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Job Description and Employee Specification

	  
Job title: SENDCo
	
Service area: Learning Skills and Culture


	
Post number:  


	
Division: Schools



	
Grade: M1 – UPS3 (plus SENDCo allowance)


	
Section/team: 

The Grange Primary School

	This is intended to be used alongside the main teacher job description.

Overall purpose of job:

· The duties outlined in this job description are in addition to those covered by the latest School Teachers' Pay and Conditions Document. They may be modified by the Headteacher, with your agreement, to reflect or anticipate changes in the job, commensurate with the salary and job title. 
· The effective implementation of school Education Health Care Plans (EHCPs) 
· The school’s provision for Special Educational Needs and Disabilities, and pupil plans 
· Demonstrate outstanding quality first teaching and learning which impacts on pupil outcomes. 
· To provide an assessment and support service to school staff, pupils and families to address safeguarding, behavioural, emotional and social issues.
· To support the work of the SLT in promoting positive behaviour to reduce suspensions. 

	Post holders will be expected to be flexible in undertaking the duties and responsibilities attached to their post and may be asked to perform other duties, which reasonably correspond to the general character of the post and are commensurate with its level of responsibility. 

	
Main responsibilities:

       Teaching and Learning

· Working with class teachers, support staff and the wider community:
· Identify and adopt the most effective teaching approaches for pupils with SEND 
· Monitor, evaluate and adjust teaching and learning activities to meet the needs of pupils with SEND 
· Identify and teach the basic skills that will develop pupils' ability to work independently 
· Liaise with other schools to ensure continuity of support and learning when transferring pupils with SEND 
· Meet the needs of individual pupils, including SEND & liaise with the Looked After Children Lead to formulate ePEPS in collaboration with the Virtual Headteacher for the Local Authority 
· Evaluate assessment data and discuss next steps with the Headteacher

      


        Recording and Assessment

· Set appropriately challenging targets for raising achievement among pupils with SEND 
· Identify, assess and review SEND, and collect and interpret SEND assessment data
· Enable early identification and intervention through assessment and observation within the school environment.
· Ensure the interventions within every year group meet the needs of all pupils with SEND
· In collaboration with class teachers, keep parents informed (through structured conversations) of their child's progress at key and regular intervals throughout the year


     Training and Development

· The National Award for Special Educational Needs Co-ordination is a requirement for the post-holder. This may be being worked towards
· Deliver and share training and development opportunities within the Federation and across partnerships
· Support and help induct new members of staff, including Early Careers Teachers (ECTs)
· Attend courses/meetings and evaluate and report back to key staff on the essential issues
· Ensure teachers know the strengths and targets for all SEND pupils, that they use the strategies within EHCPs, and the recommendations within specialists’ reports, in their planning for pupils with SEND
· Take an active role in organising special curriculum events, as agreed with the Headteacher
· Assist class teachers with their termly parent meetings and in their communications with parents

          Leadership

· Ensure all members of staff recognise and fulfill their statutory responsibilities to pupils with SEND, and ensure all school staff understand their roles and the changes under the SEND Code of Practice
· Provide training opportunities for teaching assistants including HLTAs, teachers and other adults working with our pupils, to learn about particular aspects of SEND and effective teaching strategies
· Organise and lead inset to assist teachers in providing early intervention for pupils with SEND, through first quality practice
· Help teachers with children with SEND and EHCPs to meet individual needs and ensure statutory paperwork and other preparation for meetings e.g. Multi Professional Planning Meetings are completed in good time. Where necessary, send reviews to the appropriate agencies
· Monitor the children with SEND to check that they are making expected or better progress throughout the school 
· Lead SEN reviews on pupil progress to provide challenge and support to improve their progress
· Monitor the effectiveness of interventions delivered by teaching assistants/HLTAs and the impact they have on pupils when working with them in classes 
· Write and review rapid impact plans for improving provision and achievement of SEND
· Liaise with members of the Governing Body to inform them of quality of teaching and learning, progress of pupils, and overall standards across all Key Stages where appropriate
· Develop productive partnerships with outside agencies and identify needs across the school for commissioning support, raising requests with the Headteacher

        Standards and Quality Assurance

· Support and promote the high aspirations, positive ethos and inclusive culture of the school to colleagues, governors, parents, children, and members of the wider school community  
· Provide a key reference point in providing information and support for families of children with SEND
· Support and promote all school policies and procedures, particularly those relating to child protection and safeguarding, equality, health and safety, confidentiality, behaviour, data protection and supporting pupils with medical needs
· Liaise with the Headteacher and SLT promptly following meetings regarding pupils and parents of the school, and maintain up to date records of any actions/outcomes resulting from meetings  
· Be aware of and support pupil differences, and ensure that all pupils have equal access to all school opportunities
· To promote the general progress and well-being of individual pupils throughout the school
· To provide advice and guidance to pupils and parents on educational, emotional and social matters, in line with school policies
· Attend and participate fully in school events where required
· Attend Phase meetings, staff meetings and Leadership meetings as identified on the school’s development plans. 
· Develop strong links with governors and other schools within our local partnerships

Knowledge, skills and experience:

· Detailed knowledge of all matters relating to child protection and safeguarding 
· Experienced in the supervision of staff and the monitoring and evaluation of their work. 
· Experience of working with vulnerable/disengaged pupils 
· Skilled in matters of conflict resolution and restorative practice 
· Skilled in the use of advocacy between interest groups 
· Experience of delivering and evaluating training 
· Ability to represent the school at multi-agency meetings.
· Knowledge of IT and applications 
· Excellent interpersonal skills including tact and diplomacy, counselling skills and empathetic and supportive skills 
· Negotiation with stakeholders in the school, e.g. parents, on matters of challenge 
· Extensive knowledge of other services to support children and parents 
· Knowledge of educational provisions (educational establishments) 
· Ability to build links with the local community



Creativity and Innovation:

· To create, monitor and evaluate solutions to behavioural, emotional and social issues 
· To manage children in conflicting situations requiring tact diplomacy and negotiating skills as required 
· To identify learning opportunities that engages disaffected pupils and improves their attainment. 
· To effectively manage parents and carers and resolve conflicts on behalf of the school. 
· To build solutions with families to maximise attendance, raise attainment and reduce exclusion 
· To proactively develop strategies to improve the attendance, behaviour and attainment of both individual and groups of pupils 
· To supervise nd deploy staff in the inclusion team and ensure effective service delivery 
· Creation and delivery of SEND/inclusion reports as and when required 

Decision Making:

· Coordinates, monitors, trains and evaluates the performance of the inclusion staff.  Recommendations to SLT on the training, monitoring and evaluation of other staff where appropriate 
· Managing solutions regarding the health and emotional well-being of pupils in line with LA and school policy and procedures 
· Promote good behaviour at school and make recommendations on the development of new strategies to SLT 
· Makes decisions in respect of SEND and inclusion needs to ensure efficiency and effectiveness is maintained. 
· Liaising with class teachers to resolve conflict and difficulties with pupils and education provisions 
· Recommendations to Senior Leaders and other staff on appropriate behaviour management strategies for both individuals and groups 
· To be responsible for decision making and action planning in multi-agency meetings with the potential to positively impact on the lives of pupils at the School 
· To be proactive in the development of community relations and decide on any appropriate actions.
· 
Contacts and Relationships:

· Contact with children on a daily basis to assess need and offer support 
· Parents on a daily basis with regard to behaviour and attendance. 
· SLT and school staff 
· School governors 
· External agencies including; Children and Family Services, CAMHS, EIS, School Nurse, Educational Psychologist, police, community police support officer, etc. Contact on a regular basis to agree services to support pupils and evaluate provision


Work Demands:

· Regular deadlines – DfE, bids for funding, multi-agency procedures  
· Requirement to meet short time scales in all matters to do with SEND and inclusion
· Diverse nature of the role necessitates frequent change of tasks
· Managing of conflicting priorities and management of urgent issues to meet deadlines.

Physical Demands:

· Office environment and Classroom environment
· Team Teach and Physical interventions 

Working Conditions:

· Office environment
· Classroom environment
· Pupils homes  

Work Context:

· Risk of verbal abuse and physical harm from pupils who display challenging behaviour
· Risk of conflict situation with adults who are participants in matters of child protection or safeguarding
· First hand contact with individuals and groups in extremely distressing situations
· Risk of infection
· Team Teach



 Position in OrganisationHead teacher 





Key Stage Leads  

Deputy Head Teacher
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	[bookmark: _Hlk86846077]ESSENTIAL CRITERIA
	ASSESSED THROUGH:

	Knowledge, Skills and Experience
	Application form and Interview

	· Experience of teaching across the primary age range
· Proven record of outstanding teaching and classroom practice leading to accelerated pupil outcomes
· An understanding of current initiatives that relate to our provision for children with SEND 
· Committed to providing excellent provision for all pupils and achieving high standards of pupil progress
· Experience in leading in SEND, including identification of pupil needs, monitoring and evaluating pupil achievement
· Ability to implement appropriate and effective strategies for raising achievement for pupils with SEND
· Confidence, clarity and decisiveness in making and carrying out decisions
· Ability to work cooperatively and collaboratively as a leader and team member
· Excellent people skills; motivating, inspiring, and challenging adults
· Outstanding communicator; building trust and confidence with parents, staff and pupils
· A commitment to the values and ethos of the school
· A sound understanding of SEND Code of Practice and its implications
· A strong commitment to meet the learning and emotional needs of every child
· A commitment to safeguarding and child protection
· High expectations for self and others and a strong commitment to raising achievement
· An innate ability to demonstrate a caring and nurturing attitude whilst maintaining professional boundaries
· Excellent interpersonal skills, resilience and tact
· Ability to set and work to deadlines
· Ability to remain positive in challenging situations and retain a sense of humour  
· Be committed to own personal development, whole school development, and the raising of standards


	[bookmark: _Hlk86919487]Education, Training and Qualifications
	Original documents

	· Qualified teacher status
· Willingness to undertake the National Award for SEND Co-ordination


	Working Arrangements
	Interview

	· Need a flexible and creative approach
· Able to work 1-1, with small groups or in a classroom
· Some home visits
· Car owner with business cover insurance, able to occasionally transport pupils




	DESIRABLE CRITERIA
	ASSESSED THROUGH:

	[bookmark: _Hlk87363322]Knowledge, Skills and Experience
	Application form and Interview

	· Successful experience of teaching in more than one phase (Early Years/KS1/ KS2)
· Experience as part of a leadership team
· Proven ability in leading staff teams / school improvement projects and measuring progress
· Experience in managing non-teaching staff e.g. TAs
· Experience of coaching/mentoring/
· supporting colleagues
· Experience of leading and supporting CPD
· Awareness and willingness to be involved in partnerships and agencies that support the school
· Willingness to become involved in all aspects of school life e.g. after school clubs / community
· An up to date knowledge of educational reforms and research
· A willingness to develop personal qualities and professional qualifications


	Education, Training and Qualifications
	Original documents

	· Hold the National Award for SEND Co-ordination and/or other specialist qualifications


	Working Arrangements
	Interview

		



	THE POST IS SUBJECT TO:

	Disclosure of convictions under the Rehabilitation of Offenders (Exemption) Act 1974

	Yes
	
	No
	☐

	Political restriction

	Yes
	☐
	No
	

	The ability to speak fluent English under the Immigration Act 2016

	Yes
	
	No
	☐



	· Version Control

	Author
	HR Policy Team

	Status
	V0.1

	Date approved
	19 September 2012

	Last updated
	21 December 2021
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