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Headteacher: Mrs E Loveland

JOB DESCRIPTION
            
POST & CURRICULUM AREA:	  Special Educational Needs Co-ordinator (SENCO)

PAY SCALE:			MPS/UPS Tlr 1b


ACCOUNTABLE TO:		The Headteacher & Strategic Leadership Team (SLT)

LINE MANAGER:		AHT Safe Guarding

ACCOUNTABLE FOR:	The SENCO, under the direction of the Headteacher and            Assistant Headteacher Safe Guarding, will:
· Determine the strategic development of Special Educational Needs (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 students with SEN or a disability.
· Provide professional guidance to colleagues, working closely with staff, parents and other agencies.
· The SENCO will also be expected to fulfil the professional responsibilities of a teacher, (Timetable by negotiation)as set out in the School Teachers’ Pay and Conditions Document Teaching 


[bookmark: _GoBack]LINE MANAGES:                     Teaching Assistants, Learning Mentor, School Counsellor
		
IMPORTANT FUNCTIONAL RELATIONSHIPS:
				Headteacher
Strategic Leadership Team
				Key Stage Achievement Leaders
				Students & Parents
Teaching & Support colleagues
				

Duties and responsibilities:

Strategic development of the SEN policy and provision
· Have a strategic overview of provision for pupils with SEN or a disability across the school, monitoring and reviewing the quality of provision.
· Contribute to school self-evaluation, particularly with respect to provision 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.
· 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.



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 SEN or a disability, and advise on the graduated approach to SEND support.
· 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 primary school providers, other secondary 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.
· Implement and lead intervention groups for pupils with SEN, and evaluate their effectiveness.

Support for pupils with SEN, a disability or Looked after Children
· Identify a pupil’s SEND.
· 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 education, health and care plan 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.
· Be the designated teacher for looked-after children, LAC.

Leadership and management
· Work with the Headteacher and governors to ensure the 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 improvement plan and whole-school policy
· Identify training needs for staff and how to meet these needs
· Lead INSET for staff
· 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 who are LAC
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.

Behaviour for Learning:
· Follow the school Behaviour for Learning policy, including interrogation of BfL data.
· Employ effective strategies to support a positive climate for learning in line with college expectations.
· Set high expectations for students’ behaviour, establishing and maintaining a good standard of discipline through well-focused teaching and through positive and productive relationships. 




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 Headteacher


EXPECTATIONS OF ALL STAFF (Teaching & Support)
· Support the Headteacher and Strategic Leadership Team in creating a culture for learning, achievement, high standards of achievement and success for all the students. 
· Carry out all duties and responsibilities in accordance with the school’s Mission Statement, contents of the Staff Handbook, policies, current practice and your duty of care for the students’ well-being and safety.  Do not do anything to bring the name or ethos of the school into disrepute.
· Work flexibly as a member of a team, and undertake such other duties as may be required within the scope of this post. 
· Be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.  Deal with enquiries efficiently and sensitively.   
· Ensure absolute confidentiality in all matters relating to the students, staff and school business.
· The post holder will ensure that the duties of the post are undertaken with due regard to the School’s Health & Safety Policy and to their personal responsibilities under the provisions of the Health & Safety at Work Act 1974 and all other relevant subordinate legislation.
· Be aware of and comply with policies and procedures relating to child protection, health & safety, security and confidentiality. Report concerns to your line manager or member of the leadership team.
· Attend and participate in relevant meetings, training, performance development and other activities as required.


NOTE
This job description is based on the relevant School Teachers’ Pay and Conditions Document (STPCD).  It should not be viewed as 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 responsibility to undertake work of a similar level that is not specified in this job description.

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 shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the TLR and job title.

I am in agreement with this job description



…………………………………..  Signed (Post Holder)		Date:	………………………….



…………………………………   Signed (Headteacher)		Date:	………………………….
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