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[bookmark: _GoBack]Job Description
Job Title: SENCO 
Salary Scale: Leadership L1-L13
Reporting to: Senior Assistant Headteacher for Inclusion


Core Purpose: 
The primary purpose of the SENCO is to ensure equality of opportunity for our SEND pupils and to ensure that they make excellent progress regardless of their background or starting points because of high quality teaching and learning and additional provision. The SENCO will  
· Determine the strategic development of our special educational needs (SEN) policy and provision in the school 
· Be responsible for the 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, parents and other agencies  
 
[bookmark: _Int_3Oz5qHgj]Middle Leaders are key to the life of the College and their role carries significant leadership and management responsibilities, as well as a place on the Extended Leadership Team. It is essential that they give active support to the vision and ethos of St Ignatius College. They have a clear vision for their areas of responsibility including curriculum planning, teaching and learning, strategic planning, monitoring and evaluation, behaviour for learning, effective use of resources including staff deployment, creating a stimulating learning environment, overseeing Performance Management, addressing underachievement, and overseeing assessment and reporting in their area. Most importantly, Middle Leaders motivate others, lead by example and strike the appropriate balance of support and challenge.   
 
This job description is in addition to the national standards expected of all who have attained Qualified Teacher Status and where applicable, Post Threshold Standards. 
 
Vision and culture 
 
· have a holistic approach to learning which is broader than examination results and to support the College’s mission in developing ‘Men and Women for others’, nurturing the spiritual formation of our young people. 
· work with staff and Governors to develop the distinctive Jesuit ethos, vision and aims of the school. 
· maintain a secure, caring, welcoming, happy, stimulating and challenging learning environment for all pupils especially those with SEND 
· lead, support and develop school strategies to ensure outstanding achievement of our SEND pupils. 
· nurture warm and supportive relationships, in keeping with our Christian values, especially in support of our most vulnerable SEND pupils.  
 
Duties and responsibilities 
 
· maintain an accurate SEND register and provision map 
· complete EHCP (Education, Health and Care Plan) applications and assessments of student needs 
· undertake annual reviews for SEND pupils 
· arrange for Educational Psychologist assessments as appropriate 
· organise access arrangements for all SEND pupils 
 
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 
· secure relevant services for the pupil 
· ensure records are maintained and kept up to date 
· review the EHCP 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 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 pastoral team and designated teacher for looked-after children, where a looked-after pupil has SEN or a disability 
 
Leading and Managing Staff               
The SENCO will lead a team of HLTAs and LSAs and will provide all those in the department with the information, support, challenge and development necessary to sustain motivation and secure improvement in teaching and learning and achievement of SEND pupils.  
 
· line manage staff effectively and deploy staff in their department
· ensure their own professional development 
· take part in the appointment process for new members of the department ensuring that there is a programme of support and guidance for any new members of the department with particular provision for those new to the profession or school 
· support staff in the department with professional advice and appropriate staff development and training  
· carry out Performance Management 
· ensure that staff are used effectively 
· arrange and chair regular departmental meetings and ensure that action points are taken and are passed on to SLT line manager. 
· Provide guidance and training for teaching staff on how to meet the needs of our SEND pupils and advise on the graduated approach to SEN support 
 
Strategic Direction and Development of the Department 
· produce a strategic plan to deliver the SEND department vision which is supported by an annual action plan 
· be accountable for the strategic direction, leadership and management of the SEND department and the development and implementation of department policies, plans, targets and practices within the context of the school’s aims and policies 
· complete an annual self-review of the SEND department including an analysis and commentary of student academic performance. The conclusions of the report should then be used to modify the strategic plan and inform next steps. 
 
Curriculum 
· ensure that SEND pupils follow an appropriate curriculum 
· keep abreast of curriculum developments nationally to ensure that our curriculum offer for SEND pupils is appropriate and challenging  
· [bookmark: _Int_eNvoVSn6]support SEND pupils at all key stage transitions stages so that they are successful and they follow an appropriately challenging curriculum 
· [bookmark: _Int_eGKLyzvk]map out the support programme curriculum ensuring that long, medium and short term plans are in place 
· create Schemes of Learning which enable all SEND pupils to become effective learners 
· ensure that assessment is regular, thorough, reliable and formative 
· provide extracurricular activities to extend and challenge SEND pupils. 
 
Learning and Teaching 
 
The SENCO will secure and sustain effective provision, evaluate the quality of teaching and standards of SEND pupils’ achievement and set targets for improvement. 
 
· lead, train, develop and enhance the teaching practice of all teachers of SEND pupils evaluating the quality of teaching and securing and sustaining effective teaching of SEND pupils 
· ensure high standards of teaching and learning for all SEND pupils throughout the school regardless of their ability.  
 
Monitoring and Evaluating the Work of the SEND department 
 
Monitoring Pupil Progress 
· be accountable for the highest standards of SEND achievement, monitoring and evaluating pupil achievement and setting targets for improvement 
· ensure that there are practices in place for departmental staff to set and discuss individual pupil and group targets 
· ensure rigorous tracking is in place to monitor SEND student progress  
· lead and manage intervention strategies for those SEND pupils who are under-performing.  
· ensure that there are full records of SEND pupils’ attendance, behaviour and achievement, assessments and examinations and that these are easily accessible for all staff 
· Analyse these records and devise strategies to address issues and raise achievement
· produce and analyse subject examination predictions and results and produce an annual report on results of SEND pupils for the Head teacher 
· develop strategies to meet departmental targets 
 
Monitoring the teaching in the department  
· monitor and evaluate the quality of teaching and learning including planning, lesson delivery, LSA/teacher feedback, assessment, adaptive teaching and classroom management 
· use a range of monitoring techniques such as analysis of examination results, classroom observation, learning walks, work scrutinies, study of lesson plans and pupil interviews to improve provision for SEND pupils.  
· monitor the impact of the programmes delivered by the SEND department 
 
Working with others 
· be aware of and capitalise on the provision in the local offer 
· work with early years’ providers, other schools, educational psychologists, health and social care professionals, and other external agencies to ensure the best and most appropriate provision for our students
· be a key point of contact for external agencies, especially the local authority 
 

Internal Communication 
· attend Middle Leaders meetings and represent the views and interests of the SEND department at any appropriate meeting 
· attend the inclusion meetings promoting the needs of SEND pupils 
· meet regularly with the line manager to discuss provision for and progress of SEND pupils 
· produce written reports/information required by SLT and Governors including an annual SEND department Review. 
 
External Examinations 
· ensure that SEND pupils are thoroughly prepared for their examinations 
· liaise with the Examinations Officer to organise examination entries and access arrangements 
 
Pupil Discipline within the SEND Department 
· ensure that there is a positive and orderly working atmosphere within the SEND department in accordance with the Ignatian Code of Conduct 
· ensure that all SEND pupils are guaranteed an appropriately adapted learning programme and are grouped appropriately, and regularly review those grouping arrangements 
· support the College policy on Rewards for Living and Learning.  
 
Communication with Parents 
· Arrange and attend any appropriate meetings with parents 
· inform parents of the curriculum followed by SEND pupils and of any major concerns or successes of SEND pupils within their subject areas 
· arrange and lead on annual reviews and progress reviews of SEND pupils which are sent to parents. 
 
Staff Absence 
· ensure that appropriate work has been set and that the resources required are available 
· support supply staff who are working within the SEND department 
· ensure work is set and marked for SEND pupils who are absent from lessons internally, externally or away from school for long term medical reasons.  
 
Efficient and Effective Deployment of Staff and Resources 
The SENCO will deploy staff judiciously and will identify appropriate resources for the subject and ensure that they are used efficiently, effectively and safely. 
 
Resources within the subject area: 
· complete, as part of the SEND department review and development plan, a bid for capitation and complete, as appropriate, other bids for resources within the subject area 
· ensure that stock and equipment is well cared for and economically used 
· ensure that full records of orders, expenditure, stock etc. are kept 
· ensure that SEND department rooms present a stimulating and tidy environment 
· implement the school’s Health and Safety Policy 
· liaise with the SLT line manager and timetabler over the allocation of staff and rooms. 
 
Additional Specific Responsibilities 
· leading, if required, a duty team of staff. 
 
[bookmark: _Int_rnsPzzH7]The SENCO will be required to safeguard and promote the welfare of children and young people, and follow school policies and the staff code of conduct. 
Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the SENCO will carry out. The post holder may be required to do other duties appropriate to the level of the role, as directed by the Senior Assistant Headteacher for Inclusion. 
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Tel: 01992 717835
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Headteacher: Mary O'Keeffe




image4.png
the
sandwell

well-being
charter
mark




image5.emf
N7
1 s SE

]E SUIT ///ﬂ\\\\
SCHOOLS










image6.png
o

International
School Award




