JOB DESCRIPTION 

JOB TITLE:

    Special Educational Needs Co-ordinator

GRADE:

    
RESPONSIBLE TO:  
    Headteacher

RESPONSIBLE FOR: Teachers and teaching assistants whose work is wholly or mainly with SEN pupils.

JOB PURPOSE:
With the support of the Headteacher and Governing Body, lead and manage the planning and operation of work and allocated resources to identify pupils with Special Educational Needs and then ensure that the provision made by the school secures high quality teaching to bring about improved standards of achievement through an understanding that all staff in the school are teachers of children with Special Educational Needs. The SEN Co-ordinator will be expected to be guided by the national standards in terms of outcomes, professional knowledge and understanding and exhibiting appropriate skills and attributes in fulfilling the purpose of this post.

KEY RESPONSIBILITIES  

1. Identification of specific individual needs e.g Plan and manage systems to ensure that the special educational needs of individual pupils are identified promptly and properly recorded in the SEN Register.

2. Planning of strategies to meet identified needs: e.g. Co-ordinate the devising of strategies to raise the achievement of SEN pupils, based upon professional analysis, understanding and interpretation of relevant data and information and to ensure that these strategies are communicated to all relevant staff for their individual action through each pupil’s Individual Education Plan.
3. Systematic, co-ordinated monitoring of work and progress: e.g. Ensure regular monitoring of the progress of each pupil through appropriate assessments, collection of professional feedback of staff and effective and appropriate meetings with involved parties
4. Resource planning and allocation: e.g. Determine the allocation of staff and other resources in flexible and appropriate ways to maximise the progress of each pupil with SEN.
5. Development planning:   e.g. Maintain up to date knowledge of effective practice and statutory requirements to advise the headteacher, governors and staff on developing the work of the school and all of its staff with pupils with SEN.
6. Evaluating and monitoring work of staff for development: e.g. Lead, guide and oversee the work and professional development and training of allocated staff to maximise the achievement of pupils, disseminating good practice and encouraging its effective application. 
7. External links:  e.g. Ensure co-ordinated and effective links with parents/guardians, with the LA and with any external agencies with relevant responsibility for the personal, social and educational well-being of each pupil with SEN.

8. Administration and communication: Ensuring that effective record-keeping, monitoring and communication systems are in place and maintained to support the development and improvement of each pupil with SEN. 

To fulfil all of the requirements and duties set out in the current Pay and Conditions Documents relating to the conditions of employment of teachers

To fulfil all of the responsibilities and duties required by the School’s policies on teaching and learning.

To achieve any performance criteria or targets arising from the School’s Performance Management arrangements

This job description will be reviewed annually.

SIGNED ……………………………………………………   POST HOLDER
SIGNED ……………………………………………………   HEADTEACHER
DATE ……………………………………………………….

