School Job Description
	School
St Margaret’s CofE Primary School, Horsforth


	Post Title

SENCO (0.7)
	GRADE

MPS/UPS + TLR 2a 
	                Post Ref



	
	
	


	Post(s) to which directly responsible
Deputy Headteacher/ Inclusion Manager

Headteacher


	Post(s) for which directly responsible
Learning Mentors/ Inclusion Support Workers/ Family Support Workers




	Purpose of job
The SENCO, under the direction of the Headteacher, will:

· Determine the strategic development of special educational needs (SEN) policy and provision in the school, ensuring effective implementation of the SEN Code of Practice
· 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 

· Facilitate and encourage learning which enables students to achieve high standards; to share and support the corporate responsibility for the well-being, education and discipline of all students
The SENCO will also be expected to fulfil the professional responsibilities of a teacher, as set out in the School Teachers’ Pay and Conditions Document and the Job Description should be read alongside this document. The postholder will be expected to undertake duties in line with the Teaching Standards for qualified teachers and uphold these standards in addition to the professional code of the National College for Teaching and Leadership for England.




	Responsibilities
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
· Raise pupil achievement by monitoring, in liaison with the Senior Leadership Team, pupil progress and learning ensuring that appropriate provision strategies are in place for SEN pupils
· 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
· To be responsible for promoting and developing a culture of uncompromising mutual respect between all members of our school community, staff, families and pupils
· To think creatively and imaginatively to anticipate and solve problems and identify opportunities
· Liaise effectively with the Resource Provision Centre Manager and teacher about the specific provision for pupils accessing the Resource Provision 

Operation of the SEN policy and co-ordination of provision

· Maintain an accurate SEND register and provision map, coordinating diagnostic assessments and placement of pupils om the SEN register
· Provide guidance to colleagues on teaching pupils with SEN or a disability, and advise on the graduated approach to SEN support, supporting all staff in understanding the needs of SEND pupils
· Advise on the use of the school’s budget and other resources to meet pupils’ needs effectively, including staff deployment

· Be aware of the provision in the local offer

· 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
· Have a strong working knowledge of external agencies’ roles and maximise the support accessed by families and schools at the earliest opportunities to meet pupils’ needs

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
· Manage support plans for pupils with additional needs
· Communicate regularly with parents or carers, developing positive and effective partnerships to ensure their views are considered and acted on appropriately 
· 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

· Work with the designated teacher for looked-after children, where a looked-after pupil has SEN or a disability
· Show a commitment to enabling all pupils to maximize their achievements, working with identified pupils

· Work with pupils, class teachers and support staff to ensure realistic and challenging expectations of pupils with SEN are evident throughout the school

Leadership and management

· Work with the Headteacher and governors to ensure the school meets its responsibilities under the Equality Act 2010 in terms of reasonable adjustments and access arrangements
· To be proactive in securing and exploiting all available funding opportunities to benefit the provision for SEND pupils at the school
· Prepare and review information the governing board is required to publish

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

· Contribute to the school improvement plan and whole-school policy

· Identify training needs for staff and how to meet these needs

· Attend, lead and minute SEND meetings as required

· Have an overview of, and contribute to or lead, the planning and delivery of staff development and training
· Share procedural information, such as the school’s SEN policy

· Promote an ethos and culture that supports the school’s SEN policy and promotes good outcomes for pupils with SEN or a disability Establish effective working relationships with professional colleagues including, where applicable, associate staff.

· Prepare and update the school’s policies as necessary
· To manage, develop, monitor and evaluate the work and responsibilities of allocated staff in a way that promotes their skills, confidence, expertise and includes an appraisal process

Other areas of responsibility

· 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 provision

The SENCO will be required to safeguard and promote the welfare of children and young people, and follow school policies and the staff code of conduct.

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 will carry out. 
The postholder may be required to do other duties appropriate to the level of the role, as directed by the Headteacher.



	Relationships
The postholder will be required to work flexibly to deliver an efficient Service. 

There will be regular contact with pupils, colleagues, other members of staff, line managers and internal and external customers 




	Physical Conditions
The post is currently based at St Margaret’s CofE Primary School, Horsforth.
The school has internal and external access by stairs and lift and is accessible by disabled persons to the ground floor by the lift.
This post is subject to an enhanced Disclose and Barring Service check.
The school operates a non-smoking policy.


	Economic conditions


		
	Grade: 
	MPS/UPS + TLR2a

	Conditions of Service:

	Teachers Terms & Conditions apply


	


	Prospects
Promotion
Whilst there is no automatic progression to any more senior posts, opportunities do exist for advancement and promotion, dependent upon normal staff movements and on the capabilities of the individual post holder.
Training
The school encourages training both “in-house” and external to meet the needs of the individual and of the Service.



	QUALIFICATIONS

Qualified Teacher Status – Essential
National Award for Special Educational Needs Co-ordinator - Desirable




	Job Description Prepared / Reviewed by: 
	J Spencer
	Date:
	April 2021

	Job Description Approved by:
	S Harridge
	Date:
	April 2021


EMPLOYEE SPECIFICATION: 

Detailed below are the types of skills, experience and knowledge that are required of applicants applying for the post. The ‘Essential Requirements’ indicate the minimum requirements, and applicants lacking these attributes will not be considered for the post.  The points detailed under ‘Desirable Requirements’ are additional attributes to enable the applicant to perform the position more effectively or with little or no training. They are not essential, but may be used to distinguish between acceptable candidates.

	SKILLS
	Ess
	Des
	MOA

	High level of written, oral and communication skills


	*
	
	A/I

	Ability to communicate effectively orally and in writing to a range of audiences

	*
	
	A/I

	High level of organisational and planning skills


	*
	
	A/I

	An excellent classroom practitioner


	*
	
	A/I

	Work effectively as part of a team, relating well to colleagues, pupils and parents 


	*
	
	A/I

	Ability to demonstrate a commitment to equality of opportunity for all pupils


	*
	
	A/I

	Ability to investigate, solve problems and make decisions


	*
	
	A/I

	Management of people and resources


	*
	
	A/I

	Able to use own initiative and motivate others


	*
	
	A/I

	Ability to demonstrate high level ICT skills in personal and educational situations


	*
	
	A/I

	Ability to relate to and empathise with pupils and to develop trusting and respectful relationships with them 
	*
	
	A/I

	Respect for confidentiality of information concerning individual pupils and ability to use discretion in circumstances of disclosure

	*
	
	A/I

	Ability to offer expertise in a specific subject or area


	
	*
	A/I

	Ability to teach across primary age range 


	
	*
	A/I

	Commitment to an involvement in extra-curricular activities. 


	
	*
	A/I

	Evidence of sharing in and contributing to the corporate life of the school. 


	
	*
	A/I

	Ability to establish successful provision for SEND children throughout the school


	*
	
	A/I

	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
	*
	
	A/I

	Good organisational and time management skills


	*
	
	A/I

	Commitment to professionally develop and to lead in-house professional development to further develop SEND practice across the school


	
	
	A/I

	Commitment to partnership with the community


	
	*
	A/I

	Commitment to safeguarding children


	*
	
	A/I

	Ability to write high quality funding applications and statutory pupil assessment applications
	*
	
	A/I


	KNOWLEDGE/PROFESSIONAL DEVELOPMENT
	Ess
	Des
	MOA

	Knowledge of current educational practice and issues

	*
	
	A/I

	Evidence of continuing professional development


	*
	
	A/I

	Take responsibility for their own professional development

	
	*
	A/I

	Knowledge of the provisions of national strategies, i.e. Literacy, Numeracy and ICT 


	*
	
	A/I

	Effective use of ICT to support learning


	*
	
	A/I

	Any statutory curriculum requirements and the requirements for assessment, recording and reporting of pupils’ attainment and progress.

	*
	
	A/I

	Full working knowledge of relevant polices/codes of practice/legislation


	*
	
	A/I

	Knowledge of all phases of primary education and specialist settings

	
	*
	A/I

	Understanding of the implications of the Code of Practice for Special Educational Needs for teaching and learning

	
	*
	A/I

	Knowledge of varying additional needs


	*
	
	A/I

	Committed to a child-centred philosophy that values a broad and balanced curriculum


	*
	
	A/I


	LEADERSHIP
	Ess
	Des
	MOA

	As a leading professional in the school show an ability to advise and support other staff


	*
	
	A/I

	Establish clear expectations and constructive working relationships  through team working and mutual support; devolving responsibilities and delegating tasks where appropriate


	*
	
	A/I

	Plan, allocate, support and evaluate work undertaken by other staff in the school

	*
	
	A/I

	Lead professional development through example and support

	
	*
	A/I

	High expectations of themselves and others
	*
	
	A/I


	OTHER CONDITIONS
	Ess
	Des
	MOA

	Registered with Teaching Agency


	*
	
	C

	SENCO qualification- National Award for Special Educational Needs Co-ordinator
	
	*
	C


	DISPOSITION AND ATTITUDE
	Ess
	Des
	MOA

	Positive and optimistic attitude towards School Improvement and Inclusion 


	*
	
	A/I

	Open-minded and receptive to new ideas, approaches and challenges 


	*
	
	A/I

	Places high priority on effective team working and works easily and comfortably in a team environment

	*
	
	A/I

	Commitment to an involvement in extra-curricular activities. 


	
	*
	A/I

	Evidence of sharing in and contributing to the corporate life of the school. 


	
	*
	A/I

	A commitment to own mental and emotional wellbeing

	*
	
	A/I

	Adaptable and flexible

	*
	
	A/I

	Has the ability to see situations from a range of perspectives

	
	*
	A/I


	METHOD OF ASSESSMENT(MOA)
	A 
=
Application Form

I 
= 
Interview Process
C 
= 
Certificate
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