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SENDCo
Job Description 
Date of appointment:   September 2018
Responsible to: The SENDCo will report to the Deputy Head Academic.

GENERAL DESCRIPTION OF DUTIES

The Learning Support Department plays a pivotal role in the success of Swanbourne House.  The SENDCo ensures the highest standards of learning and development are achieved by all pupils and leads in the identification of pupil needs who may benefit from the support of the department. Clear and effective leadership of departmental staff is a key ingredient setting out the Department’s aspirational vision that underpins all of the work undertaken by pupils throughout the School.  Undertake coherent and regular cross department communication to ensure the needs of the pupils are best met.

The SENDCo will be expected to lead the department in its future development, to be involved in advising on Learning Support issues across the curriculum and to present a positive and proactive role model for Staff and Pupils. 
PARTICULAR RESPONSIBILITIES

Areas of Responsibility and Key Tasks 

The SENDCo is responsible for overseeing the delivery of Learning Support throughout the School assuring continuity and progression.

Leadership
· To provide strategic direction in regard to SEND provision throughout the school
· To ensure that the SEND policy is compliant and being effectively administered
· To monitor and enhance the quality of SEND support delivered both by Learning Support Teachers and by classroom teachers
· To maintain the SEND register of pupils
· To ensure that there are effective systems of communication within the Learning Support Department and between the department and classroom teachers concerning pupils’ needs and progression
· To ensure proactive communication with parents in consultation with the Deputy Heads, class teachers and any other stakeholder regarding their child’s progress
· To work closely with class teachers offering advice, strategies and support to ensure a coherent child-centric delivery is achieved
· To liaise with the Head of Pre-Prep, the Head of Juniors, the Deputy Head Academic and the Deputy Head Pastoral concerning pupils’ needs and welfare
· To ensure the smooth transition of pupils with SEND from Pre-Prep to Juniors and from Juniors to 9s
· To liaise with the members of the Learning Support Department about individual pupils, the day to day running of the department and the development of school policy in regard to matters of SEND
· To maintain the daily timetables of Learning Support Teachers
· To ensure that teaching staff are kept fully up to date with pertinent SEND issues and strategies for early identification of learning support requirements
· To liaise with the Gifted and Talented Co-ordinator concerning arrangements for gifted pupils
· To co-ordinate arrangements for exams (school and external exams) for pupils who are entitled to extra time, reading assistance and scribing
· To lead the appraisal of all members of the Learning Support Department on an annual basis and to identify further training needs
· To draw up and to manage the annual departmental budget effectively
· To write an annual departmental review and development plan
· To attend Heads of Department meetings in order to bring SEND issues to the agenda of that group

Teaching and Learning
· [bookmark: _GoBack]To teach a classroom subject in the main school with a reduced timetable 
· To teach pupils on a one basis or in small groups in line with their Individual Education Plans and the recommendations of reports by professionals outside the school
· To support children in regard to learning difficulties as they apply to literacy, numeracy, written expressive language, comprehension and essay writing skills, study skills, personal organisation and subject-specific work
· To use a variety of methods and approaches to ensure effective progression for pupils and to use the assessment of pupils’ progress to inform future planning
· To provide in-class support for pupils with identified needs
· To support pupils in regard to exam preparation (both school exams and external exams) and to assist in the provision of reading assistance and scribing for specified pupils

Monitoring, Assessment, Planning and Tracking
· To assist in the identification of pupils’ SEND needs through observation in the classroom, individual screening and assessment of reports
· To oversee the writing and regular review and updating of Individual Education Plans or In-Class Support Documents
· To liaise with external agencies and experts in regard to particular pupils to ensure that the school is providing appropriate support for the child
· To liaise with classroom teachers concerning the needs and progress of individual pupils and to provide advice as appropriate about teaching strategies to assist particular pupils
· To interpret the recommendations of Educational Psychologist, Occupational Therapist and other reports and to disseminate them so that they are effectively implemented in the Learning Support Department and in the classroom
· To use data generated by school assessments effectively to inform future pupil progress
· To ensure all pupil records and interactions with parents and other stakeholders (electronic and paper) are maintained demonstrating a clear and unambiguous audit trail of actions taken

Communication and Reporting
· To write termly reports for parents on the pupils receiving one-to-one teaching
· To make recommendations to parents concerning the use of external agencies for identifying SEND

Professional Knowledge and Development
· To maintain a thorough and up to date knowledge and understanding of the current SEND Code of Practice and of the school’s curriculum and policies
· To participate in INSET provided by the School and where appropriate to lead INSET on SEND issues
· To set realistic, measurable and achievable personal targets for Department staff as part of appraisal in consultation with the Deputy Head Academic
· To maintain good skills through personal research and targeted CPD  
· To keep records of INSET attended
· To ensure that the School’s Health and Safety Policy is followed as it applies to the Learning Support Department

Responsibilities as a Teacher 

1. To have high expectations whilst taking into account the ability range of the pupils; to differentiate work for more able and less able pupils according to their needs
1. To attend Parents’ evenings as appropriate to discuss the children’s progress
1. To write detailed subject reports at the end of the Autumn and Summer Terms
1. To participate in INSET provided by the School during the period of employment
1. To take a full and fair part in the Staff Duty Programme which includes Sunday duties once or twice a year
1. To be part of the school’s Personal Tutor scheme
1. To attend School and Year group assemblies, staff meetings and pastoral meetings
1. To be involved in Open Mornings, entrance testing, and induction mornings
1. To run extra-curricular activities for pupils
1. To maintain displays of pupils’ work and subject resources in the classroom
1. To take part in organising and supervising educational visits
1. To make an active contribution to whole school events. 

Responsibilities as a Tutor

1. To provide pastoral support, in liaison with the DSL, and advice for pupils in the tutor group. Helping pupils to develop socially and academically. To encourage their involvement in all areas of school life including extra-curricular activities.
1. To monitor pupils’ attendance
· Contacting home when prolonged or unusual absences are unexplained
· Ensuring prompt receipt of letters from parents explaining absence
· Alerting the Deputy Head Pastoral to concerns over attendance and punctuality
· To monitor standards of appearance
· To ensure that correct items of uniform are worn by pupils
· To ensure that pupils are dressed correctly and smartly
· To monitor standards of behaviour
· To make sure that pupils move promptly and quietly to assembly and Chapel on
    appropriate days and behave well during these and other formal School occasions
· To write pastoral reports on pupils in the tutor group. To collate and check pupils’ academic reports. To give out effort grades slips. To write up all incidents involving tutees and inform relevant staff by email
· To monitor the academic progress of all pupils in the tutor group, looking at the development of the whole child across the academic spectrum, using effort grades, attainment grades and standardised tests communicating concerns and discussing pupils regularly with the Deputy Head Academic
· To communicate with parents over their child’s academic progress and personal development regularly through the School’s reporting and parents evening system; building up a good relationship with the families of tutees which encourages informal contacts; in conjunction with other relevant staff, initiating meetings with parents to discuss their child’s academic progress or pastoral concerns
· To attend training provided by the school to improve professional pastoral skills


The above is an indication of the requirements of the post and is not meant to be inclusive or exhaustive.  Any role that needs reasonably to be undertaken should also be undertaken whether or not included in the above.

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.
 
The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom he/she is responsible, or with whom he/she comes into contact will be to adhere to and ensure compliance with the school’s Child Protection Policy Statement at all times. 
If in the course of carrying out the duties of the post, the post-holder becomes aware of any actual or potential risks to the safety or welfare of children in the school, he/she must report any concerns to the Head.
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