[image: A green and yellow shield with a cross and a crown

AI-generated content may be incorrect.][image: Picture 1, Picture]
 
SEND Officer
___________________________________________________________________
Responsible to: Senior Assistant Headteacher [Inclusion]
Responsible for: SEND & Inclusion
Salary/Grade: Band 6 SCP22
Working Hours: TTO, 37 hours per week 
Overall Responsibility
To assist the Senior Assistant Headteacher Inclusion [SENDCo] with the day-to-day operation of high-quality provision across the school. This will include managing communications, supporting the SEND review process, pupil progress and providing opportunities for pupils with SEND to thrive. 
General Responsibilities
· To support the school to implement the aims and objectives of the school SEND policy.   
· To assist with the identification of need, mapping of cohort trends and collection of information to ensure barriers to learning are removed. 
· Oversee the organisation and development of intervention programmes, including tracking progress, evaluating impact and reporting.
· Assist with developing and coordinating SEND links with other schools and external agencies, building effective communication with all stakeholders and the Local Authority.
· To assist the SENDCo when advising on the appropriate delivery of a collaborative, multi-professional approach to meeting the needs of SEND pupils.
· To have responsibility for the development, enhancement and deployment of support staff when directed by the SENDCo / Headteacher.
· To actively monitor and respond to developments and initiatives at national, regional and local levels in collaboration with the SENDCo.  
· To promote the safeguarding and welfare of the school community following guidelines stated in the safeguarding policy. 
· Act as a point of contact for pupils and families.
· To promote the Local Offer. 

Administration, communication and compliance
· Support the SENDCo in ensuring all statutory duties are met, reasonable adjustments are adhered to and progress to outcome measures are mapped. This includes meeting with parents/carers, completing statutory paperwork, report writing and where appropriate, under the direction of the SENDCo, liaise with outside agencies.
·  Adhere to statutory guidance in the collation and documentation of information captured in, and during the review of, support plans and Education, Health and care Plans.
· Assist in the production and review of support plans, Education Health and Care Plans and other statutory documentation.
· To assist in maintaining the SEND register and ensuring all records are up to date and relevant. 
· Support the identification and accurate documentation of pupils’ additional needs and proactively communicate any barriers to learning to teaching staff to ensure appropriate support strategies are implemented.
· To collect and collate parent/carer and pupil voice.
· Liaise, as directed by the SENDCo, with appropriate external agencies, consultants and other schools to ensure the maintenance of high standards within SEND.
· To keep accurate and detailed records of meetings/discussions with pupils, parents and outside agencies.
· To adhere to statutory procedures, monitoring and evaluating the use of resources ensuring best value principles are utilised.
· To undertake such duties and administrative tasks as may be reasonably directed by the Senior Assistant Headteacher / Headteacher.

Supporting pupils & learning
· Support the identification, effective provision and assessment of need, in order to remove barriers to learning and disseminate specialist information to inform practice.
· Work with the SENDCo and teaching staff to remove barriers to learning so that outcomes demonstrate aspirational progress.
· To assist with the transition into school for all pupils, especially those with high levels of anxiety and/or emotional based school avoidance.
· To offer support in lessons, observations, interventions and exam support as directed and providing bespoke support for individual or groups of pupils.
· Supervision of children in ‘The Nest’ to facilitate learning with conjunction of SEND plans and curriculum expectations.

Wider responsibilities
· Attend and participate in school events as appropriate. 
· Attending team and staff meetings that are relevant to the post. 
· To undertake recognised training as necessary in accordance with a planned programme of development. 
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 
· To contribute to broader aspects of school life as opportunity and situations make relevant, playing a full role in our school community
· Other duties as reasonably requested by the Headteacher. 


Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 
This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.
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