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SENCO JOB DESCRIPTION 

(to be read in conjunction with HoD & All Staff job descriptions below)

Overall Purpose of the role  
“To ensure that all students with SEND receive the support and guidance that they need to reach their potential.”

Key responsibilities 
· To lead the strategic development of SEND policy and provision in line with most recent legislation.

· To lead on the day-to-day co-ordination of SEND provision including identification and transition, intervention and support, monitoring and evaluation for all students with special educational needs or a disability in line with statutory duties and best practice.
· To develop an inclusive culture for all by providing effective intervention and support to ensure all students achieve.

· To support all staff in understanding the needs of SEN pupils and develop effective ways of bridging barriers to learning.

· To monitor the progress of pupils with SEND and evaluate the effectiveness of their learning. This should guide future intervention and strategy.

· To analyse and interpret data and advise on developments required to maximise achievement.

· To liaise with staff, parents, external agencies and other schools to co-ordinate their contribution to provide maximum support and continuity of provision.
· To ensure that pupils and parents are supported and effectively advised at key transition points, KS2/3,  KS3/4,  and KS4/5, ensuring that guidance is given regarding progression and pathways best suited to the  specific needs of each SEND student

· To lead the team of specialist teachers and teaching assistants and of external consultants / providers as appropriate.
· To coordinate the application and assessment process for special arrangements in external exams in conjunction with the Examinations officer

· To ensure that school systems are implemented consistently within the department.
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Please address these criteria in your application form and interview.
1. Qualified teacher.

2. Evidence of highly effective teaching and learning practice, including curriculum development.

3. A thorough knowledge of current developments, particularly those relating to Special Educational Needs.

4. A knowledge and understanding of effective strategies for promoting and monitoring pupil achievement in an inclusive environment.

5. The ability to organise and co-ordinate provision effectively across the school, managing and communicating with a broad range of staff.

6. A commitment to CPD and collaborative working.

7. The ability to communicate both orally, and in writing, as required with reference to the job description.

8. An excellent record of attendance and punctuality.

9. Commitment to the protection and safeguarding of children and young people.
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Morpeth School

HEAD OF DEPARTMENT
JOB DESCRIPTION

Your main role is to lead the teaching within your department, with passion and creativity, and promote our whole school ethos and practice.  More specifically, your role is:

· to lead and manage others so that they are supported and recognised for their strengths and contributions.

· to convey enthusiasm and commitment about teaching and learning, whilst always seeking out opportunities to improve.

· to be a very effective teacher who is up to date with the best of new and old techniques.

· to be an efficient and organised administrator and communicator who knows when to delegate.

· to use whole school and departmental assessment data in order to promote achievement and identify and support pupils’ needs.

· to create a very positive ethos for the department which contributes to the enrichment of pupils’ experiences, and rewards their efforts.

· to model high expectations of pupil behaviour and demonstrate a range of strategies for supporting pupils who may be challenging.

· to adopt a high profile middle leader role within the whole school context, and to ensure that colleagues within the department benefit from CPD that encourages their career development.

Please read this job description in conjunction with the job description for all teaching staff.

JOB DESCRIPTION

ALL TEACHING STAFF 

1. AS A MEMBER OF STAFF

Under the guidance and direction of the Headteacher, Associate Headteacher or Deputy Headteacher to:

(a) carry out the professional duties of a schoolteacher 

(b) carry out a share of supervisory duties in accordance with published rotas
(c) participate in appropriate meetings with colleagues and parents/carers
(d) implement whole school and Authority policies

2. AS A MEMBER OF A DEPARTMENT

Under the guidance and direction of the Head of Department, to:

(a) plan and prepare courses and lessons

(b) teach the pupils in assigned groups/classes, including the setting, marking, assessing and recording of work carried out by pupils in school and elsewhere

(c) write reports and profiles as required, including the National Record of Achievement

(d) communicate with parents/carers re pupils’ progress

(e) participate in arrangements for professional development

(f) prepare courses of study, teaching materials and training programmes

(g) maintain positive behaviour among pupils and safeguard their health and safety, both in school and in authorised school activities elsewhere

(h) participate in meetings relating to curriculum, administration or organisation

(i) adhere to the school’s policy and practice re. cover
(j) participate in public and internal examination arrangements

(k) register the attendance of pupils following school guidance
(l) be responsible for maintaining learning environments with regard to health and safety, good order, appearance and display

(m) follow the procedures outlined in the Staff Handbook
3. AS A MEMBER OF A YEAR TEAM

(Tutors and attached Staff)

Under the Guidance and direction of the Head of Year, to:

(a) keep an accurate and up-to-date Form Register following school guidance re. attendance and punctuality
(b) write tutor reports
(c) prepare initial drafts for references, testimonials and reports to outside agencies, as appropriate
(d) promote high standards of work, behaviour, attendance and punctuality from members of the Tutor Group

(e) check and initial homework planners on a weekly basis

(f) use registrations profitably, to support pupil learning and well being
(g) teach the CPSHE programme
(h) attend assemblies with the Tutor Group and supervise their arrival, behaviour and departure

(i) participate in meetings called by the Head of Year

(j) participate in Parents’/Carers Meetings involving the Tutor Group, and sustain good home-school relationships.

