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SENCO - Job Description & Person Specification



Job Title:

SENCO 

Responsible to:
Headteacher via SLT Link (Deputy/Assistant Headteacher)
Responsible for:
Other post holders, teaching staff and support staff within the team

Salary/Grade:
TLR 1b

The appointment is subject to the current conditions of employment, contained in the School Teachers’ Pay and Conditions document, other current educational and employment legislation, and relevant teacher, leadership and Headteacher standards.

Main Purpose
In addition to the responsibilities of all teachers:

· To raise standards of student attainment and achievement within Learning Support and to monitor and support student progress.

· To be accountable for student progress and development within Learning Support.

· To develop and enhance the teaching practice of others.

· To ensure the provision of an appropriately broad, balanced, relevant and differentiated curriculum for students being supported in the department, in accordance with the aims of the school and the curricular policies determined by the Governing Body and Headteacher of the school

· To be accountable for leading, managing and developing the Learning Support area. 

· To effectively manage and deploy teaching/support staff, financial and physical resources within Learning Support.

· To be responsible for the strategic leadership of Learning Support.
Main (Core) Duties
1. Operational / Strategic Planning
1.1 To lead the development of appropriate learning, language, metal health and behaviour support across the school and within the Learning Support Department

1.2 To lead the development of appropriate syllabuses, resources, schemes of work, marking policies, assessment and teaching and learning strategies in the department.

1.3 The day-to-day management, control and operation of learning support and course provision with the department, including effective deployment of staff and physical resources.

1.4 To actively monitor and follow up student progress

1.5 To implement School Policies and Procedures, e.g. Equal Opportunities, Health and Safety, Accommodation Strategy, etc.

1.6 To work with colleagues to formulate aims, objectives and strategic plans for the department which have coherence and relevance to the needs of students and to the aims, objectives and strategic plans of the School.

1.7 To lead and manage the business planning function of the department, and to ensure that the planning activities of the department reflect the needs of students, SIP/DIP and the aims and objectives of the School.

1.8 To link with any other post holders in the department to ensure that the work in Learning Support fully reflects the School's distinctive ethos and mission.

1.9 To ensure that Health and Safety policies and practices, including Risk Assessments, throughout the Department are in-line with national requirements and are updated where necessary, therefore liaising with the School's Health and Safety Manager.
2. 
Provision
2.1 To liaise with SLT link to ensure the delivery of appropriate, comprehensive, high quality and cost-effective programmes and interventions to support learning, language, mental health and behaviour which complement the School Improvement Plan/School Evaluation.

2.2 To be accountable for the development, delivery and evaluation of these programmes and interventions.
3. Development

3.1 To lead development for the learning support department.

3.2 To keep up to date with national developments in SEND, Learning Support and teaching practice and methodology.

3.3 To actively monitor and respond to curriculum development and initiatives at national, regional and local levels.

3.4 To liaise with the SLT to maintain accreditation with the relevant examination and validating bodies.

3.5 To ensure that the development of the department is in line with national developments.
4. Staffing: Staff Development; Recruitment/Deployment of Staff
4.1 To work with the SLT Link to ensure that staff development needs are identified and that appropriate programmes are designed to meet such needs.

4.2 To be responsible for the efficient and effective deployment of the Department's support staff.

4.3 To give regular feedback, undertake Professional Review(s) and to act as reviewer staff within Learning Support.

4.4 To make appropriate arrangements when staff are absent, ensuring appropriate cover within the department, liaising with the Cover Supervisor/relevant staff to secure appropriate cover within the department. 

4.5 To participate in the interview process for teaching and support staff posts when required and to ensure effective induction of new staff in line with School procedures.

4.6 To promote teamwork and to motivate staff to ensure effective working relations.

4.7 To participate in the school’s CPD programme including ITT, GTP or Teach First programme.

4.8 To be responsible for the day-to-day management of staff within the designated department and act as a positive role model.

4.9 To organise and implement break and lunch-time support clubs
5. Quality Assurance
5.1 To ensure the effective operation of quality control systems.

5.2 To establish the process of the setting of targets within the department and to work towards their achievement.

5.3 To establish common standards of practice within the department and develop the effectiveness of teaching and learning styles in all areas within the department.

5.4 To contribute to the School procedures for lesson observation.

5.5 To implement School quality procedures and to ensure adherence to those within the department.

5.6 To monitor and evaluate the Learning Support department in line with agreed School procedures including evaluation against quality standards and performance criteria.

5.7 To seek/implement modification and improvement where required.

5.8 To ensure that the Department's quality procedures meet the requirements of Self Evaluation and the Strategic Plan.
6. Management Information
6.1 To co-ordinate the collection, collation and evaluation of data relating to students with special needs regarding their prior learning and levels of achievement and attainment at key transition points, and distribute relevant information to all school staff and outside agencies.  Liaise with feeder primary schools to obtain information.

6.2 To ensure the maintenance of accurate and up-to-date information concerning the department and its students on the management information system.

6.3 To make use of analysis and evaluate performance data provided.

6.4 To identify and take appropriate action on issues arising from data, systems and reports; setting deadlines where necessary and reviewing progress on the action taken.

6.5 To produce a timetable of support to reflect students’ needs and to meet support requirements of Statements of Special Educational Needs.

6.6 To produce a timetable of additional support activities and delegate responsibility for the management of the activities.

6.7 To produce reports within the quality assurance cycle for the department.

6.8 To produce reports on examination performance, including the use of value-added data.

6.9 In conjunction with the SLT to manage the Department's collection of data.

6.10 To provide the Governing Body with relevant information relating to Departmental performance and development.

7. Communications
7.1 To ensure that all members of the department are familiar with its aims and objectives.

7.2 To ensure effective communication/consultation as appropriate with the parents of students.

7.3 Inform teaching staff on appropriate styles of support, targets, resources and strategies for individual students (IEPs)

7.4 To liaise with partner schools, higher education, Industry, Examination Boards, Awarding Bodies, Education Psychology team, external providers and other relevant external bodies.

7.5 To represent the Departments views and interests.

7.6 Co-ordinate arrangement for assessment for exam dispensations for students at KS3 and KS4 and arrange appropriate support in the exams
8. Marketing and Liaison

8.1 To contribute to the School liaison and marketing activities, e.g. the collection of material for press releases.

8.2 To lead the development of effective subject links with partner schools and the community, attendance where necessary at liaison events in partner schools and the effective promotion of subjects at Open Days/Evenings and other events.

8.3 To actively promote the development of effective subject links with external agencies.
9. Management of Resources
9.1 To manage the available resources of space, staff, money and equipment efficiently within the limits, guidelines and procedures laid down; including deploying the department budget, acting as a cost centre holder, requisitioning, organising and maintaining equipment and stock, and keeping appropriate records.

9.2 To work with the SLT Link in order to ensure that the Department's teaching commitments are effectively and efficiently time-tabled and roomed.

9.3 To ensure the five key outcomes of Every Child Matters are taken into account within all department practice, styles of support and overall provision of support

10. Pastoral System

10.1 To monitor and support the overall progress and development of students within Learning Support.

10.2 To monitor student attendance together with students' progress and performance in relation to targets set for each individual; ensuring that follow-up procedures are adhered to and that appropriate action is taken where necessary.

10.3 To act as a Tutor and to carry out the duties associated with that role as outlined in the generic job description.

10.4 To contribute to PSHE, citizenship and enterprise according to school policy.

10.5 To ensure the Behaviour Management system is implemented in the department so that effective learning can take place.

10.6 To have oversight of the transport needs of vulnerable students and make relevant arrangements
11. Teaching

11.1 To undertake an appropriate programme of teaching in accordance with the duties of a standard scale teacher.
12. Additional Duties

12.1 To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage and ensure staff and students to follow this example.
13. Other Specific Duties

13.1 To continue personal development as agreed.

13.2 To engage actively in the professional review process.

13.3 To undertake any other duty as specified by STPCB not mentioned in the above.

13.4 Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

13.5 Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description 

13.6 Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

13.7 The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description forms part of the contract of employment of the person appointed to the post.  It reflects the position at the present time only and may be reviewed in negotiation with the employee in the future.  The appointment is subject to the current conditions of employment in the School Teachers’ Pay and Conditions Document.   
Disclosure and Barring Service 
This post will result in you having unsupervised contact with children as detailed in Protection Freedom Act 2012. The Authority, therefore, requires that by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975, the Children’s Act 1989 and/or the Police Act 1997, you reveal any criminal convictions, bind over orders or cautions, including those which would normally be regarded as spent. You must complete the relevant section on the application form – your application will be returned if this section is incomplete. If successful in your application you will subject to a Disclosure and Barring Service check. Further information about Disclosure and Barring Service and the Council’s approach to recruiting is available at www.walthamforest.gov.uk
This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 

	
	ESSENTIAL / DESIRABLE

	QUALIFICATIONS & TRAINING
	

	First degree or equivalent in the relevant subject(s)
	E

	Qualified teacher status
	E

	Recent and relevant professional development
	E

	Higher degree or other professional qualification in a relevant area
	D

	
	

	EXPERIENCE
	

	Teaching that is good or better which impacts positively on student progress
	E

	A commitment to and knowledge/experience of effective strategies to maintain and raise attainment, in particular to address the differing needs which exist in the mixed ability classroom, which include second language learners
	E

	Experience in the use and analysis of data, tracking and target setting to raise attainment at individual student, class and cohort level and identify performance
	E

	Direct experience of managing a budget and resources (including staff resources)
	E

	Experience of team leadership and team building
	E

	An understanding and appreciation of the value of interesting and stimulating display and other motivational materials
	E

	Using Information Technology to enhance learning and support administration
	E

	
	

	SKILLS, ABILITIES AND KNOWLEDGE
	

	Experience of a range of quality assurance strategies
	E

	Experience of self-evaluation and planning for ongoing improvement
	E

	Excellent knowledge of the relevant curriculum area(s) at Key Stages 3, 4 and 5, including a sound understanding of planning, assessment and monitoring
	E

	Knowledge of current national initiatives
	E

	An understanding of action planning and self-evaluation
	E

	The ability to think and work strategically and with vision
	E

	An understanding of the principles of management and leadership with an ability to engage others and to lead a team to achieve its goals
	E

	An awareness of staff professional development and the enthusiasm to deliver and promote on-going staff training, particularly in high quality teaching and learning
	E

	Ability to communicate effectively, both orally and in writing with a range of audiences
	E

	Proven administrative and organisational skills
	E

	A commitment to the aims and values of  comprehensive education, the school’s vision and ethos, as well as the implementation of equal opportunities policy and practice
	E

	A commitment to, and understanding of the wider aspects of student development including tutoring and PSHE
	E

	An understanding of and a commitment to safeguarding in its broader sense to empower learners and prevent harm
	E

	A willingness to initiate and participate in both cross curricular and extra-curricular activities, as well as demonstrating successful involvement in all aspects of school life
	E

	The ability to establish effective and appropriate relationships with students and staff
	E

	The ability to relate well to parents, external agencies and the wider community
	E

	Is flexible, able to work under pressure, meet deadlines and prioritise workload
	E

	Is a reflective practitioner who responds to change positively
	E

	Understands the importance of professionalism and confidentiality
	E

	A commitment to being a role model for staff and students in relation to overall conduct 
	E

	Has the potential for further promotion and a commitment to career development
	D


Wisdom | Courage | Leadership

