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PENK VALLEY
ACADEMY TRUST




	SENDCO




Purpose of Job

To work closely with the senior management and colleagues in the strategic development of the school’s Special Educational Needs & Disabilities (SEND) policy and oversee the day-to-day operation of that policy, making a significant measurable impact on SEND student achievement.

Responsibilities
MAIN DUTIES
Operational/ Strategic Planning

· To provide leadership and create enthusiasm for teaching and supporting SEND pupils among members of the team. To make arrangements for departmental consultation and communication. To provide the DH with a copy of the notes of meetings. 

· To define and develop SEND policy and priorities regularly and to monitor their implementation, setting department targets as necessary, working within the aims of the school and in line with educational developments nationally. To produce and revise the Department Handbook. 

· To keep abreast of examination specification changes and to attend appropriate examination board courses and moderation meetings. To liaise with the Examinations Officer and Access Manager as necessary over internal and external examination entries.
Leading and Managing Staff
· To encourage all members of staff to recognise and fulfil their statutory responsibilities to pupils with SEND 
· To provide training opportunities for learning mentors and other teachers to learn 
about SEND 
· To disseminate good practice in SEND across the school 
· To identify resources needed to meet the needs of pupils with SEN and advise the headteacher of priorities for expenditure 
· To be responsible for managing TAs and other staff who contribute to SEND provision.
· To assist in the recruitment of new staff and to be responsible for the induction of new staff. All new teachers should be appropriately trained, monitored, supported and assessed. 
· To promote and monitor professional development within the team. To offer support and advice to members of the team and encourage their professional development.
· To regularly monitor the quality of SEND provision in the school, ensuring that correct procedures are being followed.

· To ensure SEND provision and progress of pupils is in line with ‘outstanding’ OFSTED                  criteria  
Information and Data Management
· To produce an annual assessment analysis and subject review for SEND children. 
· To set targets for raising achievement among pupils with SEND 
· To use data effectively to identify SEND students who are underachieving and create plans of action with target setting
· To update the head teacher and local governing body on the effectiveness of provision for pupils with SEND 
Curriculum planning and Teaching and learning
· To support subject coordinators in planning curriculum which is accessible for SEND pupils 

· To identify and adopt the most effective teaching approaches for pupils with SEND
· To monitor teaching and learning activities to meet the needs of pupils with SEND 
· To identify and teach study skills that will develop pupils' ability to work independently
· To liaise with other schools to ensure continuity of support and learning when transferring pupils with SEND 

· To train other teachers and staff to teach and support SEND pupils effectively.  

Communication and Liaison
· To represent the department at appropriate meetings, and to contribute to curriculum development and other relevant whole school development (planning and implementation) through these and other means as appropriate. To disseminate relevant information to members of the department.
· To encourage appropriate links across the curriculum, between departments and with other schools, and to promote relevant activities outside school. It will include liaison with the appropriate colleagues in the Middle Schools.
Management of Resources
· To organise and manage the SEND department budget and resources to ensure the efficient and effective use of all resources. 
· To maintain a stimulating environment within the SEND department. 

· To be responsible for department administration and to manage any admin support
 assistants. 
Marketing 
· To play a part in the marketing of the subject and the school at appropriate occasions including Open Days and Parent Information Evenings. 
Health and Safety
· To be familiar with the School’s Health and Safety policy and implement it as applicable within the department. To ensure that Health and Safety policies and practices, including Risk Assessments, throughout the Department are in-line with national requirements and are updated where necessary.
Strengthening the Whole School Community

· Engage with the internal and external school community to secure equity and entitlement.

· Collaborate with other schools and organisations in order to share expertise in bring positive benefits to their own and other schools.

· Promote the school’s values in all that you do.

Personal and Professional Conduct

All teachers are expected to demonstrate consistently high standards of personal and professional conduct.  Teachers uphold public trust in the professional and maintain high standards of ethics and behaviour, within and outside school by:
· Treating pupils with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to a teacher’s professional position:

· Having regard for the need to safeguard pupils’ well-being, in accordance with statutory provisions 
· showing tolerance of and respect for the rights of others and not undermining fundamental British values, including:
· democracy, the rule of law, individual liberty and mutual resent and tolerance of those with different faiths and beliefs

· Ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or might lead them to break the law.

Teachers must have proper and professional regard for the ethos, policies and practices of the school in which they teach, and maintain high standards in their own attendance and punctuality.

Teachers must have an understanding of and always act within, the statutory frameworks which set out their professional duties and responsibilities.

Safeguarding
Safeguarding and promoting the welfare of children is everyone’s responsibility. Staff are required to follow the statutory guidance from the Department for Education. Staff are required to read annually:

· Part 1 and Annexe A of ‘Keeping children safe in education’

· School safeguarding policies

· The code of conduct

Staff must know the identity and understand the role of the designated safeguarding leads. In addition, in order for staff to understand and discharge their role and responsibilities as set out in ‘Part one’ of the guidance, staff are required to identify any additional training needs and read safeguarding bulletins they receive through the year.

Elements of the tasks detailed above can be delegated as appropriate within the department. Other tasks may be added to the above at the reasonable request of the Headteacher.
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