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	SENCo
Job Description

	Core Purpose

	· Lead high quality SEND provision which enables high quality teaching and success for all students 
· Provide vision, leadership and day-to-day operational management of learning support staff
· Develop and maintain effective and supportive relationships with students
· A commitment to professional and considerate communication with all stakeholders
· Maintain and develop the ethos, values, policies and expectations of the Academy

	Specific Tasks 

	· Ensure the SEND policy is put into practice
· Co-ordinate provision that meets students’ needs and monitor its effectiveness
· Establish systems for identifying, assessing and reviewing targets for students with SEND
· Develop systems for recording and monitoring progress for students with SEND
· Collect and interpret assessment data for students with SEND
· Implement strategies for raising achievement for students with SEND
· Provide SEND guidance and lead training on SEND for staff across the Academy
· Lead, manage and effectively deploy staff and resources within SEND provision
· Provide clear channels of referral 
· Maintain an accurate SEND register and up to date records for students with SEND
· Liaise with and maintain positive relationships with parents/carers of students with SEND
· Work closely with external agencies to secure additional support and assessment for students
· Lead Annual Reviews for students with Education, Health and Care Plans and SEND support plans
· Review and update the SEN Information Report annually
· Contribute to Trust processes in relation to the quality assurance of SEND 
· Establish and maintain high expectations of standards and achievement for both staff and students 
· Deployment of learning support assistants to ensure stated hours of support are fulfilled
· Provide support and guidance to all SEND students regarding progression
· Manage transition points for SEND students including liaison with a range of professionals including KS1/2 and KS2/3 transition and liaison with parents, students, primary colleagues and SENCOs and other agencies

	Qualification, knowledge and skills

	· National Award for SEN Co-ordination qualification 
· Good understanding of the SEND Code of Practice and other relevant legislation
· Good knowledge of effective Quality First Teaching and intervention strategies
· Ability to communicate effectively, verbally and in writing recognising the importance of prompt and professional responses to stakeholders
· Ability to plan and prioritise, and complete tasks efficiently and promptly
· High standard of ICT literacy as experience of using this as both a management and communication tool
· Qualified Teacher Status

	Personal attributes

	· Reliable, punctual and highly organised
· Empathetic and responsive communication skills; a true believer in home-school partnership
· Helpful and professional manner; a team player
· Proactive, optimistic and resilient
· Patient and calm approach 
· Commitment to building positive relationships and professional learning
· Calm under pressure 
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