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The Elton High School

SENDCO 
Job Description


Grade:
Pay Spine + TLR 1a

Responsible to: 
Assistant Headteacher 

Responsible for: 
SEN Support Staff, mentoring staff as appropriate, school liaison with Connexions and external services, administrative staff as appropriate

Post concept:

This senior post will fulfil the role of ‘champion’ for Special Educational Needs in school and will be discharged through work with individuals, parents, subject teams, at whole school level and with colleagues external to the school.  Specific focus will be on supporting students with Special Educational Needs and students with disabilities and supporting the implementation of inclusive practice.  The role carries responsibility to support student development and attainment across the curriculum for students with SEN within the student population.  The postholder will report to the Leadership Group as appropriate.

The SENDCO must be a qualified teacher at the school and must hold ‘The National Award for Special Educational Needs Co-ordination’ (or be moving towards gaining that qualification).

Main responsibilities:

1. To be responsible for the leadership and management of Special Educational Needs in School by:

· carrying out the work of the school SENDCO, to ensure effective and efficient discharge of the role,

· line management, appraisal and training of SEN Support Staff,

· liaising with parents to identify, register and support pupils with SEN,

· ensuring that appropriate provision is made for SEN pupils, through the targeted deployment of SEN Support Staff,

· compiling a comprehensive SEN register and disseminating to staff and updating the register on a regular basis as appropriate,

· managing the support of pupils with EHCPs by liaising with parents and teaching staff and organising then leading regular Review Meetings with key parties,

· ensuring that appropriate exam arrangements are in place for SEN pupils,

· liaising with Transition Co-ordinator, relevant pastoral leaders and SLT, to manage the transition needs of SEN pupils.  Information will be collected, collated and distributed to teaching staff so that all are aware of pupil needs and appropriate strategies,

· managing lunchtime provision for vulnerable SEN pupils, ensuring that the inclusion area is staffed and appropriately resourced, 

· organising the collection and collation of material to write Support Plans and Pupil Profiles for targeted SEN pupils and distribute these IEPs to staff,

· ensuring that when the pupil transfers to another school or educational institution, all relevant information about the pupil’s SEN provision is conveyed to that institution.
2. To identify, track and support the academic performance and development of students with SEN within the student population, assisting in the removal of barriers to achievement by:

· the interrogation of student academic data, general student information and liaison with teaching staff,

· tracking the performance of named students and actioning support strategies with a performance/engagement focus,

· working with curricular leaders, members of the Leadership Group and other staff as appropriate to support improvement in student attainment for those identified,

· support pastoral staff to lead Early Help Family Support Plans for targeted pupils,

· support pastoral staff to organise and write CAMHS referrals as appropriate for targeted pupils,

· monitoring and supporting engagement in the opportunities provided in school by the identified students, such that their experiences are positive,

· supporting the implementation of strategies for Student Voice in relation to the students identified.
3. To contribute to the development and enhancement of the teaching practice in school by:

· working with all teaching staff, engaging in classroom observation and advising Heads of Department on strategies and practice to remove barriers to student achievement.

4. To monitor and evaluate key school policies supporting inclusive practice by:

· on an annual basis, evaluating implementation of School policy for Equality of Opportunity,
· producing written reports and recommendations for the Leadership Group in relation to issues evaluated,
· ensuring that new policies and initiatives are communicated to staff and implemented as appropriate. 
5. To be responsible for school liaison with external services in relation to students identified.

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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