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        Job Description
	Post Title
	Special Educational Needs and Disabilities Co-ordinator (SENDCo)


	Purpose
	· To provide leadership, coordination and manage the deployment of staff and 
               resources for Special Educational Needs (SEN)
· To ensure that the teaching, learning and support for SEN is of the highest quality

	Reporting to
	A member of the SLT

	Liaising with
	Governors, Executive Principal/Senior Leadership Team, teaching and support staff, LA representatives, external agencies, students and parents/carers.

	Working Time
	195 days per year full-time 

	Salary/Grade
	Leadership Pay Spine L5 – 9

Additional remuneration may be available for a suitably experienced and well qualified individual

	Disclosure Barring Service
	Enhanced with Barred List check

	MAIN (CORE) DUTIES

	Teaching and Learning

	· Identify and adopt the most effective teaching approaches for pupils with SEN 
· Monitor teaching and learning activities to meet the needs of pupils with SEN 
· Integrate the SRP students into the main body of the school as appropriate
· Identify and manage the delivery of specialist programmes to address students’ 

              special educational needs
· Liaise with other schools to ensure continuity of support and learning when 

              transferring pupils with SEN 
· SRP - oversight of the Special Resource Provision for 20 students with Communication 

               Disorders
· Pupil Passports - oversight of creation and monitoring of pupil passports for all 

              students with SEN
· Consultations- manage and respond within statutory time frames all consultations
· Tribunals - provide witness statements, documents and attend if necessary SEN 
               tribunals
· Coordinate Annual Reviews for EHCP
· Coordinate Exam Access Arrangements
· Be an outstanding teacher, leading by example
Using Data and Self Evaluation Effectively
· Set targets for raising achievement among pupils with SEN 
· Collect and interpret specialist assessment data 
· Set up systems for identifying, assessing and reviewing SEN 
· Maintain the SEN register
· Update the Executive Principal and Governing body on the effectiveness of provision 

              for pupils with SEN 
· Manage SEN within the delegated budget
· Develop understanding of learning needs and the importance of raising achievement 

              among pupils 
· Ensure appropriate applications are made regarding special arrangements and 
              funding

	Leadership
	· Encourage all members of staff to recognise and fulfil their statutory responsibilities 

              to pupils with SEN using Quality First Teaching
· Line manage and oversee the wider Learning Support team of leadership positions 
               within the Learning Support Faculty and Learning Assistants 
· Identify resources needed to meet the needs of pupils with SEN and advise the 

              Headteacher of priorities for expenditure 
· Liaise with outside agencies as required
· Act as a consultant to colleagues across the Trust enabling them to develop strategies 
              for learners experiencing difficulties
· Design and deliver professional development activities including undertaking lesson 

              observations and feedback
· Contribute to whole school planning and develop a Faculty Improvement Plan
· Provide appropriate training opportunities for learning support assistants and the 
              wider staff to learn about SEN 
· Lead and deliver professional development/INSET activities linked to SEN
· Implement the performance appraisal programme and arrange appropriate 
              professional development for teaching and associate staff as required
· Lead and oversee regular Faculty meetings 


	Quality Assurance

	· Maintain up to date knowledge of the current SEN Code of Practice
· Analyse available data to support identification and secure effective improvement in 

              teaching SEN students across the school
· Evaluate the impact and report the effectiveness of practice in the school annually, 
               suggesting areas and issues for further improvement
· Liaise with the Governors as appropriate


	Communication

	· Establish effective working relationships with all colleagues 
· Communicate effectively with professional integrity within and beyond the school 

              community
· Where appropriate, communicate and co-operate with persons or bodies outside the 

              school
· Follow agreed policies for communications in the school
· Attend meetings as required


	Pastoral
	· Contribute effectively and be a role model for others in relation to the support of all 

              students in the school
· Evaluate and monitor the progress of all students and keep up-to-date student 
               records as required

	
	

	Management of Resources

	· Contribute to the process of the ordering and allocating equipment and materials in 
               relation to teaching and learning SEN students 
· Assist colleagues with the identification of resource needs and contribute to the 

              efficient and effective use of resources across the school
· Co-operate with other staff to ensure a sharing and effective usage of resources in 
               support of SEN students 


	Marketing and Liaison

	· Take part in marketing and liaison activities such as Open Evenings, Parent /carer 

               Consultation Evenings and liaison events with partner schools
· Contribute to the development of effective links with external agencies

	Other Specific Duties:

	· to play a full part in the life of the school community, to support its Strategic Commitment, Purpose and 
              Intent and to encourage staff and students to follow this example
· to promote actively the school’s policies
· to continue personal, professional development
· to actively engage in the school’s self-review and evaluation processes
· to actively engage in the school’s Appraisal of Performance processes
· to comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate
· to attend meetings as determined in the meetings policy and as directed by the Executive Principal
· to undertake any other duty as specified by School Teachers’ Pay and Conditions Document, not mentioned 

              in the above
· to comply with the school’s procedures concerning safeguarding and to ensure that training is accessed


	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. Employees are expected to maintain a standard of dress conducive to their position as professionals and in setting an example to students.

	This job description is current at the date shown, but following consultation with you, may be changed by Management to reflect or anticipate changes in the job which are commensurate with the salary and job title.
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