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JOB DESCRIPTION
Post: 			Special educational needs coordinator			
Responsible to: 	Head of Schools
Location:		St John’s and St Paul’s Whitechapel CE Primary Schools
General Duties
You will be expected to:
· Contribute to the development of a positive inclusive ethos.
· Ensure that the schools carry out their statutory responsibilities regarding our SEND pupils.
· Support staff in understanding the needs of a diversity of pupils.
· Liaise with external agencies for the provision of SEND services.
· Participate in the analysis of data, research and inspection evidence to inform inclusion policy, practice and provision within the school.
· Ensure the objectives of the SEN policy are reflected in the school development plan and that these are coordinated, monitored, evaluated and reviewed.
· Liaise with all stakeholders in applying for education health care plans (EHCP).
· Coordinate annual reviews for EHCP children.
· Monitor the use of pupil premium funding to ensure effective use.
Teaching and learning
You will be expected to:
· Provide advice and support on teaching and learning activities to meet the needs of SEND pupils.
· Liaise with other settings to ensure continuity of support and learning when transferring pupils with SEN and LAC.
· Maintain systems of monitoring and recording pupil progress in relation to targets set and in line with the school policy.
· Keep parents informed about their child's progress, attend consultation evenings, and ensure positive working relationships with parents to promote pupils’ learning
· Encourage all members of staff to recognise and fulfil their statutory responsibilities to SEND pupils.
· Provide training opportunities for colleagues and disseminate best practice in meeting SEND needs.
· Advise senior leaders on the deployment of SEND staff to ensure effective provision and intervention for pupils with SEN/ EAL/ Gifted and Talented needs
· Monitor the effective use of resources needed to meet the needs of pupils with SEN/ EAL/ Gifted and Talented needs and advise the Head Teacher of priorities for expenditure
· Lead on the writing, review and implementation of statutory policies as required
Recording and assessment
You will be expected to:
· Set targets for raising achievement among SEND pupils.
· Collect and analyse assessment data; use this information to shape intervention.
· Identifying, assess and review progress and attainment of SEND pupils.
· Develop others’ understanding of learning needs and the importance of raising achievement among all pupils
Accountability
You will be expected to:
· Share responsibility for the organisation, financial planning and efficient management of SEND resources within the school.
· Work with the SLT and staff to ensure accurate target setting and to inform school improvement planning priorities.
· Assist in the monitoring and evaluation of school’s SEND policies and practice.
· Ensure information, advice and support is provided to parents/ carers about their child’s progress and development
· Ensure that school information about  the allocation, use and impact of the school’s Pupil Premium, is published on the school’s website
Community
You will be expected to:
· Develop effective relationships with the Governing Body, providing information and attending meetings as appropriate.
· Develop and maintain links with LA advisors, officers and other external agencies.
· Foster links with local schools to ensure continuity and ease of transition
· Participate in school, LA and national initiatives to enrich and broaden the children’s opportunities 
· Develop and enhance our good relations and work with local churches and the London Diocesan Board for Schools
These duties may be varied to meet the changing demands of the school and/or the developing career aspirations of the postholder.  Any amendments will be subject to consultation between the Executive Headteacher and the post holder.
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