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Job Description Special Educational Needs Coordinator (SENCO)
Job Title: 

Special Educational Needs Coordinator (SENCO)
Reports To:

Headteacher
Contract:

Permanent

Working Pattern: 
Full Time
Salary Range: 
Inner London Main/Upper plus TLR1/2 dependent on skills and experience
Job Purpose 
The purpose of the post is to achieve the highest possible standards and outcomes for the pupils at London East Alternative Provision. The postholder will work closely with the senior management team and colleagues in the strategic development of the Special Educational Needs (SEN) policy and the SEN Code of Practice with the aim of raising pupil achievement.

The postholder will support the senior leadership team in creating a lasting improvement in the quality of education provision and the management of teaching and learning through the provision of high quality professional services, which meet the changing expectations of London East Alternative Provision.
General Duties 
1. Provide strategic direction and development of SEN provision at London East AP, with the support of relevant members of the senior management team

2. Exercise a key role in assisting with the strategic development of SEN policy and provision
3. Support all staff in understanding the needs of SEN pupils and ensure that the objectives to develop SEN are reflected in London East AP’s development plan
4. Support staff in understanding the statutory requirements of teaching a pupil with a statement or Education, Health and Care Plan (EHCP)
5. Support staff in identifying group and individual learning targets
6. Track progress towards objectives and targets for pupils with SEN in teachers’ planning and evaluate effectiveness of teaching and learning
7. Liaise with staff, parents, external agencies and schools/colleges to co-ordinate their contribution, to provide maximum support and ensure continuity of provision
8. Support on the correct assessments take place for pupils on entry to London East AP’s and maintain a system of monitoring progress from on-entry data
9. Complete SEN Support plan for each child identified as needing an EHCP
10. Complete initial request for statutory assessment as required and contribute to the development of EHCPs
11. Ensure all Annual Reviews take place and coordinate effective systems for monitoring the sometimes small steps of progress made by pupils with more complex needs
Teaching and learning

1. Support the identification of and disseminate the most effective teaching approaches for specific additional needs (e.g. ADHD, dyslexia)
2. Ensure development of learners’ individual and collaborative study skills necessary for them to become independent learners
3. Work with all staff to develop effective ways of bridging barriers to learning through:
· Assessment of needs
· Monitoring of teaching quality and pupil achievement
· Target setting
· Supporting staff in recording and monitoring of pupil tracking systems
· Planning individual programmes of learning
4. Support co-ordination of SEN pupils’ provision through close liaison with staff, parents and external agencies

5. Contribute to observation of teachers and appraisal process

6. Be aware of new resources available and consider a range of teaching strategies and resources that could be utilised for pupils with SEN
7. Liaise with mainstream schools and other educational settings where appropriate in devising effective transition plans for pupils

8. Support the reintegration of students to mainstream or other specialist settings by ensuring the needs of the pupil are understood and met by all agencies involved

Assessment and recording

1. Working with the Induction Coordinator to ensure all pupils are adequately assessed to establish baselines on arrival
2. Oversee the transfer of information obtained from the baseline assessment into IEP’s and share with relevant staff
3. Monitor progress towards IEP targets
4. Participate in the target setting process for raising achievement among pupils with SEN
5. Inform senior management team about the effectiveness of provision for pupils with SEN
6. Develop an understanding of learning needs and the importance of raising achievement among pupils
7. Attend consultation meetings and keep parents informed about pupil progress
Leading and Managing

1. Work closely with the senior leaders across London East AP’s settings to ensure that all members of staff recognise and fulfil their statutory responsibilities to pupils with SEN 

2. Liaise closely with other staff members who have responsibilities for vulnerable groups
3. Monitor teaching and learning to ensure that teaching reflects the different needs of individual pupils by lesson observations and monitoring of lesson plans
4. Provide professional guidance to secure Quality First Teaching for SEN pupils, through both written guidance, personal advice and training and by modelling good practice
5. Advise on and contribute to the professional development of staff, including INSET where appropriate
6. Maintain and develop resources needed to meet the needs of pupils with SEN and advise on the priorities for expenditure 

Other Professional Duties
1. Attend staff meetings as required and participate in activities that support leadership team in the maintenance of discipline and ethos
2. Develop and maintain links with other professionals
3. Attend meetings arranged by other professionals pertaining to the wellbeing and progress of pupils with SEN
4. Support with the registering with exam boards details of pupils needing special arrangements for external examinations and keeping evidence of the need, in liaison with the Induction Coordinator and the Senior Inclusion Administrator.
5. To sustain an up to date knowledge developments in SEN procedures and matters appertaining to SEN, both locally and nationally 

6. To have a clear understanding of all London East AP policies
7. To line manage designated staff
8. To deputise for managers where appropriate
9. To ensure a joined up approach for information sharing about pupils, supporting them in London East AP settings and preparing them for next steps
Personal Responsibilities
· To carry out the duties and responsibilities of the post, in accordance with London East AP’s Health and Safety Policy and relevant Health and Safety guidance and legislation

· To promote the safeguarding of children

· To use information technology systems as required to carry out the duties of the post in the most efficient and effective manner
· To participate in performance management, and undertake training and professional development as appropriate
· To undertake other duties appropriate to the post that may reasonably be required by the senior management team on any of London East AP’s sites
Equal Opportunity

The post holder will be expected to undertake all duties in the context of and in compliance with the council’s equal opportunities policies.
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