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POLICY STATEMENT

The purpose of this policy is to set the requirements and guidelines for identifying, supporting and
monitoring students at educational risk (SAER). A SAER student is defined as a student whose academic,
social and/or emotional attributes present a barrier to engagement with the content and standards outlined

in the Western Australian Curriculum.

BACKGROUND
Meeting the needs of students at educational risk is a whole-school responsibility. Optimal learning outcomes are
achieved when students, parents/carers, staff, leadership, and external agencies work together to plan, provide
and monitor support.
At Hocking Primary School, the identification, support and monitoring of students at educational risk is a
collaborative responsibility led by the Student Services Team. Through coordinated processes, the team ensures
early identification, targeted intervention and continuous review to support student success.

SCOPE
This policy applies to all staff, students, and parent/carers at Hocking Primary School.

GUIDELINES

IDENTIFICATION

PROVISION

MONITORING AND REPORTING

Standardised assessments
(e.g., NAPLAN, On-Entry, PAT)
School-based assessments and
teacher judgement
Parent/carer concerns
External agency reports
Student tracking data
maintained by the Student
Services Team

Documented plans (e.g., IEP,
IBP, ITP, RMP)

Differentiated classroom
programs and modifications
In-class support and
intervention programs
Extension programs (e.g., PEAC,
Talented and Gifted initiatives)
Access to school-based and
external specialist services
Developmental grouping and
transition planning

Parent engagement and case
conferencing

Regular review of documented
plans and adjustments
Teacher observations,
assessments and student work
samples

Ongoing review of student
tracking data, including weekly
monitoring by the Student
Services Team

Parent/carer communication
and case conferences
Collaboration with external
agencies where relevant

PROCEDURES

Student Profile

The Student Profile summarises relevant information about a student that relates to their ability to engage with
the content and standards outlined in the Western Australian Curriculum. Where a student requires a Documented
Plan, the Student Profile is also maintained within the Department’s Reporting to Parents tool.
For broader tracking and identification purposes, key student data is also collated at a school level via an electronic
tracking tool. However, detailed individual information remains part of each student's personal profile. The Student
Profile may include assessment results, teacher observations, parent/carer input, and relevant information from
external agencies.




Student Tracking Journal

The Student Tracking Journal provides a central record to support the identification, provision, and monitoring of
students at educational risk.
The Journal includes copies of:

e SAER Policy (including) d) Learning Concerns Flowchart
a) Student tracking journal sheets e) NCCD Adjustment Checklists
b) Student Services: Referral Process f) Documented plans information
c) Referral to Student Services form g) Guide to Documented Plans

e Student Behaviour and Engagement Policy

All anecdotal information is to be placed in this journal including:
1. Details of concerns, parent/carer contacts, and strategies implemented
2. Records of meetings and case conferences

Reviewed Documented Plans are now stored within the Department’s Reporting to Parents (RTP) tool. All plans
must be discussed with, signed by the child’s parents/carers, and a copy provided to the SAER Case Manager.

Teachers:
All teachers, including classroom and specialist staff, contribute to the identification, support and monitoring of
students at educational risk. Responsibilities include:

e Implementing quality differentiated teaching practices to meet diverse learning needs

e I|dentifying students at educational risk through observation, assessment and professional judgement

e Collaboration between teachers and SAER Case Managers to share relevant insights or concerns

e Contributing to the development and review of Documented Plans where appropriate

e Supporting communication with families about student engagement and learning progress

e Participating in case conferences and Student Services referrals where relevant

e Maintaining professional records and contributing to handover processes during transitions

Student Services Team:
The Student Services Team coordinates the planning, provision, and monitoring of support for students at
educational risk.
The Team:
e Consists of the Principal, Deputy Principals (Student Services Coordinator), School Psychologist, and Chaplain.

e Meets weekly to:

o Review and discuss student support needs, referrals, and support recommendations
o Review student tracking data as relevant
o Monitor and refine whole-school practices that support students at educational risk

The Student Services Coordinator:
¢ Organises weekly meeting schedules and agendas

¢ Receives and manages referral forms

e Communicates referral outcomes to teachers and/or parents/carers

e Supports the management of student tracking data, reporting and record collection

¢ Ensures that the engagement of external service providers complies with Department of Education policy
and reflects decisions made collaboratively by the Student Services Team



SAER Case-Managers:
SAER Case Managers provide direct support to teachers in managing and monitoring students at educational risk
within their assigned year groups.
Responsibilities include:
¢ Reporting on identified student progress at weekly Student Services Team meetings
¢ Maintaining accurate records of adjustments on the whole-school SAER Tracking Tool
¢ Arranging meetings with teachers, parents/carers, and other stakeholders to discuss and review concerns
and strategies
¢ Arranging and attending case conferences as required
¢ Reviewing and signing off on Documented Plans
e Supporting teachers with the planning, implementation, and referral processes for students at educational
risk
¢ Providing class/student summaries for Specialist Teachers
e Assisting with teacher handover meetings at key transition points

Identification and Tracking of SAER Students:

Students at educational risk are identified through multiple sources, including assessment data, teacher
observations, parent/carer concerns, and external specialist reports.
Identification processes include:

e Initial review of previous student records and transition information

e Early identification at the beginning of the school year, with follow-up data collection and observations

during Term 1
* Ongoing review of progress through weekly Student Services Team meetings and teacher feedback
e Formal referrals to the Student Services Team where concerns arise

Tracking processes include:
¢ Maintenance of a whole-school SAER Tracking Tool to collate relevant data
e Updates to individual Student Profiles within the Reporting to Parents (RTP) tool, where applicable
* Monitoring progress through documented plans and review meetings
e Preparation for key transition points, including end-of-year handovers and case conferencing as required

Identification and tracking processes are guided by the SAER Referral Process, Learning Concern Flowchart, and
requirements outlined in Department of Education policies and procedures.

CONCLUSION

This policy operates within the guidelines of the Western Australian Curriculum and all relevant Department of
Education policies and procedures.

Supporting students at educational risk is a whole-school responsibility, reflected in school-wide planning,
practice and continuous improvement.



Annual Timeline for SAER Processes

End of Year (Previous Year)
e Classroom teachers finalise Student Profile and Student Tracking Journal.
¢ Updates made to whole-school Student Tracking Tool (via Student Services Coordinator).
¢ Handover meetings arranged for next year’s teacher(s) — coordinated by SAER Case Managers.
¢ Student Services Coordinator provides class summary packs once draft class lists are finalised.
¢ Case Managers coordinate specific transition meetings involving parents, staff, and students where
appropriate.

Start of Term 1 (P-6)
e Teachers review previous year data:
o Documented Plans (DPs)
o Student Tracking data
o Health and medical information
¢ Adjust Documented Plans to reflect new class context as required.
¢ Initiate communication with parents/carers regarding supports in place.
¢ DRS funded students require initial Documented Plan (K)

By End of Week 5, Term 1
e Formal communication made to parents/carers regarding the development or continuation of Documented
Plans (email template to be available)

By End of Term 1
¢ All existing Documented Plans updated, reviewed, and signed off by parents/carers. (Aim for Wk7)
¢ Students likely to require alternative reporting formats identified and reported to Student Services
Coordinator.
¢ Review of student and class tracking data with classroom teacher(s) and SAER Case Managers.

By End of Week 5, Term 2
e Formal communication made to parents/carers regarding the development or continuation of Documented
Plans
e Approval of alternative reporting formats finalised, and parents informed.

Before End of Term 2
¢ Documented Plans formally reviewed and updated as required.
¢ All current Documented Plans updated or closed, ready for Semester 2 reporting rollover.

End of Term 3
¢ Review of student and class tracking data with classroom teacher(s) and SAER Case Managers.
¢ |dentification of students likely to require alternative reporting formats.

By End of Week 5, Term 4
e Documented Plans reviewed.
e Alternative reporting formats finalised, and parents informed.
¢ Student and class tracking data updated with Case Manager support.

Transition Planning (Term 4)
By End of Week 7, Term 4:
¢ All current Documented Plans updated in preparation for the next year’s handover.
By End of Week 9, Term 4:
¢ Final updates to Documented Plans completed.
¢ Student Tracking Journal information collated and filed in accordance with Department Records
Management Policy.



Hocking Primary School management of
Students at Educational Risk
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Student at Educational Risk Referral Process

Check student record files to determine if there has been any previous documentation/intervention

1 4

Teacher concerns identified - learning, behavioural, mental health and well-being

14

Discuss concerns with SAER Case Manager
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Action Plan for Support:
e Triage Request to Appropriate Support
e Assessment
e Consultation
e Planning Support
e Sourcing of Additional Resourcing
e Access to Specialist Support
e Case Conference

e DoE Request For Assistance

Resolved Not resolved

2

Monitor and Review Plans and Progress




Parent or teacher suspects
student has learning difficulty

Honour - Persist - Succeed

Learning Concern Flowchart

Assessment
Conduct classroom based
assessment to determine baseline

/ and strengths/weaknesses.
Document results.
Discuss with SAER
Case Manager

Plan Intervention
Select an evidence based
intervention and document how
specific strategies will address
assessed weaknesses (IEP)

Implement Intervention
Document intervention application
and response to intervention
(what progress have they made,
what are they still working
towards?) for 6+ months

Is the student improving
appropriately and/or catching up
to peers?

|EP/Intervention
modification

Continue with
intervention

Ask parent about hearing
and eyesight

Assessments:
Refer to English or
Maths Operational Plans
as appropriate

Interventions:
Decodable Readers

Referral to Student
Services completed with
SAER Case Manager

Request for School
Psychologist Support
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Referral to Student Services Team

Student Name:

Referral date:

Year Level LA No.

Date of Birth

Referred by: (Please provide names)

Teacher/s:

Leadership Team:

Other:

Parent/Carer name: Contact numbers:
Mobile:
Home:

Seeking Support From: (O Chaplain

(O Case Manager

(O School Psychologist

(O Learning Support (i.e. CMS, EAL/D)
(O Statewide Services

(O Unsure

Does the student have any medical, sensory, physical impairments or other identified diagnosis? If

yes, please specify.

Briefly describe your main concerns about the student and provide any relevant background
information. (Please include frequency, duration, impact and patterns of behaviour).




Describe what you have attempted so far to support the student. Please attach existing documented
plans. Please describe details of successful and unsuccessful strategies.

What outcomes do you expect from this intervention?

Teacher availability for consultation (i.e. DOTT).

Action agreed upon by Student Services Team:

DATE: /[

SIGNED:

Referring Party

SAER Coordinator

Principal




Please indicate student performance in the following areas:

Well Below age Age Above age | Well above
below age | expected | expected | expected age
expected levels levels levels expected

levels levels

MATHEMATICS
Numeracy
Operations
Space/Measurement
LITERACY

Phonological Awareness

Phonics/Spelling

Vocabulary

READING

Reading Accuracy / Word Identification

Oral Reading Fluency

Comprehension

WRITTEN EXPRESSION

Legibility of Handwriting

Grammar

Sentence Construction

Development of Ideas

LISTENING & SPEAKING

Ability to hear teacher, with background
noise

Ability to understand instructions

Articulation

Expresses ideas or needs

Conversational skills

ON TASK SKILLS

Ability to listen and follow oral instructions /
directions

Ability to get material ready

Ability to start work with reminders /
prompts

Ability to ignore distractions and stay on task

Ability to complete work

Accepts help from others

Asks for help when needed

BEHAVIOUR / ATTITUDE

Motivation

Follows Verbal Instructions in Class

Follows Verbal Instructions in Playground

Positive Behaviour in Class

Positive Behaviour out of Class

Ability to Stay on Task

Completion of Tasks




Well Below age Age Above
below expected expected age
age levels levels expected
expected levels
levels

Well
above
age
expected
levels

SOCIAL SKILLS

Behaves appropriately with peers

Accepted / Included by peers

Positive relationship with Teacher

Ability to work in Groups

Ability to Solve Social Problems

Ability to make friends

Ability to keep friends

EMOTIONAL SKILLS

Ability to regulate own emotions

Ability to read / understand other
people’s feelings

Appears tired

General self-confidence

OTHER SKILLS

Fine motor skills

Gross motor skills

Organisation Skills

Memory / Retention

Intellectual / Reasoning skills

Please indicate student mental health in the following areas:

Mood Signs Never | Occasionally | Sometimes | Often

Always

Overly withdrawn, quiet or doesn’t engage

Low self-esteem, feelings of failure or
worthlessness

Increased irritability which can appear as
disobedience or aggression

Feelings of hopelessness or of being
overwhelmed

Unstable moods so other children don’t
know what to expect from them

Appears easily frustrated

Worries or fears that interfere with
friendships, school work/activities and/or

play

Fluctuations of mood affecting relationships
with others

Observable change in personality or
behaviour

Ongoing sadness lasting two weeks or more

Refusal to go to school on a regular basis.




Academic Signs (when accompanied by
mood signs)

Never

Occasionally

Sometimes

Often

Always

‘Always on the go’, fidgeting or constantly
moving around

Poor grades in school despite trying hard

Noticeable decline in school work

Poor attention to detail and careless
errors in schoolwork

Lack of motivation for learning

Does not appear to listen when spoken to
directly

Does not follow instructions or finish tasks

Difficulty organising tasks and activities

Easily distracted

Forgetful in daily activities

Inability to stay focused on one thing

Becomes bored easily

Loses or forgets things

Difficulty attending to individual work or
class activities

Dreamy or unable to pay attention

Afraid to participate in class or answer
questions

Finds socialising and/or managing own
behaviours difficult at recess, in free time,
when unsupervised or in larger groups

Communication/Social Skills Signs

Never

Occasionally

Sometimes

Often

Always

Spends most of their time alone

Goes on and on about a subject and takes
over a conversation

‘Acts silly’ in a group to get attention or
does not fitin

Acts clingy or requires frequent re-
assurance and/or praise

Plays too roughly in the playground and
hurts other children

Has poor motor skills

Seen as being bossy or too rough by their
classmates

Damages property without meaning to

Speaks without thinking

Barges into games

Personal hygiene




Guide to SEN Planning: Access and expectations

1. Logonto Reporting to Parents via lkon
2. Click on SEN Planning
3. Select Student in Planning (preferred first step) or Student Planning tab

Note: The Planning tab allows WA Curriculum Content descriptors to be selected and form a part of a student’s
plan. This will assist with aligning plans with the WA Curriculum. Content descriptors can be selected, deselected
and resulted. Smart goals can be added against each content descriptor. The Student Planning tab provides a
view of the complete student plan. Planning associated with the Western Australian Curriculum and entered in
the Planning tab will be aggregated with planning data from other learning areas used by the school.

Profile of Student:

Double click on the large font student name within the Student Planning tab, or Edit — Student Profile via the
Planning tab. Please ensure you place information regarding the student on a documented plan, including any
diagnosis and referrals. Date and initial. Update as required.

New or review Content Descriptors: Reviews need to happen according to Annual Timeline for SAER Processes.
SMART goals should take no longer than 5 weeks to achieve or progress.
To review you need to:

1. Select the individual content descriptor in Planning tab

2. Select G to add/edit SMART Goals, import from School Bank or create new as required
3. Select S to include strategies relevant to the content descriptor
4. Initial and date all review comments via Content descriptor review comment

Smart Goals
1. Independent/ with support?

2. 50%/75% of the time

3. By the end of the week?

4. This will help avoid “ongoing” reviews and show progress as students move from support to
independence and increase their percentage.

5. Maximum 4-5 goals per planning/support cycle.

IMPORTANT:

The Content Descriptors along are NOT SMART and need to be modified into SMART goals not copy and pasted.

For example:
YR2 PD 10 identifies initial, medial and final sounds in words of more than one syllable eg knows that “b” is the

initial sound, “n” is the medial sound and “a” is the final sound in Banana

This would need to be turned into a SMART goal or would be ongoing all year for some students.
1. With support identifies initial sounds in words of more than 1 syllable 80% of the time by the end of wk 5.

2. By week 5 he/she will independently identify initial sounds in words of more than 1 syllable 80% of the
time.

3. With support will identify the medial sound in words of more than 1 syllable 80% of the time by week 5.
By week 5 he/she will independently identify the medial sound in words of more than 1 syllable 80% of
the time.



DOCUMENTED PLANS ARE REQUIRED FOR THE FOLLOWING STUDENTS:

SEN = Special Education Needs
DRS = Disability Resourcing System

STUDENT

DETAILS

PLAN TYPE

DRS
(Schools Plus)

All students who receive Schools Plus funding.

SEN compulsory.
Parent endorsement essential.

CPFS
(Department of
Child Protection
and Family
Services)

All students in the care of or under the supervision of the
DCP are required to have all official correspondence such
as school reports, NAPLAN results, booklists, letters of
concern and issues of parental consent or emergency
available to them at all times. In addition, documented
educational plans to be available on request.

SEN compulsory.
DCP endorsement essential.

E Grade student.

Students who are judged by a teacher/s to be well
below expected achievement require  a
differentiated learning plan which clearly identifies
area of need and the targeted support

provision.

SEN compulsory.
Parent endorsement essential.

Member of a
group of
students with
similar needs

Students with similar needs, including EAL/D
students, who require adjustments to their learning
program to support their engagement and
understanding of concepts as they relate to identified
learning areas.

Adjustment documented in
teacher planning and student
records (Tracking Journal)

SEN = Teacher discretion, share
with parents.

COMMUNICATION OF PLANS

Parent endorsement essential:
1. Plan must be signed and dated.
2. Review date identified.
3. Meeting minutes, notes to be placed on file.

Share with parents:
1. Teacher makes contact with parent via phone, email or face to face meeting.
e [ssue/area of concern outlined e.g. speaking and listening, reading confidence etc.
e Qutline the specific strategies that will be used in class to address these concerns.
e Offer suggestions to parents on strategies they can use at home to support this.
e Explain to parents that progress will be monitored and communicated throughout the term.




STUDENT TRACKING JOURNAL

School

Honour - Persist - Succeed

Student:

Date Concern/lssue/Event




FURTHER USEFUL INFO - not sure if/where this would fit?

V| Have you checked: Comments

Student Tracking Docs/RTP/DataHub

Teacher/Parent meeting to discuss concerns & strategies

Spoken with the student’s previous teacher

Previous school psychologist involvement

Student is on an Documented or Action Plan (please attach)

Student is on an Individual Behaviour Management Plan
(please attach)

Student is on a Medical Plan (please attach)

Student has a disability

Student has a medical condition

Student has attendance issues

Student is a ward of the state

Student comes from a EAL/D background

Student has had speech assessment/therapy

Student has had OT assessment/therapy

Student is Aboriginal/TSI

Student has undergone visual assessment

Student has undergone auditory assessment

Student has repeated a year of school

Other agencies involved (in past or present)

[ Doctor (GP, paediatrician, other specialist),

1 Child Development Service (CDS),

1 Department of Child Protection Family Services (DCPFS),
[ Disability Services Commission (DSC),

L] School of Special Educational Needs & Disability (ssEnD)
1 NDIS

[ Child & Adolescent Mental Health Services (CAMHS)

1 Ministry of Justice (MOJ)

L] Language Development Centre




