

	
New River College Alternative Provision
JOB DESCRIPTION





	
POSITION: Special Educational Needs Co-ordinator (cross phase)                 

GRADE: Teachers Pay Scales + TLR2 + SEN (minimum)

RESPONSIBLE TO:  Deputy Headteacher for Teaching and Learning

RESPONSIBLE FOR:  


	





PURPOSE OF THE POST

[bookmark: _GoBack]The purpose of the post is to achieve the highest possible standards and outcomes for the pupils in the AP. The postholder will work closely with the senior management team and colleagues in the strategic development of the Special Educational Needs (SEN) policy and oversee the day to day operation of that policy with the aim of raising pupil achievement.

The postholder will support the senior management team in creating a lasting improvement in the quality of education provision and the management of teaching and learning through the provision of high quality professional services, which meet the changing expectations of New River College.


REQUIREMENTS OF THE POST

The duties outlined in this job description are in addition to those set out in the Schoolteacher’s Pay and Conditions document which the postholder may be expected to take on.

All staff are responsible to their designated member of SMT for supporting the general good order and discipline of New River College, and the implementation of all policies. All staff are expected to have a clear understanding of the aims, objectives and ethos of New River College and an awareness of its role in the community. It is essential that the academic and pastoral frameworks of New River College be seen as inter-related.

MAIN DUTIES

1. Provide strategic direction and development of SEN provision for all APs, with the support of relevant members of the senior management team

2. Exercise a key role in assisting with the strategic development of SEN policy and provision

3. Support all staff in understanding the needs of SEN pupils and ensure that the objectives to develop SEN are reflected in the AP development plan

4. Support staff in understanding the statutory requirements of teaching a pupil with a statement or Education, Health and Care Plan (EHCP)

5. Support staff in identifying group and individual learning targets

6. Track progress towards objectives and targets for pupils with SEN in teachers’ planning and evaluate effectiveness of teaching and learning

7. In collaboration with College Leadership Team (CLT) lead on the development of effective systems for obtaining pupil and parent voice

8. Liaise with staff, parents, external agencies and schools/colleges to co-ordinate their contribution, to provide maximum support and ensure continuity of provision

9. Analyse and interpret relevant local and national data to advise the head and leadership team on maximising pupil achievement

10. Ensure correct assessments take place for pupils on entry to the AP and maintain a system of monitoring progress from on-entry data

11. Create and monitor effective Pupil Passports for all pupils

12. Complete SEN Support plan for each child identified as needing an EHCP

13. Complete initial request for statutory assessment as required and contribute to the development of EHCPs

14. Ensure all Annual Reviews take place and coordinate effective systems for monitoring the sometimes small steps of progress made by pupils with more complex needs

Teaching and learning

15. Support the identification of and disseminate the most effective teaching approaches for specific additional needs (eg ADHD, dyslexia)

16. Ensure development of learners’ individual and collaborative study skills necessary for them to become independent learners

17. Work with all staff to develop effective ways of bridging barriers to learning through:
· Assessment of needs
· Monitoring of teaching quality and pupil achievement
· Target setting
· Supporting staff in recording and monitoring of pupil tracking systems
· Planning individual programmes of learning

18. Support co-ordination of SEN pupils’ provision through close liaison with staff, parents and external agencies

19. Be aware of new resources available and consider a range of teaching strategies and resources that could be utilised for pupils with SEN

20. Provide individual or small group teaching for pupils as appropriate

21. Liaise with mainstream schools and other educational settings where appropriate in devising effective transition plans for pupils

22. In collaboration with the Outreach team and CLT, support the reintegration of students to mainstream or other specialist settings by ensuring the needs of the pupil are understood and met by all agencies involved

23. Liaise with mainstream schools and other educational settings where appropriate


Assessment and recording

24. Ensure all pupils are adequately assessed to establish baselines on arrival

25. Oversee the transfer of information obtained from the baseline assessment into Pupil Passports and share with relevant staff

26. Monitor progress towards Pupil Passport targets

27. Participate in the target setting process for raising achievement among pupils with SEN

28. Ensure strategic development of programmes of intervention for individual pupils, including regular review of impact on pupil progress and staff training of specialist teaching skills.

29. Maintain systems for identifying, assessing and reviewing SEN, English as an Additional Language (EAL) and Gifted and Talented (G&T) pupils in all AP settings

30. Inform senior management team about the effectiveness of provision for pupils with SEN, EAL and G&T

31. Develop an understanding of learning needs and the importance of raising achievement among pupils

32. Attend consultation meetings and keep parents informed about pupil progress

33. In collaboration with CLT, lead and oversee the eCAF and other referral forms for pupils identified as needing additional support both in and out of school


Leading and Managing


34. Work closely with the senior management across NRC settings to ensure that all members of staff recognise and fulfil their statutory responsibilities to pupils with SEN, EAL and G&T

35. Ensure school systems fully comply with the statutory requirements of the new SEN Code of Practice

36. Ensure effective systems are in place to meet the statutory requirements as set out for Managing Medical Needs of Pupils in schools

37. Liaise closely with other staff members who have responsibilities for vulnerable groups

38. Monitor teaching and learning to ensure that teaching reflects the different needs of individual pupils by lesson observations and monitoring of lesson plans

39. Provide professional guidance to secure Quality First Teaching for SEN pupils, through both written guidance, personal advice and training and by modelling good practice

40. Advise on and contribute to the professional development of staff, including INSET where appropriate

41. Maintain and develop resources needed to meet the needs of pupils with SEN and advise on the priorities for expenditure

42. Support learning support staff in collaboration with other members of CLT, the Inclusion team and Lead Learning Assistants to ensure effective provision for pupils with SEN, EAL and G&T



Other Professional Duties

43. Attend staff meetings as required and participate in activities that support SMT in the maintenance of discipline and ethos

44. Develop and maintain links with other professionals

45. Attend meetings arranged by other professionals pertaining to the wellbeing and progress of pupils with SEN

46. Be responsible for managing, registering and completing access arrangements as outlined by JCQ and awarding bodies of pupils needing special access for external examinations testing and keeping evidence of the need, in liaison with Senior Admin Officer

47. To sustain an up to date knowledge developments in SEN procedures and matters appertaining to SEN, both locally and nationally

48. To have a clear understanding of all AP policies

49. To line manage designated staff

50. To deputise for managers where appropriate

51. To ensure a joined up approach for information sharing about pupils, supporting them in AP settings and preparing them for next steps

PERSONAL RESPONSIBILITIES

· To carry out the duties and responsibilities of the post, in accordance with New River College’s Health and Safety Policy and relevant Health and Safety guidance and legislation

· To promote the safeguarding of children
 
· To use information technology systems as required to carry out the duties of the post in the most efficient and effective manner

· To participate in performance management, and undertake training and professional development as appropriate

· To undertake other duties appropriate to the post that may reasonably be required by the senior management team on any of the AP sites

PERFORMANCE STANDARDS    

· To ensure that all services within the areas of responsibility are provided in accordance with New River College’s commitment to high quality service provision 

· To ensure that New River College policies and customer care standards are met and adhered to

· At all times to carry out the responsibilities of the post with due regard to New River College’s Equal Opportunities policy  







NOTE: This job description sets out the main duties of the post at the time when it was prepared. Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed. 
Job descriptions will be reviewed annually by the management committee / governing body and may be changed after appropriate consultation.	



												
Signed ---------------------------------------------------------   Date --------------------------------------------

	
New River College Pupil Referral Unit
PERSON SPECIFICATION






	
POSITION: Special Educational Needs Co-ordinator (cross phase)                              

GRADE: L5 - 9                    


	
CRITERIA






	REQUIREMENTS
	
	ESSENTIAL CRITERIA

	EDUCATION AND EXPERIENCE
	E.1
	Qualified teacher status

	
	E.2

	At least 3 years successful teaching including evidence of involvement in the raising of achievement of challenging pupils

	
	E.3
	Experience of developing and delivering programmes for pupils with SEN

	
	E.4
	A Special Educational Needs qualification and/or relevant experience in the area of challenging behaviour

	
	E.5
	Evidence of continuing professional development

	SKILLS, KNOWLEDGE
AND ABILITIES
	E.6
	An understanding of methods and good practice in reviewing and evaluating teaching & learning

	
	E.7
	Evidence of clear view about future developments of area of responsibility in a school or AP, and an ability to manage change

	
	E.8
	Knowledge of a range of assessment tools used to test students for access arrangements to undertake public examinations

	
	E.9
	Evidence of knowledge and understanding of effective record keeping, and its use to promote the educational and personal development of all children within a school or AP

	
	E.10
	An understanding of national developments in the area of social inclusion and SEN

	
	E.11
	Knowledge of the National Curriculum, including Programmes of Study and national strategies related to the teaching pupils with SEN

	
	E.12
	Knowledge of a range of accreditation available to students 

	
	E.13
	An understanding of behaviour management strategies

	
	E.14
	Ability to build effective working relationships with a range of partners and stakeholders.

	
	E.15
	Ability to motivate colleagues and pupils through a positive and professional attitude

	
	E.16
	Strong interpersonal skills and an ability to communicate clearly both orally and in writing

	
	E.17
	Ability to use key aspects of ICT to present data

	
	E.18
	Excellent behaviour management skills based on a firm but empathetic approach with pupils.

	
	E.19
	Demonstrable commitment to inclusive education

	
	E.20
	Capacity to work under pressure and to meet deadlines

	
	E.21
	Capacity to work flexibly and to adapt to the changing needs of the New River College and the AP.

	
	E.22
	Excellent attendance and punctuality

	
	E.23
	Ability to prioritise competing demands

	
	E.24
	Ability to work as part of a team

	
	E.25
	Ability to deliver services to customers meeting New River College’s standard for customer care 

	
	E.26
	A commitment to providing a responsive and supportive service and a willingness to constantly seek ways of improving the service.

	
	E.27
	A commitment to deliver services with the framework of New River College’s equal opportunities policy.

	
	E28
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people



