	
	Job Description
SENDCO



	Salary 
	Competitive

	Hours 
	42.5 hours per week 

	Work Pattern
	Full Time – Term Time Only + 2 Weeks (38 weeks)

	Contract Type 
	Permanent 

	Responsible To 
	   Headteacher & Deputy Headteacher

	Working with 
	Colleagues across the school, Fees Officer, External Agencies 

	Location 
	Kensington Olympia



Purpose
· To ensure the highest quality education is provided for pupils in an environment conducive to excellent teaching & learning.
· To ensure that all learners, no matter what their needs, can fully access a wide-ranging and stimulating curriculum appropriate to their aspirations in common with all other students across the trust.

Specific Responsibilities
General
· To cultivate & develop departmental self-review to ensure progress in standards of teaching and learning.
· To oversee the quality of departmental reports and the provision of subject information to parents.
· To attend parents’ meetings, representing the school and responding to parental enquiries.
· To organise regular & annual reviews of SEND pupils’ progress.
· To oversee the screening arrangements for Year 7 and other pupils transitioning to the school.
· To analyse the screening results & agree strategies with heads of faculty & year as appropriate.
· To ensure that access arrangements are in place in plenty of time for all exams.
· To administer assessments of students’ needs for exam arrangements (time, scribe, PC reader etc.).
· To ensure that exemplary records are kept and provided to JCQ.
· To monitor the work of teaching staff to ensure excellent pupil progress.
· To analyse MidYIS, YELLIS and other data to ensure excellent pupil achievement.
· To promote Quality First teaching in the school so that all SEND / EAL pupils thrive.

Child Protection, Discipline, Health & Safety
· To promote and safeguard the welfare of children and young persons for whom you are responsible and with whom you come into contact.
· To maintain good order and discipline among the pupils and safeguard their health and safety both when they are on the School Premises and when they are engaged in authorised school activities elsewhere.

Communication and meetings
· To attend departmental & school meetings as required.
· To ensure the discussion and transmission of departmental issues and policies to all relevant parties.
· To support effective collaboration through the timely communication of meeting notes & actions, documentation & reports to relevant members of department, SMT & SLT.
· To maintain the SENDCO SharePoint site with details of SEND & EAL provision & access arrangements.
· To organise and coordinate the work of outside agencies, including disseminating recommendations of other professionals such as Educational Psychologists to aid pupils’ progress.
· To provide departmental website updates with accurate information to the website coordinator.
· To liaise with feeder schools and other St James Schools on transition arrangements to ensure clear understanding of students’ needs and a smooth transition to the school.
· Monitor & record pupils’ individual SEND targets, ensuring key staff are aware of relevant targets.
· To liaise with parents and students to develop individual pupil passports.
· To communicate effectively with parents about learning, targets, achievements and progress.
· Summarise educational psychologist reports & supervise access arrangements for 11+ examinations.
· Ensure teaching staff provide the necessary documentation on history needs for access arrangements.


Finance
· Formulate the department’s annual budget, monitor expenditure and profile spending.
· Effective collaboration with the fees officer and bursars to ensure reconciliation of additional funding.
· Collaborative with the registrar on pre-admissions and transition dialogue & arrangements.
· Maintain an inventory of equipment, textbooks and departmental resources.
· Oversee provision & maintenance of effective resources for learning ensuring fitness of accommodation.

Curriculum
· To lead the department by modelling effective teaching, subject knowledge & resources for learning.
· To take a lead role in modelling the trust’s vision and values in daily work and behaviour.
· To plan department development through effecting planning within the school’s framework.
· To maintain, develop and monitor schemes of work in alignment with the school’s templates and the requirements of examination boards.
· To work & communicate collaboratively with the wider staff team.
· To organise the arrangement of classes within the school’s agreed policies.
· To monitor the quality of teaching and learning across the school to ensure SEND & EAL pupils can access the curriculum and make excellent progress.
· To ensure that curricular records are kept and reports written.
· To ensure H& matters are fully understood & procedures followed effectively and consistently.
· To meet with Heads of Faculty regularly to discuss students’ learning putting effective early interventions in place promptly.
· To teach as required.
· To support the identification of effective teaching approaches for specific additional needs (e.g. Dyslexia, ASC) disseminating guidance, resources & training as necessary.
· To ensure that pupils develop the necessary individual and collaborative study skills to become independent learners.

Line Management Duties & Responsibilities
· To promote development and training opportunities for staff.
· To take part in the school’s appraisal process as both appraiser and appraisee.
· To induct new staff as required.
· To manage agency and peripatetic support within the purview of Special Need as required.
· Other duties of a commensurate nature as required by the headteacher from time to time.

St James is committed to safeguarding the welfare of young people & expects all stakeholders to share this commitment.
The successful applicant will be subject to an Enhanced DBS check.
image1.png
G

ST JAMES

Schools




