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1 INTRODUCTION 

 
The Profile has been developed through an analysis of 100+ statements and their 
provisions and objectives. The Profile was then trialled in 2006-7 in a sample of schools, 
and in 2007-8 with the SEN Panel at LDD. The revisions from the trials have been 
incorporated into the Profile. We have found in testing and developing the SEN Profile that 
it has supported the practice of provision management in schools and has enabled the 
decisions in SEN Panel to be seen to be consistent. 
 
The aim of developing the Profile was to establish a system that is simple to use by both 
the SEN team and schools.  The provisions and objectives determined through the initial 
analysis and trialling of the Profile have been systematised in an Excel-based program, 
and a CD based tool has been constructed which enables the user to profile the needs of 
an individual child or young person.  
 
The Profile assists those involved in the Statutory Assessment process so that there may 
be greater predictability of and transparency and agreement about the likely assessed 
needs of children and young people. Additionally, the Profile information from individual 
children and young people may be re-ordered by the school user to provide whole class, 
year or school level information. Thus the profile may be used to assist SENCOs and other 
senior leaders in schools with the provision mapping and management of children and 
young people with special educational needs.  
 
A major gain from the use of the Child SEN Profile is that it enables us to focus upon a 
child’s needs rather than deficits and failings when planning to meet a child’s needs in 
school and during the statutory assessment process. 
 
The Children & Young People’s Plan 2006 – 09 prioritises for improvement services for 
children with learning difficulties and disabilities.  The Authority’s values underpinning the 
development of the revised system were that it should:- 
 
� be comprehensible to all interested parties, promoting a culture of confidence and 

openness; 
� be demonstrably equitable between children and across schools;  
� achieve a balance between simplicity of use and sensitivity to individual differences 

between children; 
� be capable of evolving in response to new educational developments; 
� aim to support children in groups in preference to individual support wherever 

reasonable and effective for the child;  
� be compatible with current practice and with existing statements. 

 
The Profile offers the following advantages:-  
 
� Schools and the local authority share a single system for identifying support for 

children with additional educational needs; 
� Focusing upon objectives and provision rather than a scale of deficits has the merit 

of directing attention towards pupil achievement rather than failure; 
� It links the child’s needs to the school’s support arrangements in a transparent way; 
� It provides assurance to those concerned that a comprehensive plan of action is in 

place to address a child’s additional educational needs; 
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� It could indicate to schools when a request for a statutory assessment may be 
appropriate, i.e. when the school is providing more than 20 hours support;  

� It provides analyses useful for provision mapping and management; 
 

Furthermore, the Profile’s Excel program is capable of later development to meet changing 
school and local authority needs.  

2 SYSTEM OVERVIEW 

2.1 System description 

 
Two databases, one of objectives and the second of provisions, serve as ‘pick-lists’ from 
which to select when planning for individual children.  SENCOs will select the special 
objectives that they deem necessary to meet a child’s special educational needs.  They 
will then select the additional special provisions that they judge are appropriate to achieve 
each chosen objective.   
 
The electronic system transfers the selected objectives and provisions to a pupil support 
plan which forms a summary for each child.   
 
The total number of support hours necessary to make the selected provisions are 
automatically calculated and shown on the pupil support plan.  Learning support assistant 
(LSA) hours are used as the system’s unit of support.  A provision level of ‘1’ equates to 
one hour of LSA support per week for the whole school year. 
 
The system is contained within a simple Excel workbook comprising:- 
� An Objectives sheet containing the database of objectives; 
� A Provisions sheet containing the database of provisions; 
� A Data sheet for entering each child onto the system along with their individual 

objectives and provisions; 
� A Plan sheet that raises the pupil’s Support Plan summarising the arrangements 

and support hours.   
� Summary 1 sheet that shows all the children receiving additional provision, along 

with the support hours allocated to each, and the total support hours provided for 
all; 

� Summary 2 sheet that lists all the provisions being made by school currently with an 
analysis of how many children are receiving each provision. 

� Summary 3 sheet that shows all the children receiving any single provision.  
 

For instructions on using the program, go to User Guidance on pages 10 - 13. 
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3 SYSTEM DETAILS 

3.1 SPECIAL OBJECTIVES 

 
The contents are organised into the four main classifications of SEN determined by the 
DCSF:- 
� Cognition and Learning 
� Communication & Interaction 
� Behaviour, Emotional & Social Development 
� Physical & Sensory Development and Medical Issues 

 
This is intended to help you search through the objectives and not to constrain your 
choice.  You may select an objective from any part of the database to meet any need.  For 
example, you may decide that a child whose needs are behavioural would be helped by 
developing verbal reasoning skills.  The objective ‘to develop verbal reasoning skills’ is 
listed under the Communication & Interaction classification; however, it is appropriate on 
occasion to select a Communication and Interaction objective to meet a Behavioural, 
Emotional and Social need, and so on. 
 
Some objectives will be used far more frequently than others and these will become 
familiar and readily accessible once the database is in regular use.  Until the system 
becomes familiar, searching through the database will take some time and the wording of 
objectives will need to be carefully considered in order to grasp the intent behind each; 
e.g. objectives A1 – A6 all deal with access to the curriculum, but each focuses on specific 
elements as shown below:-  

A1: broad curriculum access at the age appropriate key stage;  
A2: access to all core subjects;  
A3: curriculum access at an independent level;  
A4: early learning skills at an age-appropriate stage;  
A5: early learning skills appropriate to an earlier stage;  
A6: basic skills appropriate to an earlier stage. 

 
Objectives are usually not interchangeable with targets.  The SEN Code of Practice states 
that objectives should generally be of a longer-term nature than more specific short-term 
targets.   
 
If you feel new objectives should be added, or existing entries be deleted or amended, 
please contact Chris Ellis SEN Inclusion Adviser on chris.ellis@wokingham.gov.uk   

3.2 SPECIAL PROVISIONS 

 
The database offers a wide range of special educational provisions of differing degrees 
across the entire school age range.  It is very long list and a balance has been struck 
between achieving a manageable number of provisions and specificity of descriptors.  Like 
the objectives, contents are organised into the four main SEN classifications, but to assist 
you in navigating through the list, it has been further sub-divided and colour coded in the 
number column.  The numbers with the same colour belong to the same sub-division, e.g. 
all the provisions relating to ‘visual strategies’ are highlighted in sea green.  See page 12 
for an overview.  The sub-divisions are not intended to constrain your choice and you may 
select provisions from any part of the database.   
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Provisions are not duplicated across SEN classifications as this would increase the 
database length and be less manageable overall. 
 
It is intended that the SENPRO remains an evolving and current system. If you are 
delivering a provision that is not in the database or the general good practice list, there is a 
facility on the pupil support plan to add one additional provision for each objective 
selected.  NB: In considering a statutory assessment request, such additional provisions 
may only be counted towards 20 hours after they have been validated and formally 
incorporated into the system.   
 
Until the system becomes familiar to you, searching through the database will take time 
and you will need to consider the wording to grasp the intention behind each.  Some 
provisions are the same in general descriptor, but different in intensity, e.g. the literacy 
programmes B1 – B4 and behaviour management programmes O1 - O3.  It is expected 
that some provisions will be used far more frequently than others and these will become 
readily accessible to SENCOs once the database is in regular use.   
 
It will be noted that the provisions database focuses upon Additional Special Provisions, 
i.e. interventions beyond those that constitute general good teaching practice and which 
are additional to or different from the school’s usual differentiated curriculum offer and 
strategies.  Provisions which exemplify schools’ universal approach to inclusive education, 
and thus are not included in the provisions database.  Examples of these are shown in 
Appendix 2 on page 13.   
 
Whilst it is recognised that schools differ in their individual arrangements for supporting 
children, in order to provide a common currency of the resources necessary to achieve 
selected provisions, support has been calculated in learning support assistant (LSA) 
hours.  Only whole hours have been used. A support value of ‘2’ equates to 2 hours of 
LSA support per week for the full school year.  In reaching a support value for each 
provision, it is recognised that many children are supported in groups and that this is 
preferable to individual support wherever reasonable and effective for the child. 
 

3.3 SUPPORT PLAN FOR SEN 

 
Once a child’s objectives and provisions have been entered onto the SENPRO data sheet, 
they can be transferred into the child’s support plan and the system will automatically 
calculate the number of support hours needed to deliver the provision.  See the example of 
a support plan on page 5.  Plan will automatically be dated so that you can track them over 
time.  The plan can be printed off for parents and others as judged appropriate.  Saving it 
creates a separate file under the pupil’s name.  For technical instructions on creating 
plans, see User Guidance on pages 8 – 11.  
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 SUPPORT PLAN FOR SPECIAL EDUCATIONAL NEEDS  

 

 Total 
Weekly 
Support 
Hours: 

5 
 Katie Bloggs 

11 

   

Objective 1: 
To reach levels of attainment within the broad average range in all core subjects 
of the curriculum at the age appropriate key stage 

    A2 

Provision to meet Objective 1:   

       B3 
An intensive & comprehensive multi-sensory literacy programme of at least ½ 
hour 1:1, or 1 hour small group work, per day 

 

     A4 
Supervised activities to generalise knowledge and consolidate skills in different 
contexts 

 

     C2 
An individualised enhanced multi-sensory numeracy programme of at least 2 
hours 1:1 or 3 hours small group work per week  

Additional 

School 

Provisions    
      

   

Objective 2: To develop strategies to compensate for weak auditory short-term memory    A14 

Provision to meet Objective 2: 
  

       D4 
Individualised teaching strategies that include direct instruction, modelling, 
demonstration and interpretation 

 

       O6 Activities to develop sustained on-task behaviour and prolonged listening skills 
 

FF0    

 
 
 

3.4 WHEN TO USE THE SENPRO. 

 
The objectives and provisions databases have been designed to use for children whose 
needs may have previously been met by a statutory assessment or statement.  Provision 
values are geared towards that level of difficulty.  The system offers a framework for 
supporting children without recourse to statements.  When schools make requests for 
statutory assessments in future, i.e. for pupils whom they judge require more than 20 
hours support per week, the SENPRO pupil support plans should be submitted as part of 
the evidence of relevant and purposeful action taken on behalf of the child.  At the latest 
then, schools should use the system when a pupil has been at School Action Plus for more 
than two terms.   
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It may be that the objectives and provisions are also applicable to children at an earlier 
SEN stage, e.g. at School Action.  However, the database contents have not been tested 
against children at school action and provision values are set to calculate a higher support 
level than would generally be warranted for children with lesser needs.  
 

3.5 SETTING AND REVIEWING OBJECTIVES AND PROVISIONS 

 
Some parallels can be drawn between the SENPRO system and a SEN statement. Most 
notably, in the initial setting of objectives and provisions, account should be taken of the 
views of others, especially the child’s parents or carers.   When setting the objectives and 
provisions, schools should hold a meeting to which parents or carers are invited along with 
other involved professionals, where schools judge this relevant.  At that meeting schools 
should also determine the priority focus for the Support Plan for SEN, as advised in the 
SEN Code of Practice (para. 5:51). 
 
Each child’s objectives and provisions should be reviewed annually on the anniversary of 
the first pupil support plan.  Like annual reviews of statements, meetings should include 
parents and relevant professionals involved in supporting the child. 
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4 TIPS FOR SELECTING OBJECTIVES AND PROVISIONS 

4.1 TIPS FOR SELECTING OBJECTIVES 

Print off the objectives database - You will find it easier to search through a paper list than 
scrolling through the electronic database. 

If you cannot find the objective you are seeking, it might be in another classification.  
Objectives are not duplicated across sections.   

Consider the meaning of similar objectives carefully to become familiar with the differences 
between them. 

Always choose the simplest plan to meet the needs  -  Select only the main objectives that 
are essential to address the child’s needs: a child with a statement would typically have 
between 1 and 3 objectives; or very occasionally 4 for a child with an extremely high & 
complex level of needs/support.  Children with moderate special educational needs would 
more usually have 1 or 2 objectives. 

Include only those objectives that are additional to or different from the school’s usual 
differentiated curriculum offer and strategies.  

Differentiate between objectives (long term & broad) and IEP targets (short term & SMART) 

Do not duplicate objectives: if you have selected a broad objective, do not select another that 
is encompassed within the broader one.  Decide which is the more pertinent and select that 
one only.  

4.2  TIPS FOR SELECTING PROVISIONS 

Print off the provisions database - You will find it easier to search through a paper list than 
scrolling through the electronic database. 

Always choose the simplest plan to meet the objective  -  Select the key provisions to meet 
each objective: a child with a statement would typically have between 1 and 3 provisions per 
objective; or very occasionally up to 5 for a child with an extremely high & complex level of 
needs.  Children with moderate needs would usually have 1 or 2 provisions per objective.   

If you have selected a broad provision, do not then select another that is encompassed by 
the broader one; e.g. ‘an intensive individual behaviour management programme that is 
reviewed daily’ as in O2 and O3, incorporates the principle of having ‘an identified person 
with whom to discuss concerns etc’ as in O11.  Decide which is the more pertinent provision 
and select that one rather than both.   

If you cannot find the provision you are seeking, look in another section.  Provisions meeting 
more than one classification are not duplicated, e.g. social skills are placed within ‘Behaviour, 
Emotional & Social Development’ and not in ‘Communication and Interaction’.   If still not 
found, check if it is in the General Good Practice Provisions on page 15.  Remember that you 
can create one new provision for each objective if not found elsewhere. 

Include only those provisions that are additional to or different from the school’s usual 
differentiated curriculum offer and strategies.  See the General Good Practice Provisions on 
page 15. 

If a single provision meets more than one objective, it is appropriate to enter it more than 
once. 
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5 EXCEL USER GUIDANCE 

 

5.1 To set up your SENPRO system: 
 

To install the SENPRO system on your computer, copy the folder called SENPRO from 
your CD onto your own system.  Individual provision plans will automatically be saved into 
this folder, but can be moved elsewhere if required. 
 

5.2 About the Excel system file spreadsheet: 
 

The spreadsheet has 8 worksheets as follows: 
 

HOME provides simple guidance on using the system 

DATA  for entering each child onto the system along with their individual 
objectives and provisions. 

PLAN  creates the pupil support plan, summarising the arrangements for 
individuals and showing the support hours for each child. 

OBJECTIVES the ‘pick list’ of objectives, which can be printed for reference. 

PROVISIONS the ‘pick list’ of provisions, which can be printed for reference. 

SUMMARY 1 lists all the children in school receiving additional provision, along with the 
total number of support hours allocated to each child, plus the total hours 
provided for all children. 

SUMMARY 2   lists all the provisions currently being made by the school, with an analysis 
of how many children are receiving each provision. 

SUMMARY 3 after selection of a single provision, lists all the children receiving the 
selected provision sorted by year group and name 

 

5.3 Opening the system file: 
 

On opening the SENPRO System v1 Excel file, select “ENABLE MACROS” when 
prompted.  If your computer will not allow you to enable macros, you may need to adjust 
the security settings in Excel.  See below. 
 
To adjust security settings in Excel: 
 

Open a new Excel spreadsheet.  Use the TOOLS menu and select MACROS, then 
MACRO SECURITY.  Click the MEDIUM radio button then click OK.  You should now be 
able to enable macros when prompted in any spreadsheet that uses macros. 
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5.4 To print the list of objectives: 
 

From the Home page click on the OBJECTIVES button.  Click the PRINT icon on the 
toolbar to print the list.  Click the HOME button to return to the Home page. 
 

5.5 To print the list of provisions: 
 

From the Home page click on the PROVISIONS button.  Click the PRINT icon on the 
toolbar to print the list.  Click the HOME button to return to the Home page. 
 

5.6 To enter data: 
 

From the Home page click the DATA button to select the Data worksheet.  A maximum of 
4 objectives can be recorded, together with a maximum of 5 provisions to meet each 
objective.  Enter data as follows: 
 

Column A Enter a number for each child.  Use a sequential number starting 
with “1”. 

Column B Enter the child’s forename 

Column C Enter the child’s surname 

Column D Enter the national curriculum year group the child is being taught in. 

Column E Enter Y or N to indicate whether additional support is current 

Column F Enter the system reference number for the first objective you wish 
to record.  The reference number can be found in the left hand 
column of the Objectives worksheet. 

Columns G to K Enter the system reference number for each provision you wish to 
record for the first objective.  The reference number can be found in 
the left hand column of the Provisions worksheet. 

Column L Enter the system reference number for the second objective, if 
required 

Columns M to Q Enter the system reference number for each provision you wish to 
record for the second objective. 

Column R Enter the system reference number for the third objective, if 
required 

Columns S to W Enter the system reference number for each provision you wish to 
record for the third objective. 

Column X Enter the system reference number for the fourth objective, if 
required. 
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Columns Y to AC Enter the system reference number for each provision you wish to 
record for the fourth objective. 

 
Once data has been entered or edited, click the HOME button to return to the Home page 
and save the file. 
 
 

5.7 To produce a Pupil Support Plan: 

 

• From the Home page click the PLAN button. 

• Click the REFRESH SHEET button at the top of the plan to clear previous data. 

• In the yellow box at the top left hand side of the plan enter the child’s unique 
number as recorded in the Data worksheet and press ENTER.  The relevant 
objectives and provisions will be displayed. 

• Click the FORMAT SHEET button at the top of the plan to ensure the full text of 
each objective and provision is shown. 

• Error message:  if you see a #N/A on the plan, this means an incorrect reference 
has been entered on the data sheet.  Return to the DATA worksheet and correct 
the reference.  The plan will automatically update itself. 

• Save a copy of the plan by clicking the SAVE PLAN button.  A message box will 
show “File has been saved in the same directory as this file – click OK”.  The plan 
will be saved with the child’s name as the file name. 

• If you receive a warning that a file for that child already exists, click YES to replace 
the existing plan with the new version.  DO NOT select NO or CANCEL as this will 
generate a system error. 

• On clicking SAVE PLAN, the individual plan will automatically be saved in the same 
directory as the system file.  You may move this file to an alternative location if you 
wish. 

• Additional provisions and information may be added in the yellow shaded boxes – 
see below for guidance. 

 

5.8 To print a Pupil Support Plan: 
 

First create your individual pupil plan as above and click on SAVE PLAN.  Browse to the 
individual pupil plan which will have been generated in the same folder as the system file 
and will have been saved under the name of the pupil.  Open this file and click the PRINT 
icon to print the plan. 
 

5.9 To add an additional school provision that is not in the Provision List: 

 

NB:  Please take note of the restrictions to this facility.  Whilst additional school provisions 
may be typed into and saved on a pupil’s individual support plan, it cannot be saved in the 
main system file.  This means that if you later raise the support plan from the main system, 
only those provisions from the database will be shown.  To retrieve or print the plan 
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showing additional provisions, you must open the support plan saved under the pupil’s 
name. 
 
Select the PLAN worksheet and complete as above.  Go to the yellow shaded additional 
school provisions boxes of the appropriate objectives.  Type in the additional provision 
required.  Up to 256 characters may be saved (this equates to approximately 3 lines of 
text).   Any additional text over and above this amount will not be saved. (This is a 
limitation of Excel). 
 
There is also a yellow shaded box at the bottom of the plan worksheet for any additional 
information you might like to record.  Again this is limited to 256 characters. 
 
Once all the additional information has been entered, click the FORMAT SHEET button 
then click the SAVE PLAN button. (See guidance in producing a plan above). 
 

5.10 To produce Summaries: 
 

From the Home page click the required SUMMARY button, then click the COMPILE 
SUMMARY button.  Click the PRINT icon to print the summary. 
 

SUMMARY 1 Lists all the children in school receiving additional provision, along with 
the total number of support hours allocated to each child, plus the total 
hours provided for all children. 

SUMMARY 2   Lists all the provisions currently being made by the school, with an 
analysis of how many children are receiving each provision. 

SUMMARY 3 Lists all the children receiving the selected provision, sorted by year 
group and name.  

Click the REFRESH SHEET button then enter the provision reference 
number in cell A3 (shaded yellow) and press ENTER.  Then press the 
COMPILE SUMMARY button.   

 

5.11 To exit the system: 
 

Click on the HOME button to return to the Home page.  Click on the SAVE icon if you have 
updated any data items, then close the file. 
 
 
 

 
Contact Details 
 
If you have queries about the use of the spreadsheet, please contact Linda Orr, SEN 
Coordinator on tel: 0118 974 6213, or email: Linda.Orr@wokingham.gov.uk 
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APPENDIX 1  :   
PROVISIONS DATABASE SUB-DIVISIONS AND COLOUR CODES 

 
COGNITION AND LEARNING:- 
 

Differentiation/Small units/ light orange 
Repetition   ……………. 
Literacy   light yellow 
Numeracy   turquoise 
SpLD/Multi-sensory  lavender  
Visual strategies  gray 25% 
Focus/Attention  lime 
ICT    pale blue 
Self-organisation/  rose  
Independence   …… 
 
COMMUNICATION & INTERACTION:-  
 

Language/Communication yellow 
programmes    ……... 
Understanding  light green 
Verbal    orange 
Non-verbal/Visual/Sign gray 40% 
ICT    pale blue 
Interaction/Play  bright green 
 
BEHAVIOUR, EMOTIONAL AND SOCIAL DEVELOPMENT:-  
 

Behaviour management/ ……. 
structure/on task/  aqua  
key adult   ……. 
Social skills   tan 
Peers     pink 
 
 
PHYSICAL & SENSORY DEVELOPMENT; MEDICAL ISSUES:- 
 

Physical disability  light green 
Self-care / safety  lavender 
Medical    light blue 
Hearing impairment  gold  
Visual impairment    sea green 
Equipment     light turquoise 
Accessible site   blue-gray 
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APPENDIX 2 :  GENERAL GOOD PRACTICE PROVISIONS 

 
The following provisions comprise general good practice to which pupils are entitled.  They 
do not constitute the additional special provision on which the SENPRO focuses and so 
there is no need to enter them in the SENPRO.  These practices form part of the school’s 
universal inclusive approach to education and as such, funding is included for them within 
the AWPU element of schools budgets. 
 
� A broad, balanced curriculum, suitably differentiated in pace and mode of delivery to 

meet individual needs 
 
� Instructions delivered clearly and without ambiguity 
 
� Multi-sensory teaching to introduce and reinforce new topics 
 
� Small graduated targets 
 
� Tasks to have an appropriate duration with clearly defined end points and time limits 
 
� Clear explanations of the routines and expectations of the classroom 
 
� Firm boundaries with clear expectations of behaviour that provide reassurance that 

adults are safely in charge 
 
� A tariff, set with the child, for rewarding behaviour and/or task completion within time 

limits 
 
� Opportunities for the pupil to work one-to-one and in small groups 
 
� Construction of a clearly defined support programme identifying named support staff 
 
� All involved staff to be aware of each child’s individual programme and targets 
 
� Staff awareness of the importance of promoting pupil confidence and self-esteem 
 
� Staff recognition of effort and celebration of pupil achievements 
 
� Staff awareness of the child’s lack of sense of danger 
 
� A clearly defined personal space for the pupil to sit and keep belongings 
 
� Special storage arrangements for the pupil’s special equipment or supplies 
 
� An established home/school liaison system 
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  APPENDIX 3 :  KEY TO ABBREVIATIONS:  

 
 
AWPU Age weighted pupil unit 

DfES Department for education & skills 

DCSF Department for Schools, Children and Families 

IEP 
 

Individual education plans (or could refer to group education plans 
where more appropriate) 

LA 
 

Local authority 

LSA 
 

Learning support assistant  

NWPU Needs weighted pupil unit 

SA 
 

School Action 

SA+ 
 

School Action Plus 

SEN 
 

Special educational needs  

SENCO Special educational needs co-ordinator 

SENPRO 
 

Child SEN Profile System  
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APPENDIX 4   :  INFORMATION SECURITY GUIDELINES 

 
All pupil data is sensitive personal information and as such falls under the Data Protection Act 1998.  Please ensure 
that all staff receiving either electronic or printed information adheres to the following guidelines.  Schools may wish 
to ensure their data protection policy is updated to reflect these guidelines. 
 
All school staff are required to ensure that when handling personal data at school, home or in other locations the 
following is taken into consideration: 
 

• Particular care should be taken where sensitive or personal data is kept on paper or any PC or laptop in 
a place where pupils may be present, e.g. a classroom.   When leaving your computer, even for a few minutes, you 
should Lock the Desktop (in Windows XP you can do this by pressing the Windows key and L).  Alternatively, use a 
screen saver that cuts in after quite a short time so that if the staff member is called away urgently, the data on the 
screen disappears after a short time.  In this case the PC must be set so that the person has to log in again to 
access the data.  This type of security of course becomes a nuisance to the user and so a balance needs to be 
struck. 

• Consider applying a BIOS password.  This will stop ANY software from loading, including the operating 
system (e.g. Windows XP) without a password.  Your ICT technician / support should be able to set this up for you. 

• Logging into the network from elsewhere, e.g. home, could also pose a security risk.  This should only be 
accomplished by using a secure, encrypted connection.  An insecure connection will open up the school network to 
intruders. 

• Staff must accept responsibility to consider the potential for harm to the data subjects if their laptop is 
stolen, or if the information is otherwise disclosed in an unauthorised manner. 

• Staff should take appropriate security measures to protect information from unauthorised loss, access or 
amendment and in the event their laptop is stolen. 

• Staff should take reasonable precautions to ensure that the data is not accessed, disclosed or destroyed 
as a result of any act or omission on their part. 

• Never give out your passwords to anyone.  As user names and passwords are often known or guessable 
by others, particular care needs to be taken with choice of passwords.  Do not use your cat’s name or your 
children’s names.  Always put a number or a punctuation mark in the password, e.g. sn9wbi%d 

• Never send spreadsheets or documents with individual pupil data by email, e.g. to your home or 
personal email address. 

• Always have up to date virus scanning programs installed on laptops. 

• Keep your laptop constantly in view when travelling.  Put the computer on the floor, in the foot well or 
behind the driver’s seat. 

• Never leave laptops unattended in parked cars, not even in the boot. 

• When travelling it is preferable to avoid using an obvious looking laptop case. 

• Devices should be kept out of the public view as much as possible.  If you need to use it away from 
school then choose as private a place as you can. 

• Inside non-public areas in school buildings staff are encouraged to challenge people not known to them. 

The paper and or electronic information you use at home is most vulnerable to loss or unauthorised access in the 
following ways: 

• As a result of leaving papers in the house where they may be seen by other members of your family or 
by visitors where the information may identify individuals 

• Theft of a laptop of briefcase from the home 

• Loss of laptop or briefcase on the journey to and from work 

• Accidental access to information by a member of the family if it is stored on a household laptop or PC 
without protection. 

• Emailing information by means other than over a secure system. 
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We do hope you find the Child SEN Profile System a useful, simple system that marks a 
modern development in arranging children’s special educational needs in Wokingham.   
 
We would like to express our thanks to Val Essam, Senior Information Officer, Children's 
Services, without whose expert advice and technical expertise the SENPRO would not 
have been produced in such an effective electronic format.  And especial thanks to Les 
Foden, educational psychologist, for the initial analysis that enabled the Profile to be 
devised, and to Vivien Kirwan for her determination in developing the early stages of the 
Profile.  
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