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Post: Special Educational Needs Co-ordinator (SENCo)

Grade: Leadership L1-L4

Responsible to: Head Teacher and the Governing Body 


Job Purpose

You will be expected, as part of the school community to raise overall achievement at Headcorn Primary School by leading SEND, EAL and Pupil Premium provision as part of the school Senior Leadership Team. You will work closely with the Head Teacher, the senior and extended leadership teams and the wider team in the strategic development of the school’s Special Educational Needs and Disabilities (SEND) policy and to oversee the day-to-day operation of that policy with the aim of raising SEND achievement. 
The duties outlined in this Job description are in addition to those covered by the latest ‘School Teachers’ Pay and Conditions Document’ and the ‘Teachers Standards’. It will be reviewed with you to reflect or anticipate changes in the job, proportionate with salary and area/s of responsibility. 

Main accountability

Through effective SEND leadership, assist in the promotion, direction and oversight of high standards of teaching and learning, pupil achievement and progression for those with SEND and Additional Educational Needs.
Areas of Responsibility and Key Tasks 
Strategic Direction and Development of SEND Provision in the School (with the support of, and under the direction of the Head Teacher and Senior Leadership Team):
· Exercise a key role in assisting the Head Teacher and Governors with the strategic development of SEND provision;
· Support all staff in understanding the needs of SEND pupils and ensure the objectives to develop SEND are reflected in the School Improvement Plan;
· Monitor progress of objectives and targets for pupils from teachers’ plans, provision maps and pastoral support plans, evaluating the effectiveness of teaching and learning by work analysis and use these analyses to guide future improvements;
· Analyse and interpret relevant school, local and national data and use to inform classroom practice;
· Active involvement in the pupil progress meetings; support the analysis of assessment data related to progress for all vulnerable groups; offer suggestions and advice for accelerated progress for the identified pupils;
· Liaise and develop excellent relationships with staff, parents, external agencies and other schools to coordinate their contribution, provide maximum support and ensure continuity of provision;
· Ensure that parents are well informed about provision, curriculum, targets, individual pupil’s progress and achievements;
· Responsibility for overseeing Educational Health Care Plan (EHCP) and High Needs Funding (HNF) applications and monitoring the resources and effectiveness of these;
· Responsibility for recording, monitoring and assessing impact of Pupil Premium Funding.

Teaching and Learning 
· Champion high-quality teaching and learning across the school.
· Support staff to improve teaching practice through coaching, mentoring and professional development.
· To raise standards of individual pupil achievement and ensure that good progress is maintained by providing a model of high-quality teaching;
· Support the identification of and disseminate the most effective teaching approaches for pupils with SEND, EAL and vulnerable pupils;
· Work with the Head Teacher and staff to develop effective ways of bridging barriers to learning through: 
· Assessment of needs
· Monitoring of teaching quality and pupil achievement 
· Target setting, including the production of individual plans and the production of provision maps
· Developing recording systems for progress 
· Undertake day-to-day coordination of SEND pupils’ provisions through close liaison with staff, parents and external agencies;
· Work with all staff to ensure all pupils’ learning is of equal importance and that there are realistic expectations of pupils; 
· Identify, adapt and model the most effective teaching strategies/and resources that could be utilised for SEND, EAL and vulnerable pupils. 
Recording and Assessment
· To keep high quality and detailed records of meetings, reports and actions;
· Manage the Assessment cycle throughout the year for those with SEND, ensuring timely data entry across the school, data analysis and feedback to SLT about progress and attainment of cohort, classes, groups
· Analyse SEND data for trends and provide feedback to the rest of the SLT;
· Set targets for raising achievement among pupils with SEND;
· Collect and interpret specialist assessment data;
· Set up and monitor systems for identifying, assessing and reviewing SEND;
· Update the SLT and governing body on the effectiveness of provision for pupils with SEND;
· Attend consultation evenings and keep parents informed about their child’s progress.
Strategic Leadership
· Support the Headteacher in shaping, communicating, and implementing the school vision, values, and strategic direction.
Leading and Managing 
· Be a strong member of the Senior Leadership Team that results in actions which provide first class teaching and learning opportunities for pupils and staff;
· Provide professional guidance to staff to secure good teaching for SEND, through both written guidance and meetings;
· Line-manage staff, including carrying out performance management, coaching and HR duties.
· Model exemplary professional behaviour and promote staff wellbeing.
· Lead teams effectively and foster a culture of accountability and high expectations.
· Lead, advise on and contribute to, the professional development of staff, including whole school INSET provision;
· Provide regular information to the Leadership teams and governing body on the evaluation of SEND provision;
· Work in partnership with FLO (Family Liaison Officer);
· Be the designated teacher for children with medical needs and those in care.
Effective Deployment of Staff and Resources 
· Support and oversee referrals and co-ordinate specialist staff as required; 
· Advise the Head Teacher and governing body on priorities for expenditure and deployment of staff, and to utilise resources with maximum efficiency;
· Maintain and develop resources, co-ordinate their deployment and monitor their effectiveness in meeting the objectives of school and SEND policies;
Other Professional Requirements 
· Ensure safeguarding practices are paramount for all pupils; 
· Act as a Deputy Designated Safeguarding Lead with safeguarding matters;
· Work closely with parents and carers to develop parent/carer partnership; 
· Co-ordinate all Annual/In-School Reviews and attend/chair when necessary; 
· Liaise with other external agencies, making referrals to Health and Educational external agencies to access appropriate support e.g. Community Paediatrician, Speech and Language etc.
· Ensure outcomes of specialist reports, agency and specialist advice are discussed with staff, and staff are supported to put recommendations in place; observe, monitor and report outcomes of these;
· Take an active role in Performance Management;
· Take responsibility for own personal professional development; 
· Carry out appraisals for staff members identified by the Head Teacher; 
· Facilitate behaviours that support and contribute towards developing school values;
· Take assemblies as and when required; 
· Enhance and uphold the good reputation of the school, upholding the school’s Core Values and Community Code.
Financial Management: 
· Make sure that ‘Best Value’ principles are applied to all appropriate purchasing decisions; 
· Advise the Head Teacher and SLT of allocation of Pupil Premium Funding;
· Advise the Head Teacher and SLT of potential additional funding for SEND and AEN.

Developing and maintaining strong community links 
· Supporting initiatives to outreach to the community;
· Engage proactively with Weald 1 Community of Schools group sourcing funding and professional development.
· Work closely with STLS link teachers and the Professional Resource Group
· Assist the Head Teacher and SLT to create and implement ways of actively involving parents in the learning process; 
· Networking with primary and secondary schools in Maidstone and beyond to share best practice.


This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties, including the provision of high-quality teaching and learning and the pastoral care of the children in their charge. 

Elements of this job description and changes to it may be negotiated at the request of either the Head Teacher or the incumbent of the post. 
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