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JOB DESCRIPTION
Job Title:

Inclusion Coordinator & SENCO
The Role: 
In addition to providing a model of excellence when discharging the duties and responsibilities of INCO, the main responsibility of the post is to provide unrestricted access to a curriculum which fully meets pupil needs, engaging pupils at all levels.  Its scope will reflect the inclusive nature of the school regarding all individuals with particular regard to general inclusivity along with pupils requiring support through SEND and EAL.
Responsible to: Headteacher
Responsible for: Managing inclusion across the 7-18 age range including SEND, EAL and training of support staff and teachers.

Contributing as a Member of the Senior Leadership Team.
Principal Responsibilities:
To think whole-school and strategically for inclusion, achieving this goal by:
· Assisting teachers, responsible for the SEND Code of Practice to differentiate for and maximise all pupils’ learning opportunities within their individual classes, by providing advice and guidance on strategies to successfully address learning issues within the classroom.
· Working with a range of specialists, the post-holder is responsible for: administering diagnostic tests, using screening and other assessment procedures to determine specific strengths and weaknesses in a pupils’ learning; designing and delivering small-group focused educational interventions which address these needs in an inclusive School environment; and monitor and report (verbally and in writing) on the success of interventions.
· Delivering on-going interventions to address the needs of pupils identified with Special Educational Needs and Disabilities and improve educational standards on behalf of these pupils, as detailed above.
· Providing professional development, within School and through CPD, which enhances colleagues’ skills and competence in the teaching of pupils with a diverse range of needs.
· Embracing initiatives that improve the quality of teaching and learning with the system, including implementing Digital Learning Initiatives.
· Contributing to the creation and implementation of a strategic plan for the school in relation to the Special Needs Department.
· Undertaking any other responsibilities as may be reasonably be directed by the Headteacher.

Management Responsibilities:

· To provide professional leadership for the Learning Support department that secures its success and improvement.
· Oversight of work and line-management of KS2/ KS3/ KS4&5 SENCOs, SLS teachers and Teaching Assistants.
· Arrange and lead Departmental meetings and briefings as appropriate.
· Attend weekly Admissions meeting
· To promote and support the school’s drive towards a dynamic, digital-age learning culture that models and encourages the effective use of technology for learning.
· Undertake the assessment of prospective pupils as required by the Head and ensure prompt and clear feedback about the child.
· Be responsible for the drawing up of EHC plans if required.
· Monitor and evaluate the support given by the Teaching Assistants and the SLS Teachers.
· Organise and chair the Annual Review meetings of pupils with EHC plans where appropriate and provide all necessary reports and minutes.
· Liaise with outside agencies, including Educational psychologists, OT and SALT as appropriate and making necessary referrals.

Administration Responsibilities:

· Establish and maintain a SEND register.
· Share the register with staff in an appropriate and useful format.
· Ensure regular and effective communication and involvement of parents, whilst keeping them informed of child’s progress.
· Write Pupil Passports and IEPs/organise the review of pupil passports
· Assessing pupils and make applications for GCSE Access Arrangements as required.
· Organise timetables for all support staff and specialist teachers.
· Prepare an annual budget request and forecast based on a sound SEND improvement plan.

Generic Accountabilities

The duties outlined above are not intended as a restrictive list and may be extended or altered to include other tasks that are commensurate with the role. 
Safeguarding Children

In accordance with the school’s commitment to adhere to the Department for Education’s Keeping Children Safe in Education and all other relevant guidance and legislation in respect of safeguarding children, the Inclusion Coordinator & SENCO will be required to demonstrate your commitment to promoting and safeguarding the welfare of children and young people in the school.
Confidentiality
During the course of employment the Inclusion Coordinator & SENCO you will have access to information of a confidential nature. Under no circumstances may this information be divulged or passed on to any unauthorised person or organisation.

Data Protection
During the course of employment, as the Inclusion Coordinator & SENCO you will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Act 1984 and properly applied to pupil, staff and school business/information.

PERSON SPECIFICATIONS
	
	Essential
	Desirable

	Qualifications
	Degree

Qualified Teacher Status

Strong Qualifications in English and Maths

National Award for SEN Coordination


	Level 7 Diploma in Teaching and Assessing Learners with Dyslexia/ Specific Learning Difficulties



	Knowledge & Experience
	Evidence of ongoing professional development; attendance on courses, INSET, action research, personal study, etc.

Commitment to continuing professional development, working towards standards and role expectations described in the Teacher Standards Framework for SENCO.

Experience of leading change.
	Previous Schoolbase (database) Experience

	Skills & Aptitudes
	Willingness to work as part of a team

Good organisational skills

Ability to work to deadlines

Ability to manage own work effectively

Able to use own initiative


	Ability to use iPads and GoogleDrive

	Personal Attributes
	Cheerful disposition

Team player

Sense of responsibility and confidentiality

Professionalism and integrity

Dedication and enthusiasm
	


