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	CARFIELD PRIMARY             

JOB DESCRIPTION




	CHILDREN AND YOUNG PEOPLE’S DIRECTORATE
	This authority/school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SCHOOL
	Carfield Primary School

	POST TITLE
	SENCO – Special Educational Needs Co-ordinator

	GRADE
	Main Pay range with TLR2A

	RESPONSIBLE TO
	Head Teacher

	RESPONSIBLE FOR
	Leading SEN provision and managing SEN teaching assistants as agreed by the Head Teacher

	PURPOSE OF JOB
	· To lead, manage, develop and maintain high quality SEND provision which enables quality teaching, excellent learning outcomes and success for all pupils

· To take responsibility for managing SEND provision and interventions throughout the school

· To model effective teaching, to coach and train colleagues and to teach across the school

· To teach designated pupils

· To be responsible for looked after children

	EMPLOYMENT DUTIES
	To be performed in accordance with the provisions of the School Teachers’ Pay and Conditions Document and within the range of teachers’ duties


SPECIFIC DUTIES AND RESPONSIBILITIES
The post holder must at all times carry out their duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002 and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

CORE RESPONSIBILITIES

To participate in the organisation, management and conduct of the school in accordance with the Articles of Government, the policies of the school, Children Service Authority (CSA) and City Council as appropriate and in consultation with both the Governors of the school and the Director of Children and Young People’s Directorate.

Key Tasks:

Strategic Direction and School Development

· To co-ordinate SEND support throughout the school, ensuring effective implementation of the SEND Code of Practice

· To raise pupil achievement in the curriculum area by monitoring, in liaison with the Senior Leadership Team, pupil progress and learning

· To be responsible for promoting and developing culture of uncompromising mutual respect between teachers and pupils

· Contribute to the school improvement plan

· To think creatively and imaginatively to anticipate and solve problems and identify opportunities

Manage the teaching and learning of SEND (and LAC)

· Show a commitment to enabling all pupils to maximise their achievements, working with identified pupils

· To teach or support groups and/or individuals as appropriate according to their educational needs, including supporting and the setting and monitoring of work to be carried out by pupils at school and elsewhere

· To be responsible for ensuring the appropriate education of Looked After pupils and to monitor their progress

Record Keeping and Communication

· To co-ordinate diagnostic assessment of pupils and placement on the SEN register

· To maintain records, co-ordinate review processes, and manage support plans for students with additional needs

· To attend, lead and minute SEND meetings as required

· Develop positive and effective partnerships and communication with parents to ensure their views are considered and acted upon appropriately
· Regularly monitor progress against targets for pupils with SEND from teachers’ plans, evaluate the effectiveness of teaching and learning and ensure appropriate provision strategies are in place for SEN pupils I line with School Assessment Policy and SEND Policy

· Provide regular information to SLT and Governors on the effectiveness of SEND provision and outcomes

· To prepare and update the school’s policies as necessary

· To monitor the effectiveness of SEN provision through the evaluation of standards, tracking and monitoring progress and producing reports as required

Management of Personnel, Performance and Development

· Support all staff in understanding the needs of SEND pupils
· To manage, develop, monitor and evaluate the work and responsibilities of learning support staff in a way that promotes their skills, confidence, expertise, including appraisal processes
· To have an overview of, and contribute to, the planning and delivery of staff development and training related to SEN/Learning support

· Work with pupils, class teacher and phase leaders to ensure realistic and challenging expectations of pupils with SEN are evident throughout the school
· Advise and contribute to all aspects of SEND training to ensure professional development of staff

· To take responsibility for own professional development

Resource management

· Monitor and be responsible for the use of teaching resources provided for SEND pupils

· To manage the budget available for SEND and to make decisions about requirements to maintain and develop them

The job description and allocation of particular responsibilities may be amended by agreement from time to time.

PERSON SPECIFICATION – SENCO

	
	Essential
	Desirable
	Evidence

	Qualification/

training
	· Qualified teacher status (B.ed, M.ed or PGCE
	· SENCo qualification

· SEND related qualification

· Evidence of recent professional development specifically related to the role of SENCo

· Other qualification (e.g. first aid)
	A

	Knowledge
	· Knowledge of varying additional needs

· Knowledge of the National Curriculum and Early Years Framework
	· Up to date understanding of child protection measures

· Ability to use a range of teaching approaches and strategies that enthuse, motivate and actively engage learners
	A

T

I

	Experience
	· The ability to inspire and motivate children

· Ability to establish successful provision for SEND children throughout the school

· Good communication skills and high levels of literacy

· High expectations for all pupils, regardless of starting points

· Good organisational and time management skills

· The skills to lead regular SEND review meetings with parents which celebrates progress and children’s achievements as well as setting appropriate next steps for their development
	· Ability to establish effective assessment and recording arrangements
· Ability to use ICT effectively to communicate with parents and partners
	A
T

I

R

	Personnel
	· The ability to work in partnership, communicating effectively with children, parents, staff and governors
· Commitment to professionally develop and to lead in-house professional development to further develop SEND practice across the school

· Excellent inter-personal skills

· Commitment to working effectively as part of a team
	
	R

	Personal
qualities
	· Committed to a child-centred philosophy that values a broad and balanced curriculum
· Positive and enthusiastic

· Adaptable and flexible
	· Commitment to partnership with the community
· High expectations of themselves and others
	A
T

I

R

	Equal 

opportunities
	· Knowledge of and commitment to equal opportunities issues as they relate to primary education and schools
	
	

	Other
requirements
	· Commitment to safeguarding children
· Commitment to a strong partnership between home and school
	· A good sense of humour
· Perspective

· A commitment to own mental and emotional wellbeing
	A
I

R


A = Application Form      R = Reference       T = Teaching       I = Interview
( Sheffield City Council, Children and Young People’s Directorate

