	[image: image1.jpg]


 
	Bishop Challoner

Catholic Federation of Schools



	
Job Description

SENCO


All staff are expected to support and uphold the Catholic ethos of the Federation.

	Name:
	

	Post title:
	SENCO 


	Nature of the specific, significant and substantial responsibility
	· To develop systems for identifying , assessing and reviewing SEND
· To raise standards of attainment and achievement for SEND students across the whole curriculum, and to monitor and support student progress.

· To maintain the register and tracking systems for all students with SEND.

· To ensure that the information recorded for SEND students is accurate and accessible to all staff so that it can be used to improve learning and progress.

· To be accountable for the progress and development of students on the SEND register.

· To collate and analyse attendance, progress and behaviour data regularly for students with SEND.

· To organise SEND review meetings as appropriate, ensuring that all external agencies and relevant staff are invited. Preparing paperwork as appropriate and taking minutes/action where required.

· To check all students files on entry, checking for any SEND identified previously and creating a history where relevant.

· To be the first line of communication with parents/carers of students with SEND.

· To communicate effectively with all external agencies including possible alternative providers, such as Special schools, LA and other external agencies.

· To organise timetables for teaching assistants.

· To monitor the work and impact of the teaching assistants.

· To manage the appointments for external services to meet with students and families, such as: Educational Psychologist, Speech and Language Therapist, Councillor.

· To ensure effective communication/consultation as appropriate with the parents of students through phone, letter and website as relevant.

· To maintain communication links with medical, social and other external agencies e.g. CAMHS (Children Adolescent Mental Health Service) , Individual Tuition Units, Local Authorities, Social Service Departments, Youth Offending Team and Police for the purpose of providing and sharing relevant information on students.

· To be responsible for the preparation of reports and maintaining records relating to student referrals and subsequent counselling or support from staff or other agencies.

· To represent the school at case conferences by providing the necessary information on a student and reporting back to appropriate staff.

· To support the organisation of CAF/PSP review meetings as appropriate ensuring all external agencies and relevant staff are invited. Preparing paperwork as appropriate, updating documents where required.

· To provide appropriate training for teaching and support staff in order to meet the needs of students on the register.

· To update the Executive Headteacher and governing body on the effectiveness of provision for students with SEND.


	Defined accountability for leading, managing and developing others
	· To ensure that staff development needs are identified and that appropriate programmes are designed to meet such needs.

· To be responsible for the efficient and effective deployment of teaching assistants.

· To make appropriate support arrangements for classes when staff are absent, ensuring appropriate arrangements for students.

· To participate in the interview process for posts within the faculty and to ensure effective induction of new staff in line with school procedures.

	Significant line management responsibilities
	· To undertake Performance Management Review(s) and to act as reviewer for a group of staff within the area.

· To promote teamwork and to motivate staff to ensure effective working relations.

· To be responsible for the day-to-day management of staff within the area and act as a positive role model.

	Additional expectations beyond those of classroom teaching
	A. To provide the Governing Body with relevant information relating to the faculty’s performance and development. 
B. To work with other staff with Special Educational Needs expertise, to ensure that individual education plans or their equivalent are used to set subject specific targets and match work well to students’ needs.

C. Establish, with the involvement of relevant staff, short, medium and long term plans for the development and resourcing of the subject which:

· Contribute to whole-school aims, policies and practices including those in relation to behaviour, discipline, bullying and racial harassment.

· Are based on a range of comparative information and evidence, including the attainment of students.

· Identify realistic and challenging targets for improvement.

· Are understood by all those involved in putting the plans into practice.

· Are clear about action to be taken, timescales and criteria for success.

D. Organise and co-ordinate effective deployment of learning resources, including information and communications technology, and monitor their effectiveness.

E. Maintain existing resources and explore opportunities to develop or incorporate new resources from the wide range of sources inside and outside the school.

F. Liaise with other schools to ensure continuity of support and learning when transferring students with SEND

G. Develop understanding of learning needs and the importance of raising achievement among students

H. Attend consultation evenings and keep parents informed about their child’s progress

I. Manage the available resources of space, staff, money and equipment efficiently within the limits, guidelines and procedures laid down; including deploying the area budget, acting as a cost centre holder, requisitioning, organising and maintaining equipment and stock, and keeping appropriate records.
J. To identify and take appropriate action on issues arising from data, systems and reports; setting deadlines where necessary and reviewing progress on the action taken.

K. To produce reports within the quality assurance cycle for the area.

L. To manage the area’s collection of data.

	Professional skills and judgements required


	· Establish clear targets for students’ achievement, and evaluate progress and achievement of students with special educational needs.

· To have knowledge and understanding of the following: a) the School’s aims, priorities, targets and action plan; b) the relationship of the subject to the curriculum as a whole; c) any statutory curriculum requirements and the requirements for assessment, recording and reporting of students’ attainment and progress; d) the characteristics of high quality teaching and support, and the main strategies for improving and sustaining high standards of teaching, support, learning and achievement for all students; e) relevant issues of  faculty management, including employment law, equal opportunities legislation, personnel, external relations, finance and change management and f) the implications of the New Code of Practice for Special Educational Needs for teaching and learning.

· To establish a partnership with parents to involve them in their child’s learning of the subject, as well as providing information about curriculum, attainment, progress and targets.

· Develop effective links with the local community, including business and industry, in order to extend the subject, enhance teaching and develop the students’ wider understanding.

· Communicate effectively, orally and in writing, with parents, governors, external agencies and the wider community, including business and industry.

	Nature of the responsibility which will lead, develop and enhance the teaching practice of others
	· Help staff to achieve constructive working relationships with students.

· Ensure that trainee and newly qualified teachers are appropriately trained, monitored, supported and assessed in relation to standards for the award of Qualified Teacher Status, and standards for induction.

· Lead professional development through example and support, and co-ordinate the provision of high quality professional development by methods such as coaching, drawing on other sources of expertise as necessary, for example, higher education, LEAs and subject associations.

· Prioritise and manage own time effectively, particularly in relation to balancing the demands made by teaching, subject management and involvement in school development.

· Achieve challenging professional goals.

· Take responsibility for their own professional development.

	School Ethos
	· To play a full part in the life of the school community, to support its distinctive mission and ethos, and to encourage staff and students to follow this example.

· To support the school in meeting its legal requirements for worship.

· To actively promote the school’s corporate policies, and demonstrate a continual commitment to the full range including those relating to safeguarding and promoting the welfare of children, and equal opportunities.

· To comply with the school’s Health & Safety policy and undertake risk assessments as appropriate.

	Signatures
	The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date below but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.

	TLR point
	TLR 1b

	TLR Cash value
	£9474


Please note, this job description must be read in conjunction with the current School Teachers’ Pay and Conditions Document, notably PART XII – Conditions of Employment of Teachers other than Head Teachers, which itemises the general conditions of employment governing the post.
Signed, on behalf of the Federation:…………………………………….Date:        /     /20
Signed by the postholder:………………………………………..………………….Date:        /     /20
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