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JOB DESCRIPTION

	Job Title:


	SENCO



	Grade:


	Banding PO4 (NJC scales) 

£39,571-£42,614 (pro rata)

 

	Directly responsible to:


	Head Teacher

	Directly responsible for:


	Functional skills and GCSE team

	Conditions of service:


	As detailed in the contract of employment


The following information is furnished to assist staff to understand and appreciate the work content of their post and the role they are to play in the organisation. However, the following points should be noted.

· Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings therefore may have been used below; in which case all the usual associated routines are naturally included in the job description.

· Staff should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when salaries are reviewed.
	Prime Objectives of the Post
· To ensure that school policies and procedures are aligned with the latest government SEN policies and regulations
· To manage functional skills across the school

· To manage admissions process and ensure Prism is able to meet pupils needs

· To inform whole school planning and ensure it supports the school values and aims and meets the needs of all SEND pupils.

· To develop, monitor and assess policy, curriculum planning, assessment and teaching strategies in step with the needs of SEND pupils across the school.

· To manage pupils’ behaviour in line with school policy

· To ensure that all pupils receive high quality differentiated education in line with

     Education Health Care Plans. 

· To evaluate and review pupils send requirements in line with Local Authority requirements

	


	SUPERVISORY/MANAGERIAL RESPONSIBILITIES

	· Responsibility for direct line management of Functional Skills tutors



	SUPERVISION AND GUIDANCE

	· Personal initiative and self-organising abilities expected to be exercised by post holder complex problems would be referred.

· To attend managerial supervision sessions (minimum half termly) with the Head Teacher
· To attend staff and SMT meetings




	RANGE OF DECISION TAKING

	· Responsible for all decisions made in connection with their duties
· To ensure that any relevant activities have a complete and signed risk assessment.




	RESPONSIBILITY FOR ASSETS, MATERIALS ETC

	· Confidential files held in relation to staff, learners in line with GDPR
· Consumable office items

· Computer equipment




	MAIN DUTIES

	· To ensure school policies and procedures are in line with the latest governmental SEN policies and regulations
· To work alongside the SMT to ensure all teachers have the knowledge and skills to carry out SEN policies and teach pupils with special learning requirements to a high standard
· To manage the implementation and review of education, health and care plans
· To monitor and evaluate progress of SEN pupils and make recommendations to support learning and improve educational outcomes
· To be responsible for organising and chairing annual review meetings
· To Coordinate alternative exam arrangements and provision for SEN pupils
· To ensure the effective deployment of support staff and resources (SEND category).
· To support Children Looked After policies and guidelines and their relationship to the National Curriculum. 
· To contribute to the school self-evaluation process, identifying areas for development and incorporating the outcomes in planning. 

· To attend and contribute to Senior Leadership Meetings.
· To play a full part in the life of the school community, supporting the ethos of the school and encouraging staff, parents and pupils. 
· To maintain positive behaviour and to support staff to maintain positive behaviour throughout the school
· To liaise with external agencies when required
· To work with the SMT and lead on the raising of education standard within the school. 
· To be accountable for the Functional Skills delivery across the school; monitoring their subjects and be responsible for organising feedback to Headteacher/Deputy and Senior Management team.
· To monitor the quality of teaching and learning for Functional Skills and HTLA and share judgements as appropriate 
· To assess the needs of pupils and use detailed knowledge and specialist skills to support pupils learning and behaviour
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