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Job Description
SEND Coordinator (SENDCo)
Salary Level:	Mainscale/UPS with SEN point and TLR 1

Hours:	Full Time (Teacher Hours)
Responsible to:	Assistant Principal 

General:
Mary Hare school educates approximately 160 moderate to profoundly deaf children from 5-19 years old at its residential school in Berkshire. We pride ourselves on our pupils’ achievements at GCSE, A Level as well as BTEC and Vocational Courses. We offer the opportunity to teach highly motivated children, in small classes, where you can make a real difference at this national center of excellence for deaf education. No knowledge of sign language is required as we follow an auditory/oral philosophy.


The Role:

As every pupil at Mary Hare has an EHCP that identifies Hearing Impairment as the primary SEN, the main focus for the SENDCo is any additional SEN.

The SENDCo, under the direction of the Assistant Principal, will:
· Input into the strategic development of special educational needs (SEN) policy and provision within our through school of 5-19 year olds.
· Be responsible for day-to-day operation of the SEN 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, external professionals, parents and other agencies (this includes support of the residential care needs and working holistically).
· The SENDCo will also be expected to fulfil the professional responsibilities of a teacher, as set out in
the School Teachers’ Pay and Conditions Document.


Main Duties and Responsibilities:

Strategic development of SEN policy and provision
· Work with the leadership team to ensure there is a strategic overview of provision for pupils with SEN or a disability across the school, monitoring and reviewing the quality of provision.
· Input into the school development plan and self-evaluation, particularly with respect to provision for pupils with SEN or a disability.
· Promote an ethos and culture that supports the school’s SEN policy and promotes good outcomes for pupils with SEN or a disability.
· Ensure the SEN policy is put into practice, and that the objectives of this policy are reflected in the school improvement plan.
· Implement and review the SEN action plan as appropriate.
· 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.
· Provide written updates to be shared with Leadership and Governors at key points in the academic year including information the governing board is required to publish.
· Work with the Assistant Principal, Principal and governors to ensure the school meets its responsibilities under the Equality Act 2010 in terms of reasonable adjustments and access arrangements.
· Deliver training to staff or support the organization of training relating to SEND. 

Operation of the SEN policy and co-ordination of provision
· Provide direct line management to staff working in the SEN department including Teaching assistants and specialist teachers and assessors.  This will include annual appraisals as part of performance reviews. 
· Provide regular guidance and training to colleagues on teaching pupils with SEN or a disability, and advise on the graduated approach to SEN support.
· Have an oversight of the training needs and Inset programme for the Teaching Assistants as a whole.
· 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 and ensure this is up to date.
· 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 local authority.
· Analyse assessment data for pupils with SEN or a disability and report on the impact of interventions.
· Implement and lead intervention groups for pupils with SEN, and evaluate their effectiveness.
· Take a lead in chairing annual reviews for those pupils who are on the SEN register.
· Maintain an accurate SEND register and provision map.

Support for pupils with SEN or a disability
· Identify a pupil’s SEN.
· Co-ordinate provision that meets the pupil’s needs, and monitor its effectiveness.
· Ensure records are maintained and kept up to date.
· Contribute to the updating of Education Health Care Plans especially when there is new medical, therapeutic or educational evidence that requires a change in provision.
· Ensure appropriate Access Arrangements are in place, to support pupil need in examinations, and all paperwork is submitted correctly. 
· Communicate regularly with parents or carers.
· Ensure that if the pupil transfers to another school, all relevant information is conveyed to it, and support a smooth transition for the pupil.
· Promote the pupil’s 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 has SEN or a disability.




Other duties and responsibilities:

· To ensure Mary Hare's provision complies with the education provision as established within the Education, Health and Care plan (or regional equivalents for pupils placed from Wales, Scotland and Northern Ireland).
· To meet with prospective parents of students with additional needs to deafness and gather information before their admittance.
· To arrange testing for exam concessions – in close cooperation with examinations officer.

	Person Specification

	Qualifications and Training

· Qualified teacher status [note: this is a requirement under the SEND Code of Practice]
· National Award for SEN Co-ordination, or a willingness to complete it within 3 years of appointment [note: this is a requirement under the SEND Code of Practice]
· Additional SEN qualifications such as Qualified Teacher of the Deaf / Sensory Impairment, or a willingness to complete such training within 3 years of appointment.
· Degree

	Experience

· Experience of High Quality Teaching ideally within a through school/SEN provision. The role will require engagement with pupils between age 5-19
· Experience of working within a role with line management responsibilities. 
· Involvement in the educational/support of pupils with SEN.
· Experience of conducting training/leading INSET


	Skills and Knowledge

· Sound knowledge of the SEND Code of Practice
· Understanding of what makes ‘quality first’ teaching, and of effective intervention strategies
· Ability to plan and evaluate interventions
· Data analysis skills, and the ability to use data to inform provision planning
· Effective communication and interpersonal skills
· Ability to build effective working relationships
· Ability to influence and negotiate
· Use of databases/IT software for managing SEN such as provision map software.

	Personal Qualities



	· Commitment to safeguarding and getting the best outcomes for pupils and promoting the ethos and values of the school
· Commitment to equal opportunities and securing good outcomes for pupils with SEN or a disability
· Ability to work under pressure and prioritise effectively
· Commitment to maintaining confidentiality always
· Excellent communication skills to enable effective dialogue with colleagues, staff, visitors and pupils
· Organised and self-motivated, with a proven record for meeting targets and deadlines
· Able to perform well and remain professional whilst under pressure
· Dedicated team-player, who strives for excellence and leads by example
· Tactful and discreet, whilst mindful of observing Safeguarding and professional standards
· Displays a smart and professional appearance, representing the School in a positive manner
· Personal resilience to managing difficult discussions 
· Well-developed problem-solving skills
· Enthusiastic, with an eagerness to learn new skills and a commitment to personal continuous development
· Adaptable and flexible with working patterns when required
· Committed to contributing toward the School community
· Good numeric and computer skills (Microsoft Outlook essential)
· A willingness to lead by example.



	Essential Values, Behaviours and Attitudes

All employees are expected to actively promote and demonstrate the six core values of the School:
· Learners First
· Community is Key
· Integrity & Respect
· Empower & Energise Others
· Being Accountable
· Excellence




The School reserves the right to vary or amend the duties and responsibilities of the post holder at any time according to the
needs of the School’s business.

In exceptional circumstances, the post holder will be required to undertake other duties and responsibilities of a similar post in order to support workload peaks, skill shortages, to ensure priorities are met. This will be sensitive to available resources and individual skills and will be generally in the same area.

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

All employees should take reasonable care for their own Health & Safety and that of others who may be affected by what they do or do not do. Staff should correctly use work items provided by the School, including personal protective equipment in accordance with training and instruction.
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