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	Snapethorpe Primary School



	Role reports to: 

Headteacher & Deputy Headteacher 
	Roles reporting to post: 



	Grade of post: 

	Purpose of the role:

The SENCO, under the direction of the headteacher, will:

· 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 of a teacher, as set out in the School Teachers’ Pay and Conditions Document.

	Accountabilities:

	Whole School ~

These may be modified by the Headteacher, with your agreement, to reflect or anticipate changes in the post, legislation or needs of the school.  

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

· 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

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

· Work with the designated teacher for looked-after children, where a looked-after pupil has SEN or a disability

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

· Prepare and review information the governing board is required to publish

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

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

· Lead INSET for staff

· 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

· Lead staff appraisals and produce appraisal reports

· Review staff performance on an ongoing basis



	Other areas of responsibility
· Work as Deputy DSL and within the Safeguarding team, to support the DSL with safeguarding and child protection across the school. Where necessary, take part in strategy discussions and inter-agency meetings, and contribute to the assessment of children; advise and support other members of staff on child welfare and child protection matters, and liaise with relevant agencies such as the local authority and police.
· Work as the designated teacher for Children in Care and previously Looked After Children will take a leadership role in promoting the educational achievement of every looked after and previously looked after child on our school’s roll, and ensuring that their personal, emotional and academic needs are prioritised. They will also be the central point of initial contact within the school for the external agencies working with these pupils.
· Lead the development of EAL policy and provision in the school. Be responsible for day-to-day operation of the EAL policy and co-ordination of specific provision to support EAL pupils. Provide professional guidance to colleagues, working closely with staff, parents and other agencies.
· Lead the development and implementation of the Nurture provision. Be responsible for day-to-day operation of the Nurture provision. Provide professional guidance to colleagues, working closely with staff, parents and other agencies.

· Lead the work of the Learning Mentor Team. Provide professional guidance to colleagues, working closely with staff, parents and other agencies.

· Lead the development and implementation of mental health and well being provision. Be responsible for day-to-day operation of the mental health and wellbeing provision. Provide professional guidance to colleagues, working closely with staff, parents and other agencies.

· Line manage the Assistant SENCO


	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.
The job description is subject to change by the Headteacher, due to the school priorities and may therefore alter from year to year.




	annual strategic overview

	area of focus
	autumn term
	spring term
	summer term

	Local Offer
	Review school’s information on the local offer, and that of other schools

Consider what wider services could support your setting
	
	Support the local authority in its annual local offer review process

	Policies and documents
	Update SEN information report


Review school policies on assessment and learning, ensuring they conform with the SEND Code of Practice
	Review school accessibility plan
	

	Procedures and structures
	September: review wave 1 interventions

Review whole-school and intervention-based assessment processes (waves 2 and 3)

Work with school business manager to review tracking of SEN funding
Academies: ensure budget for SEN provision is in place
	Audit levels of SEND paperwork and make improvements where required

Maintained schools: ensure budget for SEN provision is in place
	Support staff and feeder schools with transition
Review provision maps and data on interventions, and use this to plan a provision map for incoming cohort

	Reporting
	October: ensure pupil SEN provision is recorded accurately for the autumn census (3.10.19) 
(Further census info from the DfE can be found here)
Meet with the link governor for SEN, and circulate minutes at a full governing board meeting
	January: ensure in-depth SEN data is recorded accurately for the spring census (16.01.20), including SEN types

Meet with the link governor for SEN, and circulate minutes at a full governing board meeting
	May: ensure pupil SEN provision is recorded accurately for the summer census (14.5.20)
Meet with the link governor for SEN, and circulate minutes at a full governing board meeting

	Parental engagement
	Consult parents about the format of SEN support plans and the effectiveness of communication systems
	Send an end-of-term questionnaire to parents to gauge opinion on the school’s SEN provision
	Meet with parents to review the school’s contribution to the development of the local offer and SEN information report

	Pupil engagement
	Hold school council focus group to discuss SEN provision

Consult pupils about the format of SEN support plans and the effectiveness of communication systems
	
	Meet with pupils or use a pupil questionnaire to review the school’s contribution to the development of the local offer and SEN information report

	Staff development
	Roll out plan for specialist SEN training

Run SEN training for new teaching and support staff

Gather staff feedback on how the graduated approach is being used in the classroom, to feed into review of wave 1 interventions
	
	Audit teaching staff SEN knowledge and skills

Evaluate the impact of continuing professional development in relation to SEN

	Monitoring
	With senior leadership team, continuously monitor the effectiveness of whole-school SEN provision


	SENCO Tasks

	· Set dates for annual reviews of educational, health and care (EHC) plans

· Set internal deadlines for completing reports and other paperwork for EHC reviews, and for inviting involved parties in good time

· Set dates for half- termly parent meetings

· Set dates for continuing professional development (CPD), pupil progress monitoring and team meetings, and share these with staff

· Plan how you will review resources used for SEN provision across the school, and in each classroom

· Plan regular updates on SEN provision in staff meetings, to ensure SEN provision retains a high profile, and that knowledge and skills of staff are embedded

	Daily
	· Speak to all SEN Teaching Assistants at some point during the day

· Deal with any day to day issues – parent concerns, teacher concerns, SEN TA concerns, SEN teaching and learning etc.

	Weekly
	· Conduct a weekly SEN Walk in each classroom checking SEN provision (high quality, high expectations etc. addressing issues as necessary)
· Meet with Phase to identify any emerging issues and address as necessary (from Leadership Meeting, Staff Meeting, Briefing if staff are not present)

· Contribute to Leadership Meetings

	Half Termly
	· Arrange a SEN Teaching Assistant Meeting and address any emerging issues

· Carry out  SEN work scrutiny to ensure full implementation of school policies (Marking, Expectations, Teaching and Learning etc.)

· Complete evidence trails in line with the Whole School Monitoring Calendar
· Arrange SEN parent drop in

	Termly
	· Arrange Teacher meetings to evaluate the SEN register, discuss pupils causing concern and address any emerging issues

	When necessary …
	· Meet any new members of staff (teaching and Teaching Assistants) to support their induction and share relevant plans /policies/ medical needs
· Feedback to Governors relating to impact of responsibilities

· Support any members of staff requiring improvement to some aspect of their SEN practice

· Meet with DHT to share positives and next steps 
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