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IDE HILL CHURCH OF ENGLAND PRIMARY SCHOOL

Ide Hill, Sevenoaks, Kent TN14 6JT

Tel: 01732 750389   Email: office@ide-hill.kent.sch.uk 

Website: www.idehill.eschools.co.uk

Headteacher: Louisa Hillman BA(hons) NPQH 

JOB DESCRIPTION 2018
	School: Ide Hill CE School
	Location: Ide Hill, Sevenoaks, TN14 6JT

	Job title: SENCO 


	Salary range: 

MPS + SEN allowance pro rata 1.5 days

SEN: 1.5 days
Additional Responsibilities: 0.5 day 

	Additional Responsibilities:

Deputy Designated Safeguarding Lead

Core Subject Leader 
	

	Accountable to: Headteacher and Governors




The responsibilities of the post are to be performed in accordance with the provisions of the most up to date edition of the School Teachers’ Pay and Conditions document and within the range of teachers’ duties set out in that document.

	PURPOSE OF THE ROLE OF SENCO AT IDE HILL: 

	To safeguard all pupils. 

To work closely with the head teacher and the leadership team in the strategic development of the school's Special Educational Needs (SEN) policy
To provide professional leadership, guidance and management to secure high quality teaching, effective use of resources and improve standards of learning, achievement and progress for all pupils: individuals and groups. 

To operate within the role of SENCO in a way that promotes the aims and objectives of the School Improvement Plan and impact upon the Self Evaluation Form. 
To be a visible leader, maintaining professionalism with all colleagues, agencies and all stakeholders. 




	KEY ACCOUNTABILITIES AND TASKS:

	· To safeguard all pupils; attend and provide sufficient training to ensure that practices and policies are up to date, relevant. 

· To work with the Safeguarding Governor and Headteacher to evaluate, improve and uphold the highest standards of safeguarding. 

· To influence the strategic development of an inclusive ethos, policies, priorities and practices aimed at raising standards of attainment and achievement throughout the school. 

· To formulate a SEN policy and statement and to be responsible for its implementation, consultation, monitoring, evaluation and review. 

· To be responsible for promoting and safeguarding the welfare of all pupils and young people within the school;

· Support all staff in understanding the needs of SEN pupils and ensure the objectives to develop SEN are reflected in the school improvement plan
· To provide regular progress updates to the Leadership Team and Governing Body in relation to the effectiveness of provision for pupils with SEN and to inform decision making and policy review. 

· To collect, collate, analyse, interpret and report on school, local and national data to inform practice, expectations and to set and effectively communicate targets for improving the learning of groups of children, including vulnerable groups and those with SEN. 

· Support staff to uphold the school ethos and approach to children with additional needs
· To remain abreast of the law and associated guidance on SEN, disability and equality, including policies and procedures set out in the SEN Code of Practice. 

· To promote inclusion and equal opportunities in the school community
· To regularly monitor attendance of pupils; liaise with the Headteacher, Attendance Service and parents to promote good or better attendance for all pupils. 

· To be involved in school self-evaluation and work as part of the leadership team in creating this report 

· To manage your time effectively to balance admin, practical support for pupils and be a visible leader for teachers and teaching assistants within the school.
· To work closely with the Bursar to monitor effective use of Pupil Premium and report this to the leadership team and governors. 
· To establish and maintain the SEN register;

· To keep clear and accurate records of provision, plans, assessments for identified pupils 

· To facilitate in year and annual reviews for children with personalised provision plans, including those with EHCP's.

· To attend and engage with the LIFT process as part of the local offer. 
· To make arrangements to support pupils with SEN in end of key stage tests;

· To maintain a regular system of monitoring, assessing, record keeping and reporting of pupil progress.

· Participate in and carry out any administrative and organisational tasks as reasonably required by the Head Teacher, paying regard to the School Teachers’ Pay and Conditions Document;
· To work closely with the Pupil Premium LAC champion in ensuring that pupils are provided with care, guidance, support and opportunity to meet their full potential. 




	LEADING AND MANAGING

	· To provide regular feedback to teachers and subject leaders in a way which recognises good practice and supports pupil targets. To give advice, model and demonstrate techniques or use of resources that will improve others CPD and to promote maximum support for teaching and learning. 

· To advise on CPD and co-ordinate CPD as required in order improving staff practice in relation to SEN. 

· To be involved in training teaching assistants and school staff in relation to SEN and Safeguarding.

· To identify appropriate resources to promote and support the achievements of SEN pupils and ensure that they are used efficiently, effectively and safely.  
· To adhere to all school policies including Health and Safety. 

· To be responsible for leading a core subject throughout the school. 
· To be Deputy Safeguarding Lead. 


	TEACHING, LEARNING AND ASSESSMENT

	· To work with closely to identify pupil needs, provide guidance and support on effective provisions that will accelerate learning. 
· To monitor the effectiveness of provision.
· To secure relevant services and agencies where necessary for pupils, and ensure that records are kept both accurate and up to date.
· To develop ways of overcoming barriers to learning and sustaining effective teaching through analysis and assessment of pupil needs, monitoring the standards of teaching and of pupil attainment and by setting targets for improvement so as to raise standards of pupil's learning and achievement. 

· To maintain effective partnerships between parents and school, and liaise effectively with external agencies and SENCO networks, to promote and secure maximum support for pupil learning. 

· To ensure that, when a pupil transfers to another school, all relevant information about the pupil's needs are communicated and transferred effectively and confidentially to ensure that provision can be continued at the new establishment. 
· To participate in staff meetings and Inset as directed by the Headteacher.
· To make a substantive contribution to the extracurricular life of the school, including the provision of after school clubs.
· To monitor baseline and other assessment data with the class teacher to identify pupils at risk of falling behind.
· To work with teachers and teaching assistants to create provision maps and learning plans for identified pupils.
· To monitor the implementation, effectiveness and impact of provision maps, ILPs and EHCPs.



	PROFESSIONAL DEVELOPMENT

	· To significantly contribute to a whole school ethos of improvement.
· To use the outcome of professional development together with local and national standards, expectations & initiatives to improve teaching & learning in the school.
· To encourage and  lead through example an efficient school ethos of paced work load and working practices.
· To provide sufficient training to ensure that standards are improved and that interventions can be successfully undertaken. 

· To be aware of your strengths, weaknesses and be actively involved in improving developing your practices through research and training as required or requested and disseminating this to others. 

· Complete National SENCO Award within 3 years. 




	         PROFESSIONAL CHARACTERISTICS

	· Demonstrates consistently high standards of personal and professional conduct. 
· Upholds public trust in the profession and maintain high standards of ethics and behaviour, within and outside school, by:  treating pupils with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to a teacher’s professional position.
· Shows regard for the need to safeguard pupils’ well-being, in accordance with statutory provisions.
· Shows tolerance of and respect for the rights of others.
· Does not undermine fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs.
· Ensures that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or might lead them to break the law.
· Has proper and professional regard for the ethos, policies and practices of the school in which they teach, and maintain high standards in their own attendance and punctuality.
· Has an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities.
· Strives to be a positive, resourceful member of the staff team, showing flexibility & adaptability.



