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Special Educational Needs Co-ordinator
Job Description

RESPONSIBLE TO: Headteacher

RESPONSIBLE FOR: All teaching and non-teaching staff in respect of functions listed under Duties and Particular Duties.

1. DUTIES

The Conditions of Employment (Part lX of the Teachers' Pay and Conditions Document 1987) specify the general professional duties. In addition, certain particular duties are reasonably required to be exercised and completed in a satisfactory manner.

This Job Description is a description of the job to be undertaken and performed to the satisfaction of the Headteacher by the postholder. It does not form part of the contract of employment.

2. PARTICULAR DUTIES

1) Special Educational Needs Co-ordinator

3. MAIN ACTIVITIES ARISING FROM THESE DUTIES

3.1 Special Educational Needs Coordinator

1. Overseeing SEND Provision
· Coordinate support for pupils with SEND.
· Ensure appropriate interventions and adjustments are in place.
· Monitor the effectiveness of provision and pupil outcomes.
· Maintain the school's SEND Register.

2. Identifying and Assessing Needs
· Work with teachers to identify pupils who may have SEND.
· Analyse assessment data and progress information.
· Coordinate referrals to external agencies where appropriate.
· Support the graduated approach: Assess, Plan, Do, Review.

3. Supporting Staff
· Advise teachers on strategies and adaptations.
· Provide training and professional development.
· Promote inclusive classroom practice.
· Support teachers in writing and reviewing provision plans.

4. Working with Parents and Families
· Meet with parents to discuss needs, provision and progress.
· Ensure parents are involved in decision-making.
· Support families through referral and assessment processes.
· Liaise when concerns arise or additional support is required.

5. Liaison with External Agencies
· Coordinate input from: 
· Educational Psychologists
· Speech and Language Therapists
· Occupational Therapists
· Specialist teachers
· Health and social care professionals
· Ensure recommendations are implemented and reviewed.


6. Managing Education, Health and Care Plans (EHCPs)
· Contribute evidence for EHCP applications.
· Coordinate annual reviews.
· Monitor delivery of specified provision.
· Ensure statutory requirements are met.

7. Strategic Leadership
· Contribute to the school's SEND policy and strategic development.
· Monitor compliance with the SEND Code of Practice and Equality Act 2010.
· Analyse SEND data and report to senior leaders and governors.
· Support school improvement planning for inclusion.

8. Managing Resources
· Oversee deployment of SEND funding and resources.
· Support the effective use of Teaching Assistants.
· Ensure interventions provide value and impact.

NOTE.

The duties may be varied to meet the changing demands of the school at the reasonable direction of the Headteacher.

This job description does not form part of the contract of employment. It describes the way the post holder is expected and required to perform and complete the particular duties as set out above.
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