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THE HIGHCREST ACADEMY 

JOB DESCRIPTION 

	SENDCo


You will be accountable for the support and subsequent performance of pupils with Special Educational Needs.  You will work under the Director of SEND to inspire and challenge SEND pupils.  You will strive to constantly raise the attainment of SEND pupils and meet the specific needs of each identified individual.  You will Support the Director of SEND to deliver a programme of training to upskill teaching and support staff to better understand and support students with SEND. Through INSET and by example, you will share good practice.  You will liaise with external agencies to maximise support and opportunities for pupils at The Highcrest Academy’s. Under the guidance of the Director of SEND, you will be accountable for efficient administration of the department. 
You will be responsible to: Director of SEND
Main Duties and Responsibilities:

· To oversee the implementation of the Code of Practice for pupils with learning difficulties and other SEND, including those with:
· cognition and learning needs
· behaviour issues
· emotional and social needs
· speech language and communication needs
· physical disabilities
· To co-ordinate the diagnostic testing for individual pupils and groups of pupils
· Management of Exams Access Arrangements
· To ensure that EHCP’s are reviewed annually
· To ensure that SEN Passports are drawn up and updated.
· To assist the Director of SEND in the preparation of the case for a request for formal assessment of SEND
· To attend meetings related to SEND, as delegated by the Director of SEND, eg, meetings with parents, meetings with outside agencies, multi-professional meetings, case conferences and special needs briefings
· Co-ordinate and record the delivery of Interventions
· To liaise with external agencies including the educational psychological services and other support agencies, medical and include the Specialist Teaching Service and voluntary bodies
· To assist, with the designated Head of Learning, in the transition process with feeder schools in order to make an early identification and assessment of pupils entering Year 7 with learning difficulties
· To liaise with and assist Heads of Learning, Heads of Departments and subject teachers on issues relating to pupils with learning difficulties
Resource Management Responsibilities

· To select and order resources necessary to meet the requirements of pupils on the register
· To maintain an inventory and conduct an annual stock take
· To ensure that classrooms and other areas in the department provide an attractive learning environment for pupils and that displays help pupils’ learning
· To ensure that electrical equipment meets health and safety regulations as per The Academy’s Health and Safety policy, in liaison with the Lead Health and Safety Officer
· To compile and update the Learning Support Departmental handbook

Behaviour Support Responsibilities

· To support Heads of Learning and the Inclusion team in managing the behaviour of pupils with SEMH in accordance with the ethos and behaviour management policy of The Academy
· To attend multi-agency meetings as required and to contribute to the drawing up of SEND Passports and Plans.
Personnel Management Responsibilities
· To monitor and evaluate performance of staff in the Learning Support Department along side the Director of SEN.
· To assist the Director of SEND in the recruitment of Learning Support Assistants and to manage and support their function within The Academy
· To be involved in Learning Support Meetings and assist in producing agendas and minutes for them

· To contribute to the induction programme for new staff

· To advise the CPD co-ordinator on relevant SEND INSET for staff

· To contribute to INSET days as appropriate

· To provide support as required to classroom teachers through, for example, team teaching and lesson observation and feedback

Academy Management Responsibilities
· To act as a team leader for performance management of a section of the department.
Curriculum Responsibilities

· To advise teachers on and assist them in the differentiation of work for pupils with learning difficulties

· To advise Heads of Department on the placement of pupils in sets

· To advise on external and internal examinations, liaising with the Tracking and Assessment Manager and to co-ordinate support in examinations as required

· To determine the need for GCSE and KS3 Test disapplication’s and modifications with Heads of Learning and the relevant outside agents
· To attend Heads of Department Committee meetings

· To provide a homework support facility
Other
· It is essential that everybody working at The Academy understands their safeguarding responsibilities. All staff are required to read and understand at least Part 1 and Appendix A of the current and future versions of Keeping Children Safe in Education, along with the academy’s policies relating to Safeguarding and Child Protection, all of which are available electronically. 

· The Academy has a clear process where every member of staff must report any concern they have about a child directly to the DSL Team. This process is outlined during induction, regularly at whole staff meetings and in weekly bulletins. Details of the DSL Team is displayed daily in reception.  Any queries regarding any aspect of safeguarding must be made to a member of the DSL Team.
· All staff are required to read and understand the academy GDPR policy to ensure that all personal data collected about staff, pupils, parents, governors, visitors and other individuals is collected, stored and processed in accordance with the General Data Protection Regulation (GDPR) and the expected provisions of the Data Protection Act 2018 (DPA 2018) as set out in the Data Protection Bill.  This policy applies to all personal data, regardless of whether it is in paper or electronic format. 

· The Postholder must be prepared to carry out additional duties, which may reasonably be required by the Principal.  The duties of this post may vary from time to time, as required by the Principal, without changing their general character or level of responsibility.

· The Academy follows Safer Recruitment Guidelines and reserves the right to delay an applicant’s start date if any checks are outstanding.  This includes an online DBS check and where necessary an overseas check.  
Postholder


Signature:
…………………………………………………..

Printed Name:
…………………………………………………..

Date: 
…………………………………………………..
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