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	Job Description

	Name
	

	Job Title
	SENCO

	Relationships/Line Management

	Responsible to:


· Headteacher, Deputy Headteacher for Inclusion and Assistant Head/SENCO directly and via the school's management structure

Responsible for:

· Special Education Needs

Important Internal relationships:



· Pupils and parents

· Other members of staff
· The Governing Board
· Little Hillbrook Manager

· The PFTA

Important External Relationships:

· Local education authority staff 

· External Agencies

· Teachers and SENCOs in other schools



	Main Purpose of Job

	· The current School Teachers’ Pay and Conditions document describes duties which are required to be undertaken by teachers in the course of their employment.   In addition, certain particular duties are reasonably required to be completed.   It is the contractual duty of the post holder to ensure that his/her professional duties are discharged effectively

· This job description sets out the duties to be undertaken and performed to the satisfaction of the Headteacher and governing body by the post holder in the role of ‘SENCO’.   The duties set out below are in addition to any overall class teaching requirement.

· The Postholder may be required to work outside of normal school hours on occasion (e.g. to attend Full Governing Body and/or Committee Meetings, etc.) with due notice.



	Leading, managing and developing SEN across the school

	· Identify relevant school improvement issues;

· Define and agree appropriate improvement targets;

· Plan and implement strategies where improvement needs are identified;

· Co-ordinate CPD needs and opportunities;

· Identify parent need and provide relevant and effective parent support

· Evaluate the impact of all improvement activities on the quality of teaching and learning;

· Accountability for SEN progress and standards according to current SIP priorities;
· Provide the Head teacher and Deputy for Inclusion with relevant SEN, subject, curriculum area or pupil performance information.


	Impact on Progress for SEN pupils 

	· Identify appropriate attainment and/or achievement targets;

· Monitor pupil attainment and progress against annual targets;

· Monitor planning, curriculum coverage and learning outcomes;

· Monitor the provision for SEN pupils and evaluate against outcomes set;

· Monitor standards of pupil behaviour and application;

· Improve academic and pastoral outcomes for SEN pupils

· Lead evaluation strategies to contribute to overall school self-evaluation;

· Ensure that relevant attainment/achievement targets are met.

· Accountability for progress and standards, according to current SEN and SIP priorities.



	Leading and Developing SEN Teaching Practice

	· Maintain personal expertise and share this with other teachers;

· Act as a role model of good classroom practice for other teachers, modelling effective strategies with them;

· Lead, manage and develop areas of learning according to current SEN and SIP priorities;
· Monitor and evaluate standards of SEN teaching, identifying areas for improvement;
· Plan and implement strategies to improve teaching where needs are identified;
· Induct, support and monitor new staff;

· Act as an Appraisal team leader for identified teachers/support staff;
· Ensure that Appraisal arrangements are effectively discharged and monitor the effectiveness and impact of Appraisal arrangements in accordance with school policy;

· Monitor and evaluate the contribution and impact of all staff to school improvement for SEN provision;

· Provide quality assurance monitoring and intervention as agreed;

· Identify staff development needs and co-ordinate these with those responsible for CPD in the school;

· Develop all staff members by leading staff training and INSET
· Plan the deployment of staff expertise to achieve SEN and School improvement objectives


	Safeguarding Responsibilities

	· The post holder must be aware of child protection issues and the need for confidentiality and to identify to the named child protection colleague in school, concerns in respect of individual children.

· To be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· To support the protocols and systems that are in place to address the needs of children with special educational needs and ‘children in need’ as defined by the Children Act. 

· To ensure safeguarding procedures are in place, understood and are implemented throughout the school.

· To ensure child protection procedures and processes are followed throughout the school.


	Other Responsibilities

	· To attend meetings, in accordance with school policy and to lead such meetings as required.

· To use the Early Help Assessment framework for referrals to external agencies
· To take whole school assemblies and to support other staff with assemblies. 

· To prepare and present reports, as required to, e.g. governors, LA officers, parents, outside agencies. 

· To attend occasional meetings during evening hours, at weekends or in school holidays, as required


	In addition to undertake such duties of a similar nature as may be reasonably directed by the Headteacher from time to time

Note:

· The duties and responsibilities of the SENCO post may vary from time to time according to the changing needs of the school and may therefore be reviewed at the discretion of the Headteacher in the light of those changing requirements and in consultation with the post holder and governing body.

· This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed.



	

	Signed:
	

	Date:
	

	Acknowledged by:
	

	Date:
	


Person Specification

Post Title: SENCO

	
	Essential
	Desirable

	Qualifications
	
	

	To hold a teaching certificate in Education which is recognised by the DfE 
	(
	

	To hold the National Award for SEN Co-ordination
	
	(

	Educated to Degree level 
	(
	

	To have evidence of continuing and recent professional development relevant to the post. 
	(
	

	Experience
	
	

	Experience of being a SENCO in the primary phase
	
	(

	Recent, significant and successful experience as a teacher in the primary phase. 
	(
	

	A proven track record of raising attainment particularly in relation to pupils with SEN (in any key stage). 
	(
	

	Significant and successful experience of leading aspects of curriculum development.
	(
	

	Experience of contributing to school improvement.
	(
	

	Experience of supporting/mentoring colleagues in order to secure school improvement. 
	(
	

	Experience of improving the quality of teaching and learning, through processes of monitoring and support. 
	(
	

	Experience of managing and using pupil attainment and tracking databases. 
	(
	

	Experience of supporting staff development programmes for teachers and other staff. 
	(
	

	Experience of supporting strategies to improve parental involvement in their children’s learning. 
	(
	

	Experience of teaching across a range of year groups


	(
	

	Professional Knowledge and Understanding
	
	

	Knowledge of equality of opportunity issues and how they can be addressed in schools. 
	(
	

	Detailed knowledge of the legislation and practice surrounding the education of children with SEN
	(
	

	Understanding of current theory and best practice in teaching and learning, particularly as it relates to achieving high rates of progress of children of primary age. 
	(
	

	Good understanding of the use of Technology.


	(
	

	Good understanding of the role of extended and integrated services in raising attainment and bridging the gap.
	(
	

	An understanding of the importance of the culture and ethos of a school in securing high standards and of strategies for improving these. 
	(
	

	Good understanding of effective strategies for gaining and maintaining high standards of discipline at whole school level, in accordance with the school’s policy. 
	(
	

	Good understanding of how opportunities can be made to enrich and enhance the curriculum to address the needs of all pupils. 
	(
	

	Good understanding of statutory requirements upon primary schools. 
	(
	

	An understanding of the role of parents and the community in school improvement and how this can be promoted and developed.
	(
	

	Up to date knowledge of relevant legislation and guidance in relation to working with, and the protection of, children and young people.  
	(
	

	Displays commitment to the protection and safeguarding of children and young people
	(
	

	Demonstrate an understanding of safeguarding  issues and the ability to follow procedures
	(
	

	Knowledge and understanding of relevant legislation and government strategies 
	(
	

	A knowledge and understanding of the principles and concepts underlying The Children Act 1989 and other relevant legislation
	(
	

	Values and respects the views and needs of children and young people


	(
	

	Professional Skills and Abilities
	
	

	To be an excellent classroom practicioner. 
	(
	

	Ability to provide a model of best practice.
	(
	

	To demonstrate leadership qualities, including energy, resilience and the ability to enthuse and motivate others. 
	(
	

	To be able to articulate a clear vision for high quality education.
	(
	

	To have a good personal presence, good communication skills and a sense of humour. 
	(
	

	To be able to communicate clearly both orally and in writing with a range of audiences, including children, parents and carers, governors, staff and outside agencies. 
	(
	

	To relate well to children and be responsive to their needs. 
	(
	

	To be able to develop and maintain effective relationships with all members of the school community and outside agencies.
	(
	

	To be approachable, accessible and flexible. 
	(
	

	To be able to work effectively under pressure, to prioritise appropriately and to meet deadlines. 
	(
	

	To have good analytical skills, being able to synthesise information, summarise and draw appropriate conclusions.
	(
	

	To be able to understand, interpret and present school performance data


	(
	

	Personal Qualities
	
	

	To enjoy challenge and perform efficiently in a leadership role 
	(
	

	Must be willing and enjoy engaging parents in order  to encourage their close involvement in the education of their children, and in particular for application of literacy skills across the curriculum
	(
	

	A teacher with a flexible approach to work who enjoys being a good team member
	(
	

	Must be able to effect whole school change through effective leadership and management
	(
	

	Must have good communication skills both orally and in writing
	(
	

	Must be highly organised, able to manage own work load effectively and respond swiftly to tight dead lines
	(
	

	Good interpersonal skills, with the ability to enthuse and motivate others and develop effective partnerships
	(
	

	Willingness to share expertise, skills and knowledge and ability to encourage others to follow suit
	(
	

	Willingness to, and ability to, run whole school CDP & INSET
	(
	

	Openness and willingness to address and discuss relevant issues, allied with an ability to inspire and challenge others and deal with challenging questions
	(
	

	To practice equal opportunities in all aspects of the role and around the work place in line with policy
	(
	

	To maintain a personal commitment to professional development linked to the competencies necessary to deliver the requirements of this post, including being reflective on their own practice and the practice of others
	(
	


