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	Job Title : SPECIAL EDUCATIONAL NEEDS CO-ORDINATOR
Job Description and Personal Specification

	
	

	Job title:
	Special Educational Needs Co-ordinator

	Place of work:
	On-site at The Brunel Academy

	Hours of work:
	Full Time

	Salary/Grade:
	MPR + SEN Allowance

	Reports to:
	Headteacher

	Level of screening:
	Enhanced DBS

	

	Who we are


Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.
We achieve this in two ways. First we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.

	Where you fit in

	To oversee the day-to-day operation of provision for learners with special educational needs (SEN) and to provide professional guidance in the area of SEN in order to secure high quality teaching and the effective use of resources to bring about improved standards of achievement of all learners.

To act as a key point of contact for staff in relation to the provision, planning and funding of support for learners with SEN.


	Main Duties & Accountabilities


Strategies Direction and Development of SEN Policy and Provision:
· Overseeing the day-to-day operation of that policy with the aim of raising SEN pupil achievement

· Ensure that Education, Health and Care Plans (EHCPs) are completed and in place and securing of higher needs funding to meet identified needs

· Attendance at multi agency meetings, CAF’s and Annual Reviews

· Work with senior colleagues to ensure that the service meets its responsibilities under the Equalities Act (2010) with regard to reasonable adjustments and access arrangements
· Ensure that service policies, procedures and practices relating to SEN are adhered to
· In partnership with senior colleagues, monitor and evaluate the quality of teaching and learning
· Help colleagues to evaluate the impact of their teaching on learners.
· Liaise with external agencies, commissioners and other stake holders to communicate strategy and progress in relation to SEN particularly in preparation for Ofsted to ensure that the academy’s overall effectiveness is judged as consistently Good or Outstanding.
· Ensure that the service keeps the records of all learners with SEN up-to-date

· Liaise with the designated safeguarding lead where there are issues relating to a learner with SEN
· Advise on the deployment of the service’s delegated budget and other resources to meet learners’ needs effectively

· Design and deliver a SEND training plan for staff

· To provide for the pastoral welfare of all pupils.

Management of People :

· To work as a member of a team, attending meetings, planning collaboratively, sharing information, ideas and expertise across the service as required.

· To consult and plan with Learning Support Staff and administrative support staff as appropriate.

· To work within a multi-agency dimension and liaise, as directed, with a range of agencies in order to meet the needs of pupils.

· To communicate with parents/carers, where appropriate, in order to establish positive relationships to support pupils’ learning and development.

· Where directed, to work with colleagues in mainstream schools and take an active role in pupil integration programmes.

Recording and Assessment :
· To follow agreed and consistent operational working procedures.

· Work with colleagues to identify and set challenging targets for raising achievement among pupils with SEN.

· Ensure that robust tracking systems are in place to collect and interpret specific pupil level assessment data, allowing the service to identify ‘value added’ resulting from teaching and intervention strategies.

· Set up and manage systems for screening learners at ‘point of entry’, identifying, assessing and reviewing provision.

· Attend review meetings, parent consultations and other meetings relating to provision for SEN.

Principal Accountabilities :
· To be responsible for co-ordinating the SEN provision across the Academy.

· To ensure that all pupils receive their due entitlement in line with their specific identified needs.

· To develop and manage the personalised learning programme for students.

· To ensure that you read, are familiar with and follow all of Catch22’s policies and procedures and ensure that you update yourself with any new or amended policies or procedures as and when necessary.

· To undertake any other duties that can be reasonably expected of you within your job grade.
	What does good look like for this role?


· SEN students achieving in line with national averages.
· SEN students progressing in line with their peers.
· Staff confident to deliver curriculum to SEN students due to training and support received.
· All Colleges able to demonstrate provision for SEN meeting EIF guidelines
	Organisational Relationships

	· Reports to the Headteacher

· To become part of the team around the child that shapes education, social and cognitive development

· Develops positive relationships with students, parents/carers, external agencies and other key stakeholders

· Develops positive relationships with key personnel in the Catch22 group
· To act as an ambassador for Catch22, upholding and promoting our corporate values and to communicate possible opportunities for Catch22 service growth to line manager
· To undertake internal and external training as agreed with line manager and show commitment towards continuing professional development.




	Job Title: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	Qualified Teacher
	To have specialist SEN training
National Award in SEN Co-Ordination
	

	KNOWLEDGE
	Knowledge of the SEN code of conduct and its practical application
Clear strategies for working with challenging pupils
Knowing curriculum and pedagogical issues related to extending learner performance and achievement

	School improvement principles and strategies for service improvement planning, monitoring and review
Good understanding of principles of project management including planning, monitoring, review and evaluation
	

	EXPERIENCE


	Evidence of successful work with disaffected and emotionally vulnerable pupils
Working with young people who have challenging behaviour in a classroom setting

Excellent administrative and communication skills 

	Evidence of continuous INSET with particular reference to Special Educational Needs (SEN)
To Write and implement effective behaviour targets for pupils
Pastoral experience in schools

Recent teaching experience

Training professional audiences
	

	SKILLS & ABILITIES
	Good communication and presentation skills
Ability to emphasize with the difficulties of SEN leaners in engaging with the curriculum

Ability to resolve conflict

Ability to cope with emotionally demanding pupils and situations

Ability to resolve conflict

A willingness to respond flexibly to the needs of a small team


	
Ability to motivate others
Understanding of the broader education context relating to SEN and Government initiatives to raise achievement
	

	OTHER
	Share Catch22 values

Awareness of and commitment to Equality & Diversity
Willing to travel and work flexibly

Desire to develop and undertake training as required

	
	


