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Victoria Park Primary School SAER Policy 
 

At Victoria Park Primary School we believe in promoting the wellbeing and participation of every 
student, every classroom, every day. This policy is importantly through its key focus of inclusion, equity 
and fostering wellbeing and participation. We identify, respond to and support the diverse needs of all 
students at VPPS so they are able to engage with the content and standards defined in the Western 
Australian Curriculum. 
 
Meeting the needs of students at educational risk is a whole-school responsibility. When all relevant 
key stakeholders are included in the planning processes for students at risk, optimal learning outcomes 
are more likely to be achieved. Partnerships formed between home and school should ensure that 
learning is supported in both contexts. 
 
Our staff, parents and students are committed to building a stimulating, safe and inclusive environment 
where every child has the opportunity to fully develop their academic, social, emotional, physical and 
creative potential. 
 
Definitions: 
Student at Educational Risk - A ‘Student at Educational Risk’ is any student whose academic, social 
and/or emotional attributes are a barrier to engagement with the content and standards defined in the 
Western Australian Curriculum. (Department of Education SAER Policy 1 January 2015). 
 
Gifted - The possession and use of outstanding natural abilities, called aptitudes, in at least one ability 
domain. 
 
Talented - Outstanding mastery of systematically developed abilities, called competencies (knowledge 
and skills), in at least one field of human activity. Talent emerges from ability as a consequence of the 
student’s learning experience.  
References Committee: The Education of Gifted Children, October 2001 
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Identification and Monitoring 
Identification of students at educational risk will commence in kindergarten and continue throughout 
the primary years. Teachers at Victoria Park Primary School employ a range of tools and resources to 
identify and monitor students at educational risk, which may include: 

• Teacher observations and anecdotal records 
• Teacher class records 
• Work samples 
• Information from parents/caregivers 
• Whole school data collection analysis 
• Phonological Awareness testing – InitiaLit & MiniLit testing  
• On Entry testing 
• NAPLAN data for Years 3, 5, and 6 
• EAL/D Progress Maps of Development 
• Standardised tests 
• School psychologist reports and assessments 
• Attendance records 
• External support agency, allied health and therapists’ reports 

 
Whole School Approach  
A comprehensive Student at Educational Risk (SAER) system will be established and maintained at 
Victoria Park Primary School. The Student Services Deputy will oversee the maintenance of a whole 
school SAER database. The school will facilitate the sharing of ideas and resources among teachers 
and educational assistants to support students at risk. Staff will use Special Educational Needs (SEN) 
planning for student plans which will be shared with parents. 
 
Transitions and Handover 
At the beginning of each year, dedicated time will be allocated for staff to engage in a thorough 
'Handover' process. Transition support for identified students will be provided during Term 4 of the 
previous year, and where necessary, transition booklets will be supplied to aid in the process. SAER 
information will inform the planning of class structures for the following year. 
 
Filing 
All SAER student documentation will be securely filed in a designated blue file within student records. 
Classroom teachers will be responsible for copying documented plans and placing them in the 
respective student's blue SAER file. Classroom teachers can obtain access to the filing cabinet key from 
the Student Services Deputy or a member of the administration team. Files will remain in their secure 
location and will not be removed. 
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Evaluation and Assessment  
The progress and educational outcomes of SAER will be carefully monitored using the following 
strategies.  

• The school’s Curriculum, Assessment and Reporting policy  
• SAER hand-over and information sessions with teachers at the beginning of each year, time will 

be allocated during the first School Development Days. 
• Observation and anecdotal records. 
• Psychology records, assessments and case conference notes.  
• Modified programs are to be revised in an ongoing manner.  
• Evidence to support learning programs will be collected by the classroom teacher. 
• Planning for future action will be based on the analysis of the effectiveness of the program/s.  

 

A Collaborative Approach 
Teachers, parents/caregivers, relevant professional and the student are key stakeholders and, where 
appropriate, should be involved collaboratively in planning and decision making to achieve improved 
outcomes for students at risk. When an Individual Education Plan (IEP) is devised by the classroom 
teacher, a parent/teacher interview will take place to inform parents of the goals of the IEP, develop any 
further goals deemed appropriate and establish shared responsibilities.  
 

Roles and Responsibilities  
Student Services Team (Principal, Deputy Principal, School Psychologist) are responsible for: 

• Coordinating the SAER Program   
• Case managing students on attendance plans  
• Case managing students on complex behaviour plans  
• Case managing students with complex mental health issues (Disability Resourcing funded) 

including liaising with psychologists, Child and Mental Health Services (CAMHS), Pathways and 
families where attendance or behaviour is implicated  

• Case managing families with complex access restrictions and support staff to understand court 
orders (Executive Team) 

• Medication for students (Office Staff) 
• Case managing students under the care of Department for Child Protection and Family Support 

who do not have a diagnosed disability.  
• Managing performance and development of Education Assistants (Special Needs) in 

collaboration with Manager Corporate Services.  
• Coordinating social work students from Curtin university 

 
Role of SAER Deputy 

• Assist teachers to understand their responsibilities with Nationally Consistent Collection of 
Data (on school students with disability) 

• Work collaboratively with class teachers to identify students who may need intervention 
• Inform teachers of agencies that are available to assist with students’ specific needs. 
• Recommend, and/or conduct assessments to support referrals/interventions. 
• Liaise with the school psychologist (weekly), chaplain and external agencies. 
• Assist in completing documentation from external agencies. 
• Prepare applications to School Resourcing and NCCD. 
• Coordinate Intervention Programs (MiniLit, Extension programs, EAL/D, other) 
• Coordinate placement of Education Assistants (Special Needs) for students requiring 

additional support. 



 

 6   
 

• Review student needs and make necessary changes to the ongoing SAER Tracker 
• Assist classroom teacher in creating and reviewing the ABLEWA assessment tool, SEN IEPs 
• Use performance data, diagnostic assessment and intended educational outcomes aligned 

with the WA Curriculum as the key elements when developing with teachers any Documented 
Plans, with SMART goals. 

• Ensure ongoing implementation of documented plans. 
• Work with teachers to ensure differentiation is clearly shown in planning documents particularly 

in Literacy and Numeracy, for SAER student/s who don’t have a documented plan. 
• Work with families and caregivers to support students at risk. 
• Regularly review students’ documented plans for achievement of goals via Responsible 

Thinking Process (RTP) a minimum of twice per term. 
• Facilitate and chair case conferences. 
• Manage student files and records with Administration staff as per Department policy. 
• Plan, coordinate and communicate professional development requirements to Principal. 

  
Teachers are responsible for: 

• Providing effective instruction, including quality differentiation and adjustments, which are 
evidenced in weekly/daily planning and are responsive to the needs of all students, including 
those identified as at educational risk. 

• Using NCCD Levels of Adjustment Checklist and maintaining evidence in accordance with 
guidelines. 

• Using assessment data and intended educational outcomes as the key elements of planning for 
students at educational risk. 

• Writing and reviewing documented plans (Special Education Needs Documented Plan (SEN 
IEP); Individual Behaviour Plans; Risk Management Plan (excursions/incursions) 

• Consulting with the parents or caregivers, students, and relevant professionals regarding 
meeting the needs of students. 

• Storing documentation (records of conversation, relevant assessments, documented plans) in 
student files with a brief note on Integris. 

• Reporting on the educational progress of all students. 
• Communicating to their line manager their own professional development requirements to 

assist them in meeting student needs. 
• Informing the SAER Deputy of any educational concerns they have for students in their class by 

completing a SAER referral form (Appendix 1) 
• Ensuring the classroom environment is welcoming, supportive and inclusive for all students and 

families. 
• Monitoring and following up on day-to-day attendance issues. For prolonged or unexplained 

absence seek support from SAER Deputy. 
• Ensuring meaningful student handover at the start of each school year. 

  
Role of School Psychologist: 

• Liaises with SAER Deputy (weekly), teachers and parents. 
• Observes identified SAER students to determine students’ needs. 
• Liaises with parents to discuss relevant concerns. 
• Provides information and links to external agencies and Department of Education Support 

Services. 
• Participates in case conferences. 
• Refers to external providers (where appropriate). 
• Adheres to departmental policy and procedures.  
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Role of Chaplain 
• To be visible and have an inclusive presence in the school community and provide social and 

emotional needs of the staff, students and their families, if required. 
• Work with small groups of students to support social skills, social and emotional well-being. 
• Provide support to vulnerable families. 

  
Special Needs Education Assistants are responsible for: 

• Supporting student/s under the direction of the teacher and as described in the documented 
plan. 

• Assisting with the monitoring and assessment of student progress and achievement. 
• Communicating regularly with the teacher in the relation to the implementation of student’s 

plans, student progress and when clarification of duties is required. 
 

Documented Plans 

What is a Documented Plan? 
A documented plan is a support document for teachers to plan, monitor, assess and evaluate teaching 
and learning programs that are personalised for students at educational risk. 
 
There are a range of documented plans that can be used, however currently the following are used at 
Victoria Park Primary School: 

• Special Education Needs Documented Plan (SEN IEP) are created through Reporting to Parents 
• Individual Behaviour Plan (IBP) 
• Risk Management Plan (RMP) 
• Transition Plans for students identified with Special Needs 
• Documented Plan for children in care of the Department of Child Protection and Family Support 
• EAL/D Progress Maps levels 
• Attendance Plan 

 
The Student Services Deputy Principal is required to develop a Documented Plan (DP) for a student 
who: 

• have ongoing absences 
• are in the care of the Department of Child Protection and Family Support in conjunction with 

classroom teachers 
• has chronic, long term or significant health care conditions 
• has complex and challenging behaviours 
• presents a risk of harm to themselves or others. 
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When is a SEN IEP Required? 
• Nationally Consistent Collection of Data (NCCD):  Students identified as requiring substantial 

or extensive adjustments through the NCCD require the development of a Documented Plan. 
• Individual Disability Allocation: Students receiving an Individual Disability Allocation are 

prioritised for the creation of a tailored plan addressing their unique educational needs. 
• Special Education Needs (SEN) IEPs for Below-Average Achievement: Students operating 

significantly below expected achievement levels. These plans include teaching and learning 
adjustments aimed at delivering the Western Australian curriculum at a lower year level. 

• Children in care of the Department of Child Protection and Family Support (CPFS): Students 
under the care of the Department of Child Protection and Family Support require a specific plan, 
as specified by CPFS guidelines. 

   
When is a SEN IEP Not Required 

• When identified as having their learning needs met within quality differentiated teaching 
practice or requiring supplementary adjustments through NCCD process. 

• When working at expected year level or just below (D/C Grades) 
• When academic, personal, social and wellbeing needs are being met through regular school 

and classroom programs. 
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REVIEW 

 

REFER 

 
 

 CONSULT 
 

REFER 

Case conference held with relevant stakeholders. 
This may include: 

• Student Services Deputy Principal 
• Classroom teacher 
• School Psychologist 
• Chaplain 
• Principal 
• Child Development Team 
• Occupational Therapist 
• Physiotherapist 
• Speech Pathologist 
• CAMHS – Pathways 
• CPFS 
• DSF Tutoring 
• SSEN:D or SSEN:BE 
• Language Development Centre 

Kindergarten Screening 
Speech Screen SOCS 

Health Nurse visit 
Teacher/parent concern 

Pre-Primary Screening 
On-Entry 

Initial Lit testing 
Health Nurse visit 

Teacher/Parent concern 
 

Parents Meetings 
• Classroom teacher meets with parents 
• Discuss with Student Services Deputy 

 

Private Pathway 
GP 

Paediatrician 
OT 

Speech 
Vision 

Hearing 
Psychologist 

 

Public Pathway 
GP 

Paediatrician 
OT 

Speech 
Vision 

Hearing 
Psychologist 

 

(1 

Child 
Development 

Centre  
OT 

Speech 
Vision 

Hearing 

Refer to Student Services Deputy Principal 

Classroom teacher and Student Services Deputy meet to develop referral.  

Review Individual Documented Plan at the end of each term.  
 

Assess goals in SEN Planning. 
 
 

 
 

 

CONSULT 

• Inform Student Services Deputy  
• Individual Documented Plan written in SEN Planning  

(PP only) (Signed copy of IEP filed in student file) 
 

 
INTERVENE 

IDENTIFY 

SAER Process 
 

Kindergarten and Pre-Primary 

  

Please email all completed Child Development referrals to the Student Services Deputy to be 
submitted on your behalf.  
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 CONSULT 

 DIFFERENTIATE 

 REVIEW 

 

INTERVENE 

 

INFORM 

 

REVIEW 

 

REPORT 

Teacher identifies student with additional needs using: 

• Standardised assessments e.g. Initial Lit, PAT, NAPLAN 

• Parent concerns / feedback 

• Physical / mental health concerns 

• Teacher records / judgements / Handover 

• Work samples 

• Screening tools e.g. speech 

 

Parents Meetings 

• Classroom teacher meets with parents 

• Discuss with Student Services Deputy 

 

Teacher develops QDTP. 
(Quality Differentiated Teaching Practice) 

• Set goals 

• Implement 

• Assess 

• Repeat 

 

Review QDTP 
If goals have been met, continue with  

assess-plan-teach-reassess 
 

 
If QDTP goals have NOT been met after 8 to10 weeks intervention: 

 

• Inform Student Services Deputy  

• Write Individual Education Plan (IEP) in RTP SEN Planning 

 
 

• Parent meeting  

• Possible School Psych Referral and Case Conference 

• Discuss Documented Plan (signed & hard copy in coloured Student 
File) 

• All stakeholders sign 

• Signed copy of IEP filed in student file by Week 5 Terms 1 and 3 

 

Review Individual Documented Plan at the end of each term.  
 

Assess goals in SEN Planning. 

 

Reporting:  
 
Consult Student Services Deputy before reporting period if student requires a 

SEN report. 

Current teacher meets with next year’s teacher at handover meeting. 
 

Current Documented Plan to continue through to following year then being 
reviewed and edited by new teacher in Term 1.  

INFORM 

 IDENTIFY 
 

 

Year 1 – 6 
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TERM 1 (Tick when complete) 
Week 4 □ Meet with Student Services Deputy Principal to discuss students requiring Documented 

Plans. 
Week 5-6 □ Create Documented Plan in SEN and provide to Student Services Deputy for review and 

signing. 
Week 7-8 □ Meet with parents and provide a copy of the Documented Plan. Parents/Caregivers and 

Teacher/s to sign copies of Documented Plan.  
□ Signed copies to be given back to Student Services Deputy, and copy placed in student 

file 
TERM 2 
 □ Review all Documented Plans (in time for Semester 1 report). 
TERM 3 
Week 3 
 
 

□ Meet with Student Services Deputy Principal to discuss the progress of students with a 
diagnosed learning difficulty or are receiving disability resourcing.  

□ Review meetings for other students can be scheduled upon request from the Teacher 
or Student Services Deputy. 

Week 4-5 □ Update Documented Plan in SEN, meet with parents/caregivers and provide to Student 
Services Deputy signed copies. 

□ Signed copies to be given back to Student Services Deputy, and copy placed in student 
file. 

TERM 4 
 
 

□ Review all Documented Plans (in time for reporting to parents) 
□ Meet with Parents to provide end of year review. 
□ Discuss with Student Services Deputy Principal and indicate if a Transition Booklet is 

required for the following year.  
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Who needs a documented plan? 

We are required to develop a documented plan for a student who: 
• is identified as requiring substantial or extensive adjustments through the Nationally Consistent 

Collection of Data (NCCD) on School Students with a Disability 
• receives an Individual Disability Allocation 
• has ongoing absences 
• is in the care of the CEO of the Department of Communities In exceptional cases and there are 

NO concerns for the child academically or socially a ‘Documented plan for children in care 
coversheet’ can be submitted by the Student Services Deputy. 

• has chronic, long term or significant health care conditions 
• has complex and challenging behaviours 
• presents a risk of harm to themselves or others 

 
You are not required to provide a plan for other students: 

• identified as having their learning needs met within quality differentiated teaching practice or 
requiring supplementary adjustments through the NCCD process 

• when working at expected year level (C Grades) 
• when academic, personal, social and wellbeing needs are being met through regular school and 

classroom programs. 
  

Anticipated or prior academic 
performance of student

A Grade -
Gifted and 
Talented

Create an IEP or GEP on SEN 
Planning to demonstrate 

extension

B/C Grade D/E Grade

Create an IEP/GEP 
with SEN Planning 

Parent meeting to clarify the need for a Special 
Education Needs (SEN) plan for the student and 

discuss how the semester report will align with and 
reflect the implementation of the SEN plan.

CPFS student

Individual Disability Resourcing
Any student identified as special needs

Create an IEP using SEN 
Planning

CPFS students require an IEP 

https://ikon.education.wa.edu.au/-/complete-nationally-consistent-collection-of-data-on-school-students-with-disability
https://ikon.education.wa.edu.au/-/complete-nationally-consistent-collection-of-data-on-school-students-with-disability
https://ikon.education.wa.edu.au/-/apply-for-the-individual-disability-allocation-for-students-with-a-disability
https://ikon.education.wa.edu.au/-/support-education-planning-for-children-in-care/?section=mlxz
https://ikon.education.wa.edu.au/-/manage-student-health-care-needs
https://ikon.education.wa.edu.au/-/access-the-student-behaviour-in-public-schools-policy-and-procedures
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Appendix 1: SAER Referral Form 
  



 

 14   
 

 
 

 
 
 


