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	SPECIAL EDUCATIONAL NEEDS 
CO-ORDINATOR (SENCO)
Job Description 


	 Post title & grade 
	SENCO 
(SEN Allowance ~ To be determined on appointment) 

	Responsible to:  

 


	Headteacher

	Job purpose 
	To take responsibility for the day to day operation of provision made by the school for pupils with SEN and provide professional guidance in the area of SEN, in order to secure high quality teaching and learning and the effective use of resources to bring about improved standards of achievement for all pupils. 

	To whom the postholder reports 
	The postholder is responsible to the: 

· Headteacher in all matters 

The postholder is also expected to interact on a professional level with colleagues in order to promote a mutual understanding of the school curriculum and its impact on the school SEN policy, with the aim of improving teaching and learning across the school. 

The postholder will also be expected to network and liaise with SENCO’s across the family of schools and wider, to ensure a consistency of approach regarding transition, etc. 

	The persons line managed by the postholder 
	The postholder is responsible for: 

· The supervision of support staff within the SEN team 

· The coaching, mentoring and development of all staff for SEN. 



	Duties and responsibilities specific to the post 
	Strategic Direction: 
· Develop, implement, monitor and maintain SEN policies and practices which reflect the school’s commitment to high achievement and which are consistent with national and school strategies and policies. 

· Establish short, medium and long term plans for the development and resourcing of the SEN function. 

· Monitor the progress made in achieving plans and targets, and evaluate the impact on teaching and learning. 

· Manage the professional development of staff within the SEN area and evaluate the impact on teaching and learning. 

· Coach all members of staff across the school to recognise and fulfil their statutory responsibilities to pupils with SEN. 

· Disseminate good practice relating to SEN through INSET, coaching and mentoring mechanisms. 

Teaching and learning -to:

· Support the identification of, and disseminate the most effective teaching approaches for pupils with SEN.
· Collect and interpret specialist assessment data on SEN to inform practice
· Work with pupils, class teacher, Phase Leaders and Senior Leaders to ensure realistic and challenging expectations of pupils with SEN
· Monitor the use of resources, teaching activities and target setting and develop and maintain a recording system for progress of pupils with SEN
Leading and managing Staff – to:
· Achieve constructive working relationships and establish opportunities for the SENCO, support assistants and other teachers to review the needs, progress and targets of pupils with SEN
· Provide regular information to Senior Leadership Team (SLT) and governors on the effectiveness of SEN provision and outcomes
· Work with the Headteacher and school governors to ensure that the school meets its responsibilities under the Equality Act 2010 with regard to reasonable adjustments and access arrangements.
· Advise on the graduated approach to providing SEN support
· Advise and contribute to all aspects of SEN training to ensure the professional development of staff
· Liaise with relevant Teacher where a looked after pupil in the school has SEN
Parents, the community and extended schools – to:

· Play a full part in the life of the school community

· Work with parents and families who have a child with SEN offering support and guidance

· Liaise with early years providers, other schools, educational psychologists, health and social care professionals, and independent voluntary bodies

· Encourage parents to participate in the life of the school in a variety of ways
Managing own performance and development:

· Demonstrate resilience and resourcefulness.

· To hold or be willing to undertake training for the National SEN Qualification

· Maintain own wider professional network.

· Take responsibility for own professional development.

· Participate in the school’s appraisal and professional development scheme, ensuring that objectives are set and met within the agreed time-scale.

· Think creatively and imaginatively to anticipate and solve problems and identify opportunities.

Use of Resources –to:
· Identify appropriate resources to promote and support the achievements of SEN children and ensure they are used efficiently, effectively and safely

· Advise on the deployment of the school’s delegated budget and other resources to meet pupils’ needs effectively

· Oversee and monitor appropriate budget allocations in liaison with the Headteacher and School Business Manager



	Additional responsibilities and general requirements
	To:

· Undertake any professional duties commensurate with the grade of the post, reasonably delegated to by the Headteacher

· Show commitment to the Grange Primary its ethos and equal opportunities for all in the school community, opposing strongly any form of discrimination

· Attend and participate in relevant training sharing the knowledge and ideas gained with colleagues


Grange Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment. This post is exempt from the provision of the Rehabilitation of Offenders Act 1974 and, because of the sensitive nature of the duties, an enhanced disclosure check will be required.

Grange Primary School is an equal opportunities employer and welcomes applicants from all sections of the community.

Signed………………………………………(Headteacher)            Date………………………

I acknowledge that I have seen and received a copy of the above job description

Signed…………………………………….. (Member of staff) Date……………………….

	

	SPECIAL EDUCATIONAL NEEDS 
CO-ORDINATOR (SENCO)
Personal Description 


	Special Educational Needs Co-ordinator  Person Specification

	
	Essential 
	Desirable 

	Experience
	
	

	An understanding of/commitment to, equal opportunities

	√
	

	At least 3 years teaching experience in mainstream Primary and/or Secondary school(s).
	√
	

	Experience of delivering individual and small group literacy programmes, targeted at students working below NC Level 3
	√
	

	Experience of identification, curricular planning and progress monitoring of students with Special Education Needs
	√
	

	Experience of and commitment to, working in partnership with all school stakeholders, including parents/carers, LA and external agencies
	
	√

	Have a clear understanding of Special Educational Needs legislation and best practice and its delivery throughout the curriculum.
	√
	

	Experience of using assessment materials 
	√
	

	Experience in effective planning and efficient deployment of resources
	
	√

	Qualifications and Training 
	
	

	Qualified Teacher Status 

	√
	

	Qualified Teacher Status National Award for Special Educational Needs Coordinators
	
	√

	A commitment to gain Qualified Teacher Status National Award for Special Educational Needs Coordinators, within 3 years, if not already held 
	√
	

	Post-graduate specialist qualification e.g. in SpLD 

	
	√

	Practical skills 
	
	

	Excellent communication and interpersonal skills

	√
	

	Effective Leadership and Management skills 

	√
	

	Good ICT skills

	√
	

	Excellent time-management skills 

	√
	

	Personal Qualities & Attributes:
	
	

	Be passionate about Inclusion and committed to the principle of meeting students’ needs within mainstream schools.

	√
	

	Demonstrate an enthusiastic and energetic approach to provision planning for students with special needs 

	√
	

	Ability to motivate and inspire a large support team

	√
	

	Ability to show initiative and work independently as well as part of a team.
	√
	

	Ability to work and cope under pressure

	√
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