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	Job Description


	Post:
	SENDCo 

	Pay range:
	[bookmark: _gjdgxs]Main PayScale or UPS (and SEND allowance)

	Ivy is a charity whose purpose is to provide education for the public benefit – this vision is based on four principles: Ivy is one family; Good education is a birth right; Make it easy to make a difference; Local leaders know best.



	Overall purpose of the post:
The SEND Co, under the direction of the headteacher, will:
· Determine the strategic development of the special educational needs and disability (SEND) policy and provision in the school
· Be responsible for day-to-day operation of the SEND policy and co-ordination of specific provision to support individual pupils with SEN or a disability
· Provide professional guidance to colleagues, working closely with staff, parents and other agencies
The SEND Co will also be expected to fulfil the professional responsibilities of a teacher, as set out in the School Teachers’ Pay and Conditions Document.
Will have hold the National Qualification for SEND Cos (or be prepared to begin the qualification)

	Main duties and responsibilities
Strategic development of SEND policy and provision 
· Have a strategic overview of provision for pupils with special needs and/ or a disability (SEND) across the school, monitoring and reviewing 
· Contribute to the school development plan, particularly with respect to provision for pupils with SEND or a disability
· Ensure the SEND policy is put into practice, and that the objectives of this policy are reflected in the school development plan 
· Maintain an up-to-date knowledge of national and local initiatives which may affect the school’s policy and practice 
· Evaluate whether funding is being used effectively, and propose changes to make use of funding more effective 
· To prioritise the educational psychologists according to the strategic needs of the school 

Operation of the SEND policy and co-ordination of provision 
· Maintain an accurate SEND register and provision map 
· Provide guidance to colleagues on teaching pupils with SEND or a disability, and advise on the graduated approach to SEND support.
· Keep the school’s SEND Information Report up-to-date on the website
· Report on the progress of pupils with SEND
· Advise on the use of the school’s budget and other resources to meet pupils needs effectively, including staff deployment 
· Be aware of the provision in the local offer 
· Work with early years providers, other schools, educational psychologists, health and social care professionals, and other external agencies 
· Be a key point of contact for external agencies, especially the county 
· Analyse assessment data for pupils with SEND or a disability 
· Implement and lead intervention groups for pupils with SEND, and evaluate their effectiveness 
Support for pupils with SEND or a disability 
· Have processes that ensure early Identification of pupils with SEND
· Ensure the completion, support and monitoring of Learning Support Plans (LSP)
· Coordinate provision that meets the pupils needs, and monitor its effectiveness 
· Secure relevant services for pupils 
· Ensure records are maintained and kept up to date 
· Review the education, health care plan (ECHP) with parents or carers and the pupil 
· Communicate regularly with parents or carers 
· Ensure that if the pupil transfers to another school, all relevant information is shared and supports a smooth transition for the pupil
· Promote the pupils’ inclusion in the school community and access to the curriculum, facilities and extra-curricular activities 
· Work with the designated teacher for looked-after children, where a looked after pupil presents with SEND  
Leadership and Management 
· Work with the headteacher and governors to ensure that school meets its responsibilities under the Equality Act 2010 in terms of reasonable adjustments and access arrangements 
· Prepare and review information the governing board is required to publish 
· Contribute to the school development plan and whole-school policy 
· Identify training needs for staff and how to meet these needs 
· Lead INSET for staff and monitor its impact on practice
· Share procedural information, such as the school’s SEND policy 
· Promote an ethos and culture that supports the school’s SEND policy and promotes good outcomes for pupils with SEND or a disability
· Lead and manage teaching assistants working with pupils with SEND or a disability
· Review staff performance on an ongoing basis 

The SENDCo will be required to safeguard and promote the welfare of children and young people, and follow school policies and the staff code of conduct.

Specific duties for the SENDCo:
a. To be an active member of the school inclusion team 
b. To be responsible for inclusion with regards to SEND pupils 
c. To lead the support staff working with pupils with SEND
d. To work with other stakeholders e.g. the governing body 
e. To attend meetings directly related to supporting pupils with SEND 
f. To lead annual review meetings for pupils and their families 
g. To liaise with external bodies about SEND pupils ensuring the best provision is sought for them
h. To compose letters to external agencies involving SEND 
i. To identify and pursue training development opportunities (to be agreed and negotiated with the Headteacher who will give support throughout)
j. To support staff with writing Learning support plans 
k. To lead the LSP cycle for the school 
l. To train staff in relevant areas of SEN where appropriate 
m. To work collaboratively with other Trust SEND Cos/Inclusion leads
n. To share good practice and resources with other SEND Cos/Inclusion leads 
o. To attend local high needs funding clusters when required.
p. To attend EHCP panels when required 

Note all of the above duties will need to be performed all of the time and will vary according to the needs of school at different points. 

	All staff will: 
· Promote equality of opportunity
· Follow safeguarding guidelines and child protection policy/procedures 
· Keep their own performance under review, contributing to monitoring, evaluation and review and participate in performance management/appraisal
· Promote positive attitudes and behaviour 
· Be committed to achieving the Trust values
· Promote the Trust in the community 
· Work in partnership with all colleagues including the Trust Board/ LGBs 
· Support Codes of Professional Ethics/Safe Practice in the Staff Handbook
· Have regard for and act in accordance with Health and Safety policy/practice 
· Celebrate success of pupils and staff 
The post holder shall ensure that the duties of the post are undertaken with due regard of the Trust’s policies and to their personal responsibilities under the provision of the Health and Safety at Work Act 1974 and all other relevant subordinate legislation. 

	The job description should not be viewed as a comprehensive description of the post.  Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 
Employees will be expected to:
· Comply with any reasonable request from those in a position of authority to undertake work of a similar level that is not specified in this job description 
· Work with and alongside other staff to ensure that the Trust provides the best possible outcomes for all children 
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	Person Specification


	Post 
	SENDCo  

	Pay range
	Main PayScale or UPS (and SEN Allowance)



	Criteria
	Qualities
	E/D

	Qualifications
	· Qualified Teacher Status
· First Degree or equivalent 
· Evidence of further professional development 
· National award for SEN co-ordination
	E
E
E
[bookmark: _GoBack]D

	Experience
	· At least 5 years teaching experience 
· A good understanding of whole school issues 
· Experience of planning for change, development and improvement
· To ability to set high and clear expectations, to hold others to account for performance and the contributions they make to the school community with a focus on SEND pupils 
· Ability to set and meet challenging targets, for pupils and the school, and to enable others to do this
· Ability to analyse, prioritise and meet deadlines
· Experience of conducting staff training
· Experience of whole school self-review and evaluation 
· Able to demonstrate leadership qualities and people management skills
· Able to motivate, promote good relationships and effectively communicate with all stakeholders 
· Commitment to supporting community/ external agencies involvement in school
· Commitment to safeguarding and promoting the welfare of children 
	E
E
E

E

E

E
D
D
E

E

E
E

	Skills and knowledge
	· Excellent classroom practitioner
· A strong commitment to inclusion with high expectations for all learners
· Able to talk about characteristics of effective primary teaching and learning strategies used to raise pupil attainment and achievement
· Good understanding and use of assessment, including target setting and tracking
	
E
E

E

E

	Personal qualities 
	· Creative, enthusiastic and proactive, keen to embrace new ideas and challenges
· Approachable, caring and empathetic 
· Works well as part of a team
· Self-motivated and solution focused 
· Flexible, listens and is prepared to seek advice and support
· Demonstrates a concern for the pastoral and spiritual welfare of all in the school 
· Committed to continuing professional development for self and others
· Committed to active parental involvement
· Able to deal sensitively with people and resolve conflict 
	E
E
E
E
E

E
E

E
E
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LEARNING TRUST




