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JOB DESCRIPTION

Title: Special Education Needs Co-ordinator
Grade: MPS/UPS + SEND Allowance
School: GGLV Federation                            

Section: 
Post No:

                   


Reports to: Head of School
MAIN PURPOSE OF THE JOB
GGLV Federation is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.

· To facilitate and encourage learning which enables children to make good progress and achieve high standards. 

· To share and support the corporate responsibility for the wellbeing, education and behaviour management of all children.
SUMMARY OF RESPONSIBILITIES AND DUTIES

Strategic Duties
• To lead the development of appropriate resources, schemes of learning, assessment and teaching and learning strategies.

• To manage the effective deployment of staff and physical resources.

• To actively monitor and follow up pupil progress.

• To raise teachers’ expectations of pupils achievement.

• To implement school policies and procedures.

• To develop policy and oversee its implementation, facilitating initiatives to develop SEND, including the school’s involvement in national initiatives in SEND.

• To work with colleagues to formulate aims, objectives and strategic plans which have coherence and relevance to the needs of pupils and to the aims, objectives and strategic plans of the school.

• Work with the Senior Leadership Team to develop and implement strategies that result in the raising of achievement in this area for all groups of children

• To ensure that Health and Safety policies and practices, including risk assessments, are implemented where appropriate.

• Produce an Action Plan (including a time line) that integrates all the strategies to improve teaching and pupil achievement in SEND and to ensure its implementation.
Staff Development

• Act as a consultant to staff for SEND, advising on planning, resources, teaching strategies, assessment and record keeping.
• To support class teachers to enable them to work effectively within the school.
• Plan, arrange and run staff meetings.

• To participate in the recruitment of teaching and support staff as and when required, and to manage and support their function within the school.

• To contribute to the induction programme for new staff.

• Take an active interest in professional development, keeping up to date with current developments in SEND.

• To contribute to school procedures for lesson observation, and assist with the monitoring and audit of the school curriculum.
Whole School Responsibilities
• To compile and coordinate multi professional assessments, annual reviews of EHCPs and any other reports relating to SEND pupils.

• To oversee the implementation of the code of practice for SEND pupils.

• To update the SEND register each half term.

• To attend meetings on SEND as designated by the Head of School, and report back to the Head of School and relevant teacher the outcomes of such meetings. This includes parental visits, behavioural issues, case conferences, learning support requirements.

• To assist with the transfer and admissions procedure for children with SEND
• To liaise with the education social worker and to follow up concerns with the teaching staff

• To assist with matters related to child protection and to organise annual child protection training for all staff. 
• To liaise with outside agencies on any issues related to SEND children.
Information and Communications

• To ensure the maintenance of up to date and accurate information on SEND.

• To analyse and evaluate the performance of SEND data and to produce a termly report for the Head of School.

• To report to the governing body on paper twice a year and by giving a presentation once a year.

• To identify and take appropriate action on issues arising from data, systems and reports, and review progress.

• To produce reports including the use of value added data and to report the findings to the Head of School.

• To manage the collection of data on SEND.

• To assist in the completion of the annual return for SEND to the LA.

• To ensure effective communication and consultation with parents and carers.
• To liaise with other schools and other relevant external bodies.

• To represent the views and interest of SEND.
Resources

· To manage the available resources efficiently within the school’s limits, guidelines and procedures, including the requisitioning, organising and maintaining of equipment and stock, keeping appropriate records.

· To maintain an inventory and conduct an annual stocktake of SEND resources and equipment.

Duties specific to leading and managing SEND
• To act as a role model for the staff about SEND.

• To support colleagues on matters that will improve the quality of learning and teaching across the school through demonstration lessons/partnership teaching/INSET/discussions and advice etc.

• To monitor and support the planning and teaching provision for SEND children.
• To determine the need for KS1 and KS2 SAT Test dispensation with teachers.

• To provide advice to prospective parents of SEND pupils. 
EQUALITIES

Ensure implementation and promotion in employment and service delivery of the Council's equal opportunities policies and statutory responsibilities.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Staff will be expected to comply with any reasonable request from the Head of School to undertake work of a similar level that is not specified in this job description.

This job description is current at the date shown, but in consultation, may be changed by the 
Management to reflect the changing needs of the school which are commensurate with the salary and job title

Review Date: June 2018
PERSON SPECIFICATION

Title: SENDCo





Grade: MPS/UPS
Post No:

                   


Reports to: Head of School
Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job. It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post i.e. all short listed candidates will meet the essential criteria (those marked with S), additional points will be earned through meeting the desirable criteria.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application. If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

Qualifications


· Qualified Teacher status
S
· Willingness to work towards SENCo qualification if not already achieved
S

· Further qualifications or CPD relating to pupils who have additional support needs

Experience
· Experience of teaching at two of the primary key stages

S
· Experience of teaching pupils with additional needs
S
· Evidence of joint work with colleagues in primary schools
S
· Experience of leading a team of teachers on a curriculum initiative
S
· Experience of training /supporting other teachers in the development of teaching and learning
S
· Experience of setting targets and monitoring, evaluating and recording progress
S

· Experience of managing pupils with significant additional needs

· Experience of dealing with outside agencies such as health, social work 
· Experience working with statutory processes and legislation, such as EHCPs

· Experience of leading or being part of a team relating to the school improvement process

Knowledge and understanding
· strategies for meeting SEND in a mixed-ability class situation; 
S
· the SEND Code of Conduct and its practical application;
S
· behaviour-management techniques for groups and individuals.

S
· familiarity with the concepts of gifted and talented
S
· good understanding of curriculum and pedagogical issues related to extending pupil performance and the development of thinking skills
S
· good understanding of factors promoting effective transition of learners from one phase of education to the next.
S
· good understanding of the principles behind school improvement including, school improvement planning, monitoring, review and evaluation of progress

S
· using comparative information about attainment;

· the funding-support mechanism for SEND;

· the EHCP process and the evidence needed;

· the roles and responsibilities of educational psychologists and of learning and behaviour support services;

· pastoral support plans. 

· an understanding of the broader secondary and primary context and Government initiatives to raise achievement good understanding of the principles behind project management including, planning, monitoring, review and evaluation of progress

Skills

Will be able to: 

· organise and sustain systematic support from a variety of providers for a range of SEND S

· manage the coordination of support staff in support of SEND pupils;
S
· advise and motivate all staff with SEND initiatives;

S
· present clearly a wide range of specialised information to both educationalists and non-educationalists;
S
· make consistent judgements based on careful analysis of available evidence.
S
· Excellent classroom practitioner 
S
· Good communication skills, both written and oral
S

· Good presentation skills with the ability to enthuse and motivate others
S
· Confident in the use of information and communication technology

· Good influencing and negotiation skills 

personal characteristics

· Willingness to share expertise, skills and knowledge
S
· Sensitivity to the aspirations, needs and self-esteem of others
S
· Commitment to team working
S
· Willingness to address challenging issues with clarity of purpose and diplomacy
S

· Prepared to attend national and regional venues for meetings and training sessions, which may involve overnight stays and occasional work in the evening, at weekends or in school holidays
S
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