self-assessment process in order to:
(i) improve the additional support provided;
(ii) improve the procedures by which additional support is organised;
(iii) ensure the effective use of resources allocated to all Centres;
(iv) measure the retention, achievement, success and progression rates of learners with additional support needs and take such action as necessary in the event of any gaps in achievement;
(v) contribute to Nova Training self-assessment process;
(vi) improve the systems that encourage disclosure.

7.2 The eligibility of those in receipt of support and the production of Individual Learning Plans agreed by learners will be monitored via Nova Training’s internal audit processes.

8
Communication
8.1
The Additional Support Policy will be communicated to staff via: Operations Meetings, Centre Team Briefings, Staff News Letters, the Senior Management Team, the Equality and Diversity Working Group, the Staff Intranet, the Company Induction and briefings to Staff.
8.2
Communication to learners and stakeholders will be via Learner Forums, the Nova Training web-site and the Learner Newsletter.

9         Links with other policies and documents
9.1
This Policy will link with other Nova Training policies/documents including but not limited to:

NTS645 Communications Strategy 
NTS5a Quality Assurance Policy

NTS2 Equality and Diversity, Single Equality Policy 
NTS3 Child Protection Policy

NTS718 IAG Statement and Policy

NTS717 Safeguarding Policy

NTS1 Staff Handbook in relation to Data Protection 

NTS658 Additional Learning Support Form

NTS659 Observation of Teaching and Learning Policy

NTS576 Skills for Life Strategy

NTS4 Staff Training and Development Policy

NTS702 Sustainable Development Policy

� Nova Training will not undertake to make a diagnosis of a disability. 2. Nova provides SpLD Screening in house
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