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Danbury Park Community Primary School - Be wise, be happy, belong

Danbury Park Community Primary School
Job Description
The professional duties of teachers, (other than the Headteacher) are set out in the School Teachers Pay & Conditions Document and describe the duties required of all teachers. In addition, the specific requirements of the post of classroom teacher, along with the particular duties expected of the post holder have been set out below:

	Post Title
	SENCO and Pastoral Manager


	Purpose and scope:
	SEND provision throughout the school 
Pastoral support throughout the school including behaviour management 

	Responsible to:
	Headteacher


	Responsible for:
	SEN and Class LSAs


	Salary/Grade:
	Main Scale / Upper Pay Spine
Plus SEN Allowance


	Main (Core) Duties  
· Determine the strategic development of special educational needs (SEN) policy and provision in the school;
· Be responsible for day-to-day operation of the SEN policy and co-ordination of specific provision to support individual pupils with SEN or a disability;
· Provide professional guidance to colleagues, working closely with staff, parents and other agencies; 
· The SENCO will also be expected to fulfil the professional responsibilities for a teacher, as set out in the Schools Teachers Pay and Conditions Document.        
· Set an example of good primary practice with particular reference to: 
· Classroom organisation and management;
· Providing a stimulating learning environment;
· Recognising the needs of individual pupils and providing appropriately matched activities to meet these needs;
· Effective integration of the curriculum using first-hand experience;
· Continuity and progression through planned structures;
· Use of the National Curriculum attainment targets in planning and record keeping;
· Assessment of pupils’ levels of attainment in relation to the National Curriculum;
· Establishing high levels of expectation in behaviour and achievement.
Particular duties 
Strategic development of SEN policy and provision

· Have a strategic overview of provision for pupils with SEN or a disability across the school, monitoring and reviewing the quality of provision;
· Contribute to school self-evaluation, particularly with respect to provision for pupils with SEN or a disability;
· Ensure the SEN policy is put into practice, and that the objectives of this policy are reflected in the school improvement plan;
· Maintain an up-to-date knowledge of national and local initiatives which may affect the school’s policy and practice;
· Evaluate whether funding is being used effectively, and propose changes to make use of funding more effective.

Operation of the SEN policy and co-ordination of provision

· Maintain an accurate SEND register and provision map;
· Provide guidance to colleagues on teaching pupils with SEN or a disability, and advise on the graduated approach to SEN support;
· Advise on the use of the school’s budget and other resources to meet pupils’ needs effectively, including staff deployment;
· Work with early years providers, other schools, educational psychologists, health and social care professionals, and other external agencies;
· Be a key point of contact for external agencies, especially the local authority;
· Analyse assessment data for pupils with SEN or a disability;
· Implement and lead intervention groups for pupils with SEN, and evaluate their effectiveness.
Support for pupils with SEN or a disability

· Identify a pupil’s SEN;
· Co-ordinate provision that meets the pupil’s needs, and monitor its effectiveness;
· Secure relevant services for the pupil;
· Ensure records are maintained and kept up to date;
· Review the education, health and care plan with parents or carers and the pupil;
· Communicate regularly with parents or carers;
· Ensure that if the pupil transfers to another school, all relevant information is conveyed to it, and support a smooth transition for the pupil;
· Promote the pupil’s inclusion in the school community and access to the curriculum, facilities and extra-curricular activities.
Pastoral Manager

Main Duties

· To support the Headteacher by taking responsibility for the personal, social and emotional needs of the pupils.

· To facilitate targeted personal support appropriate to the needs of individual children.

Specific Duties 

· Take an active interest in the health and wellbeing of children and pastoral welfare of all pupils.

· Develop and co-ordinate the pastoral care procedures throughout the school.  

· Manage referrals from class teachers for additional well-being support.

· Secure relevant services for the pupil (e.g. EWMHS, bccs);
· Lead and manage the team of LSA well-being mentors and their case load.

· Work 1:1 with pupils if necessary.

· Support colleagues in the development and implementation of support plans.

· Work with families/carers of children in need of support.

· Work and liaise with outside agencies.

· Develop links with outside agencies to provide additional support channels for families. 

· Prepare and provide monitoring data as required.

· Maintain full awareness and understanding of all child protection issues and legislation.

· Work flexibly in order to undertake designated duties.

General 

· Attend relevant training and take responsibility for own development;
· Attend relevant school meetings as required;
· To respect confidentiality at all times;
· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager;
· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policies.



The Governing Body is committed to safeguarding and promoting the welfare of children and young people, and expects all staff to share this commitment.
Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the SENCO and Pastoral Manager will carry out. The post holder may be required to do other duties appropriate to the level of the role, as directed by the headteacher. 
1

