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SENDCO – Inclusion Job Description 
 
	Job Title: SENDCO            
                                  
Hours of Work: Full Time 
 
Working Days: 3 days per week.  
 
Responsible to: Assistant Head for Inclusion
                   
Grade: MPS/UPS Depending on experience + SEND Allowance

	Job Purpose 
 
	· Strategic development of the school’s Special Educational Needs and disabilities (SEND) provision and oversight of the day-to-day operation of that policy with the aim of raising SEND pupil achievement.

	Key Duties and 
Responsibilities 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	
Teaching and Learning:
· To ensure effective learning experiences for all vulnerable children in the school. 
· Report to the Core Leadership Team the attainment and progress of SEND children. 
· Develop, implement and update policies and practices which reflect the school’s commitment to high achievement and effective teaching and learning. 
· Working with the Core leadership Team to manage pupil behaviour taking into account the personal, social and emotional needs of children. 
· Identify priorities for improvement to inform the School Development plan.
· Monitor teacher records and planning. 
· Report to Governors as required. 
· Regularly monitor pupil learning to ensure that learning meets the needs of individuals and groups promoting progression, continuity and quality learning. 
· Keep records of children’s progress up to date and report achievement in line with school policy and statutory requirements. 
· Regularly review and reflect on own work and that of teaching professionals to ensure best outcomes for children. 
· Implement agreed school assessment, reporting, record keeping and tracking systems ensuring regular updating and analysis. 
· Ensure parents are well informed and understand their child’s needs, provision and progress. 
· To model good teaching/intervention practice. 
· To act as a Teaching and Learning mentor to another teacher when required.  
· There is no teaching commitment in this role. However, you may be asked to cover in extreme emergency situations. 


Leading and Managing
· To lead SENDD across the school, managing and working collaboratively with, other adults and colleagues
· To act as the champion for SENDD pupils. 
· Keep up to date with personal CPD and be ‘outward looking’ to ensure SEND children get the most effective provision. 
· To provide all those with involvement in the assessment of pupils’ work the support, challenge, information and development necessary to sustain motivation and secure improvement in teaching and learning. 
· Develop teacher skills by assisting with planning, monitoring and moderation of work for vulnerable children. 
· Keep the SEND register up to date 
· To maintain effective communication with all stakeholders, the local authority and external agencies. 
· To provide necessary support in safeguarding meetings involving SENDD children. 
· Support LSAs to develop confident subject knowledge and effective teaching skills when delivering and tracking intervention work.  
· Lead recruitment of and professional development of 1:1 Key Workers. 
· Design and lead CPD on areas of responsibility when required. 
· Promote early identification and consistent high-quality provision across the school. 
· Plan collaboratively with teachers, sharing information, ideas and expertise. 
· Lead parent meetings for pupils with SENDD and those facing other barriers to learning to enable parents to support their child’s learning at home. 
· Consult and plan with external agencies, as appropriate. 
· Ensure that all information and publicity relevant to vulnerable pupils is regularly updated on the school website and advertised to parents as appropriate. 
· Work with the headteacher to plan the overall deployment of LSAs throughout the school. 
· Undertake SENDD self-evaluation, contributing to the school SEF and school development plan and planning for continuous improvement in inclusive practice. 

Effective deployment of staff and resources
· To advise the head teacher and governing body of priorities for deployment of staff and utilise resources with maximum efficiency.
· To maintain and develop resources, co-ordinate their deployment and monitor their effectiveness in meeting the objectives of school and SEND policies.
· To work with external agencies to maximise resources made available.


Safeguarding
· To safeguard and promote the welfare of children and young people.

Other Specific Duties 
· To play a full part in the life of the school to support its vision and values.
· To support the school in meeting its legal and statutory requirements.
· To work within and actively promote the school’s policies.
· To cover break and lunch duties when required. 
· Comply with any reasonable request to undertake work that is not specified in the job description. 

Professional Conduct
· Ensure the highest standards of professional conduct at al times.
· To maintain professional behaviour outside school and within the community. 
· To maintain high standards with regards to timekeeping. 
· To act in accordance with the staff code of conduct and teaching standards at all times.
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PERSON SPECIFICATION 
Special Education Needs Co-Ordinator
 
QUALIFICATIONS 
· Qualified teacher status
· Degree
· Professional development in preparation for a leadership role
· National Award for SEN Co-ordination.

EXPERIENCE/SKILLS 
· Experience of working as a SENDCO with children in a school setting 
· Teaching experience
· Involvement in school self-evaluation and development planning
· Demonstrable experience of successful line management and staff development

SKILLS AND KNOWLEDGE
· Understanding of high-quality teaching, and the ability to model this for others and support others to improve
· Effective communication and interpersonal skills
· Ability to communicate a vision and inspire others
· Ability to build effective working relationships
· Sound knowledge of the SEND Code of Practice
· Understanding of what makes ‘quality first’ teaching, and of effective intervention strategies
· Ability to plan and evaluate interventions
· Data analysis skills and the ability to use data to inform provision planning
· Good record-keeping skills

PERSONAL QUALITIES 
· A commitment to getting the best outcomes for all pupils and promoting the ethos and values of the school
· Ability to work under pressure and prioritise effectively
· Commitment to maintaining confidentiality at all times
· Commitment to safeguarding and equality, ensuring that personal beliefs are not expressed in ways that exploit the position
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