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JOB TITLE:

SPECIAL EDUCATIONAL NEEDS COORDINATOR 
SCALE:

               AHT Salary – see AHT JD
Purpose:
To ensure under the direction of the Deputy Headteacher that all children, including those with Special Educational Needs and Disability (SEND) receive appropriate support. To be responsible for all-through systems and processes relating to the SEND code of practice. To oversee strategic and operational management of the PD Department (unit for Physically Disabled students).   
Responsibilities/Accountabilities include:
Strategic leadership

· Support the Headteacher and Deputy Headteacher in providing a clear vision and direction for the development of systems and processes designed to support Inclusion.
· To monitor interpretation of the SEND policy and ensure that SEND code of practice is implemented and embedded across the school.
· Deliver INSET to colleagues on SEND and strategies to support students with SEND.
· As Special Needs Co-ordinator, promote inclusion throughout and ensure consistency across the school.
· Lead the development of good practice for Inclusion across the school. 
· With SLT, support the production of a whole school Inclusion development plan with clear aims, objectives and strategic priorities to meet the needs of all pupils and, if necessary, offer direction regarding strategic priorities.
Operational role

· Ensure that the needs of individual students are met through a broad, balanced, relevant and differentiated curriculum.
· Update annually the SEND register.
· Assist staff in the development and implementation of targets for individual students on Individual Education Plans (IEPs) or Pupil Passports.
· Work with colleagues to produce detailed plans/programmes to meet the needs of individual students and targeted groups of students.
· Set up systems for identifying, assessing, tracking and reviewing student needs.

· Set up systems for immediate assessment (within 5 days) of new arrivals and liaise with the data manager to get assessments uploaded onto SIMS.

· To liaise with feeder schools and Sixth Form institutions to aid transition of students with SEND.

· Monitor actively and respond immediately to curriculum developments related to Inclusion.

· Arrange, attend and prepare materials, where appropriate, for annual and/or termly review meetings.

· Ensure that parents are consulted and informed about their child’s progress at all times.

· Develop supported and improved home learning.

· Liaise with Social Inclusion staff in the care and support of children who may require additional pastoral care at some time in their school life (eg. bereavement, separation, mental health, sickness) identifying the right systems to support them.

· Hold responsibility for the school’s access arrangements for students with SEND so that they receive appropriate support during mock and public exams. 

· Identify students who qualify for access arrangements and liaise with appropriate authorities to confirm and carry out these arrangements.

Staffing and resources 

· Line manage, organise, monitor and support the Assistant SENCO, LSA staff and PD Welfare Assistants to ensure that they provide effective and appropriate support for students and teachers. 

· Lead and manage the professional development process for all classroom support staff.

· Effectively manage and deploy resources within the school and SEN Department, organising and maintaining stock, keeping appropriate records and contributing to the management of the SEN budget.

Communication 

· Work with parents to ensure the best possible outcomes for children.
· Liaise with the Welfare Support Team and other pastoral staff concerning the progress and well-being of students with SEND. 
· Liaise with other schools and outside agencies to ensure the best possible outcomes for students. 
· Attend and contribute to appropriate middle leadership, senior leadership and governing body meetings.
· Attend meetings with external agencies to support progress and well-being of students
· The ability to converse at ease with members of the public and provide advice in accurate spoken English is essential for the post.
Additional Duties:

The conditions of Employment for School Teachers specify the general professional duties of teachers. Under the reasonable direction of the Headteacher, carry out the professional duties of a class teacher through delivery of withdrawal groups for students with learning and/or literacy difficulties.
Notes:

1. This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed.  In allocating time to the performance of duties and responsibilities, the post-holder must have regard to the Teachers' conditions of Employment.

2. This job description is not necessarily a comprehensive description of the post.  It may be reviewed once a year and it may be subject to modification or amendment at any time after consultation with the post-holder in order to ensure the smooth running of the school.
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