SUNNYMEDE INFANT SCHOOL 
SEND and Inclusion Manager 
JOB DESCRIPTION 2021
Title of Post:
Senco & Inclusion Leader (0.2 FTE: 1 day per week)
Salary Scale:
MPR (Min 26,948 – Max £37, 797) plus SEN Allowance 1 ( £2,266) full time equivalent

Responsible to:
Headteacher
Purpose of Job:
To proactively assist the Headteacher in the leadership and management of the school

To provide for the educational, social, moral, spiritual and cultural 

development for each individual child 

To be responsible and accountable for securing the highest standards of pupil achievement across the school for all pupils, through effective monitoring, evaluation and review of learning progress and teaching outcomes and setting targets for improvement

To lead, develop and enhance the teaching practices of others across the school by evaluating, supporting, guiding and target setting in relation to SEN and Inclusion issues
To be accountable for the strategic leadership and management of SEN and Inclusion within the context of the school’s aims and policies

To liaise with the Inclusion TA to evaluate, plan, implement and monitor specific provision and interventions to meet the needs of all children in the school
Exercise of Particular Duties

The conditions of employment of teachers, taken from the School Teachers’ Pay and Conditions Document (2004 and updated every year), specifies the professional duties required to be carried out by all teachers.  In addition “a teacher employed as a teacher in a school shall perform, in accordance with any directions which may be reasonably given to him by the Headteacher from time to time, such particular duties as may reasonably be assigned to him”.  These conditions are attached at the back of the job description.

Main activities attributable to Particular duties 

Curriculum planning, implementation and co-ordination for SEND/Inclusion
· to develop, review, monitor and evaluate the curriculum to meet the aims of the school and the needs of individual learners
· to exemplify a high standard of classroom practice which meets the aims

· and objectives of the school and which reflects current research and best practice in education and policy developments throughout the school in relation to SEN
· to develop, review, monitor and evaluate the SEN & Inclusion policy and subject policies in collaboration with subject , subject leaders and year group leaders
· to define skills, techniques and concepts to be developed and taught in relation to SEND and other vulnerable groups
· to promote teaching and learning styles which reflect current research and best practice in education

· to develop, review, monitor and evaluate systems which facilitate curriculum progression and continuity, from EYFS through to Key Stage 1
· to ensure the curriculum is developed through a thematic approach, with strong cross curricular links, learning from first hand experience and with excellence and enjoyment
· to ensure appropriate differentiation of the curriculum to meet individual pupils needs, including SEN, Disadvantaged, Gifted and Talented, Looked After Children and children with English as an Additional Language
· to establish appropriately high levels of expectation including good standards

· of pupil behaviour and achievement
· to ensure that the curriculum promotes the health, safety and well being of every pupil
· to provide support, guidance, advice and training for all staff on curriculum, teaching and learning matters in relation to SEND/Inclusion
· to develop, review, monitor and evaluate the programme of extra-curricular activities provided by the school in relation to SEND & Inclusion
· to manage all ‘day to day’ SEND & Inclusion related issues
Leadership of SEND and Inclusion
· to develop, review, monitor and evaluate SEN policies and procedures  which are compatible with the aims and objectives of the school
· to write a yearly improvement plan for SEND & Inclusion and contribute to the 3 year strategic plan

· to have overall responsibility for curriculum resources for SEND & Inclusion, ensuring that subject leaders are carrying out their specified responsibilities in this area

· to ensure personalised targets are set throughout the school, in collaboration with year group leaders and class teachers
· to be responsible for the Inclusion TA working with her to plan, implement and evaluate appropriate interventions 

· to line manage the SEN TAs, ensuring that they are enabled to meet their objectives 

· to ensure that IEP/SEN assessments are carried out in all classes and at the correct 

times in the school year, in collaboration with year group leaders
· to ensure assessment data is recorded and  to be responsible for evaluation and follow up, in collaboration with class teachers and TAs focusing on SEN, G&T, EAL, Disadvanged Pupils and other identified groups
· to keep an up-to-date self-evaluation document for SEN & Inclusion

· to meet with the Headteacher and Leadership team to plan develop strategic and detailed plans for development and improvement in SEN & Inclusion

· to manage the work of the SEN TAs to ensure that information is current and available for use by year group leaders to evaluate individual/group/class/year group  progress

· To liaise with outside agencies to ensure that the needs of all pupils are met

· To collate and manage all necessary information for statutory assessment and statementing

· To ensure that the school complies with DDA legislation and to oversee SEN related building adaptations

 Liaison with partner schools, parents, governors and the wider community

· to develop, review, monitor and evaluate liaison and continuity arrangements with partner schools, particularly transition to the Junior School
· to have a strategic role in the Billericay Community Trust , attending SEN/Inclusion cluster meetings
· to promote and support ‘extended school’ activities for children with SEND or other issues
· to develop, review, monitor and evaluate communication with parents regarding SEN/Inclusion
· to lead parents meetings/workshops as required
· to provide written reports/present information to the Governing Body at the request of the Governors/Headteacher to enable Governors to evaluate provision
· to promote liaison with external agencies to meet individual pupil’s needs and to ensure their safety and well being
· to develop and promote liaison with other members of the community to strengthen the 
schools position within the community for the benefit of all staff and pupils

Other Activities 

· To promote the positive ethos and culture of the school to other staff, governors, parents, children and members of the wider community

· Contribute to and support the overall ethos/work/aims of the school

· Comply with, support and promote all school policies and procedures, particularly those relating to child protection, equal opportunities, racial equality, health, safety and security, confidentiality, behaviour and data protection, reporting concerns to the Headteacher

· Be aware of and support pupil differences and ensure that all pupils have equal access to all school opportunities to learn and develop

· To promote the general progress and well being of individual pupils throughout the school, in line with the Healthy Schools standards and SMSC
· To provide advice and guidance to pupils and parents on educational, emotional, behavioural  and social matters in line with school policies and in consultation with the Headteacher

· Keep records and make reports on the personal and social needs of pupils

· Communicate and co-operate with other agencies to support the educational, development/general progress and well being of individual pupils and to participate in meetings arranged for any purposes described above

· To inform the Headteacher immediately of any concerns regarding  a pupils welfare

· To communicate and consult with parents of pupils

· To maintain good order and discipline among pupils throughout the school, in line with the Behaviour Policy

· To safeguard every pupil’s health, safety and well being in line with school policies

· To participate in staff meetings which relate to the curriculum, administration or organisation of the school, including pastoral arrangements

· To lead assemblies and to attend assemblies, when requested by the Headteacher

· To supervise pupils throughout the school during playtimes and at any other times requested by the Headteacher

Training and Development

· Review and evaluate the teaching methods and schemes of work through the school
· Be proactive in participating and organising personal professional development and  in training and development activities in school or at other providers in order to improve professional skills and knowledge of the wider staff
· To participate in performance management reviews in line with school policy

To carry out any duties reasonably requested by the Headteacher.

These duties are not  a definitive list and may be varied to meet changed circumstances in a manner compatible with the post held, at the reasonable direction of the Headteacher. 
This job description does not form part of the contract of employment.  It describes the way in which the teacher is expected and required to perform and complete the particular duties as set out above.

