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SENDCO Job Description




Employment details

	Employee’s Name:
	

	Job title:
	SENDCO

	Reports to (job title):
	The Headteacher 

	Type of position:
	Special Educational Needs & Disabilities Coordinator 
(Designated Lead for CLA, EAL, Medical, Pupil Premium)

	Hours of work:
	Three Days Flexible, Working from Home Days

	Level and scale point:
	Upper Pay Scale and SEN Allowance

	Job purpose: 
The SENDCO will be part of the pastoral team working closely with the DSLs, Thrive Practitioner and ELSA. 
In collaboration with the headteacher, they will determine the strategic development of special educational needs and disabilities (SEND) policy and provision in the school. They will be responsible for day-to-day operation of the SEND policy and co-ordination of specific provision to support individual pupils with SEND or a disability. They will provide professional guidance to colleagues, working closely with staff, parents and other agencies and be responsible for a small team of SEND Teaching Assistants.  

In the context of this job description, pupils with special educational needs and disabilities are deemed to include: 
 Pupils on the School’s Special Educational Needs Register
 Pupils with identified social, emotional and behavioural problems
 Pupils with medical needs 
 ‘Looked After’ and ‘Post Looked After’ pupils
 Pupils whose first language is other than English
 Pupils eligible for free school meals

	Main duties/responsibilities

	Leadership: 

	· Lead, manage, develop and maintain high quality SEND provision as part of the School’s Development Plan

	· Overseeing day-to-day operation of school’s SEND policy

	· Coordinating provision for children with SEND

	· Advising on the use of delegated SEND budget and other resources

	· Overseeing and ensuring that SEND records are kept up-to-date

	· Linking with and being a key point of contact with other educational settings and external agencies. This includes the Local Authority, educational psychologists, health and social services and independent or voluntary bodies. This will mean checking emails during the summer holidays at a specific interval to ensure we meet any legal requirements which may need to be addressed. 

	Contribute to the appraisal process for identified SEND staff

	Liaising with other personnel who work with or are responsible for children who also may have SEND, such as the DSL and Attendance Lead

	Support and provide training for staff regarding Special Educational Needs, liaising and advising staff on the graduated approach to SEND Support

	· Contributing to the in-service training of staff

	· Work with colleagues to develop effective ways of bridging barriers to learning through: 
· assessment of need
· monitoring of teaching quality and pupil achievement 
· target setting, including IEPs 
· developing a recording system for progress

	· Attend local network meetings for SENDCo’s 

	· Working with the head and governors regarding the Equality Act

	Teaching and learning 

	Research, identify, adopt and disseminate effective teaching approaches for pupils with SEND 

	Support colleagues in creating and promoting learning plans to ensure the needs of pupils with SEND are met 

	Identify appropriate resources to promote and support the achievements of SEND children and ensure they are used efficiently, effectively and safely

	Observing pupils in the classroom, to coach and train colleagues to understand the SEND need

	Ensure staff understand provision mapping and their role in supporting pupils with SEND at universal and wave 1 level.

	Monitoring and Tracking

	Assist in the identification of pupils’ Special Educational Needs through observation in the classroom, individual screening and assessments

	Monitor the recording of interventions and SEND on INSIGHT tracker

	Monitor the quality of SEND support delivered both by teachers and teaching assistants

	interpret the recommendations of Educational Psychologist, Occupational Therapist and other reports and to disseminate them so that they are effectively implemented in the classroom

	Working with Stakeholders

	· Making regular contact with parents/carers of children with SEND

	· Write reports for parents on the pupils receiving specific teaching

	· Liaise with parents and carers concerning pupil progress and concerns, and concerning updates to the IEP, and to be proactive in communication about these issues

	Meet with staff to discuss SEND pupils 

	Lead Teacher for Thrive driving Thrive provision across the school 

	Undertaking duties as required in the ‘Teachers’ Standards’ in your role as SENDCO

	Implement and follow agreed school policies and guidelines

	Follow and keep up to date with school Safeguarding and Health and Safety protocols and training

	Attend training and meetings as discussed with Head Teacher as and when required



Note:  This job description is not exhaustive and will be subject to periodic review. It may be amended to meet the changing needs of the school. The post-holder will be expected to participate in this process and we would aim to reach agreement on any changes. This job description will be reviewed every three years.

Signed .................................…………………..(Headteacher)


Signed..................................…………………...(Employee)


Date..........................................



	East Coker Primary
SENDCo Person Specification



	
	Essential
	Desirable 
	Evidence

	Qualifications and experience
	· Qualified Teacher Status and evidence of continuing professional development in the field of SEND
· Degree or equivalent
· Teaching experience/teaching practice in KS1 and KS2
· Evidence of working effectively as part of a team
· Experience of working with parents effectively
· Must be prepared to complete the National SENCO Qualification within two years.
	· Qualified SENDCO status or pending

· Leading SEND in another setting 

	A, I, D

	Professional Knowledge and Understanding
	The SENDCO should have knowledge and understanding of:
· Strategies for meeting SEND in a mixed ability class situation
· The SEN Code of Conduct and its practical application
· The Education Healthcare Plan process and the evidence needed
· Behaviour management techniques for groups and individuals
· Good understanding of curriculum and pedagogical issues related to extending pupil performance 
· Good understanding of the principles behind school improvement planning, monitoring, review and evaluation of progress
· understanding of effective teaching, evaluation and assessment strategies which meet the needs of pupils with SEND
· Understanding of the importance of continuing professional development
	
	

	Professional Values
	· Outstanding communication skills
· Ability to prioritise, work under pressure and meet deadlines 
· Ability to plan and organise.
· Ability to recognise and identify problems and respond quickly.
· Ability to record and pass on information accurately.
· Effective problem-solving skills 
· Effective administrative and organisational skills 
· Ability to implement school policies and practice
	
	A, I, R

	Qualities Special skills and interests
	· Value all children and committed to the development of the whole child 
· Ability to deal with sensitive issues in a professional and confidential manner 
· Has high standards in all areas
· Had energy and enthusiasm 
· Has integrity and loyalty 
· A good sense of humour 
	
	A, I, R


Evidence
A = Assessed at application
I = Assessed at interview
R = Assessed through references
D = Assessed through supporting documents at interview
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