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PASSMORES ACADEMY
‘The Passmores Co-operative Learning Community’




Job Description
Title: 


SEND Lead
Line Manager:
 Dawn Moore
Performance Management Reviewer:
 Dawn Moore
Key responsibilities:

· To carry a caseload of students with additional needs. 
· To support the SEND support Lead with the set up and preparation on exam days. This includes a meet and greet of students and responsibility for registers on exam days. 

General responsibilities
· Liaison with co-educators and the inclusion administrator for the smooth running of the department day to day. 
· To respond appropriately to any crisis or day to day incidents cascading upwards as appropriate. 

· To take autonomy for decision making seeking advice where necessary. 

· To support and assist the assistant SENCo in any reasonable way as required on a day to day basis. 

· To support the SENCo with weekly co-educator meetings when children on your caseload are being discussed. Attendance at these meetings should be agreed with the SENCo on a weekly basis.
· Support Co-educator to trouble shoot in class difficulties with their SEN cases.
· Work in partnership with the SENCo to ensure that a model of support evolves where your students are well known to you and you develop interactive ways of building a relationship with them.  

· Hold three statutory meetings yearly, one per term (3 x OPM). Hold additional solution focused meetings as required. Liaise with parents as required. 

· To liaise with outside agencies as required:  Educational Psychologists, Occupational therapists etc.

· To liaise with the SENCo, STEP team and any other relevant staff to ensure the sharing of information and actions required.
· Ensure One Plans and Personal Passports are up to date and reviewed.  

· To ensure appropriate delegation and liaison with the Inclusion Administrator for all seasonal and routine work such as risk assessments for on- site and for off-site trips.  
· Make decisions about reasonable adjustments for students and follow through with practical implications such as timetabling.

· Decide and implement bespoke timetable changes ensuring that the Access Centre have a schedule of bespoke tasks and activities. 
· To ensure that additional support and needs are considered for SEND students on unstructured days alongside the other SEND Leads. 

· To ensure that access arrangements are properly embedded for Year 10 and 11 as their usual way of working.  

· To attend any other meetings / relevant open evenings to support the SENCo as directed.

· To support and work in partnership with the SENCo and Inclusion Manager in any reasonable way as the development of the role evolves.

In addition to the above areas, the postholder is responsible for the following actions:

Liaising with:  Line Manager, other relevant support staff, Subject staff, Pastoral staff, LA staff, parents/carers, and outside agencies as and when required.
Health and Safety

1. To assist with the carrying out of risk assessments

2. To ensure that Health and Safety policies and procedures are followed

Pastoral System

1. To liaise as appropriate with Pastoral staff on pastoral related issues

Other specific duties

1. To play an active part in the life of the school community

The job description is current at the date shown, but in consultation with you, may be changed by the Principals to reflect or anticipate changes in the job commensurate with the grade and the job title
Vic Goddard and Natalie Christie
Principals
March 2023
