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	JOB DESCRIPTION
	Job No:  


	Post Holder
	

	Job Title
	SENCO (Special Educational Needs Coordinator)

	Responsible to
	SEN Manager


Purpose: Key Strategic Objectives 
· To actively contribute to the Colleges Strategic Plan and in particular the ambition to become an outstanding provider of education and training.

· To hold and actively demonstrate the Colleges Core Values in all that you do.

Aim High …

Work Hard …

Take Responsibility …

Do What’s Right …

Respect Others …

     Challenge Yourself …

Take Pride …

· To commit to the Colleges Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults within the College.

· To support the SEN Manager on the development and implementation of the SEND Reform and Code of Practice across the College.
· To support the SEN Manager with the provision of High Needs Students/ Education, Health and Care Plans and Special Educational Needs Plans across the College.

· To maintain high standards and an environment that embraces and nurtures equality and diversity.
Specific Responsibilities:
1. To oversee the coordination of a Team of Support Coordinators, Specialist Learning Support Assistants and Learning Support Assistants on a day to day basis.
2. To coordinate the support plans for the High Needs students including the sharing of information with Personal tutors and the allocation of Learning Support within the classrooms.
3. To work with the SEN Manager on the statutory assessment procedures under the SEN Code of Practice and to ensure the Individual Support Plans for High Need’s Students are implemented including completing referrals and attending Year 11 reviews.
4. To assist the SEN Manager to work closely with the School Liaison Team, Schools and Foundation Learning to develop a comprehensive transition plan for School leavers with SEND.
5. Close liaison with, Health Providers, Care Providers and multi agencies to ensure support is implemented for High Needs students including Occupational Therapists and other Commissioning Services. 
6. To support the SEN Manager with the appraisals of staff.
7. To support the SEN Manger in organising/delivering SEND training and awareness raising for staff across the college.
8. To actively show a commitment to the Departmental Strategic Objectives.
9. To actively show a commitment to the College’s single equality schemes and action plan, quality Frameworks and Health and Safety procedures.
10. To actively participate in Continuous Professional Development including the introduction of new technologies to allow you to contribute effectively to the success of the College.
11. To carry out such other appropriate duties commensurate with your skills, knowledge and experience.
12. The College may, in consultation with you, need to vary these duties from time to time in order to respond to the changing requirements of the College. 
Signed:  __________________________________ Date:  ______________
	PERSON SPECIFICATION
	Job Title No: 


	CATEGORY
	REF
	CRITERIA DESCRIPTION
	METHOD OF ASSESSMENT

	1. Skills and Abilities

	Essential
	1.1
	To have proven excellent communication  and organisation skills
	Application/Interview

	
	1.2
	Situational decision making skills.
	

	
	1.3
	To have proven skills in co-ordination of a team.
	

	
	1.4
	To have good time management and organisational skills in order to meet deadlines in a busy and demanding environment.
	

	
	1.5
	Problem solving skills and the ability to translate ideas into implementation plans.
	

	
	1.6
	To ability to coordinate, lead and motivate team members.
	

	Desirable
	1.7
	To have good ICT skills
	

	2. Qualifications and Training

	Essential
	2.1
	To hold an appropriate qualification at L4 or equivalent professional qualification in Education, Health or Social Care.
	Application/Verification of original certificates

	
	2.2
	Grade C or above in Maths and English (or equivalent)
	

	Desirable
	2.4
	To hold an appropriate teaching or teaching support qualification. 
	

	
	2.5
	To hold the National Award for SEN Co-ordination
	

	3. Attitude/Disposition

	Essential
	3.1
	To have a commitment to excellence
	Application/Interview/

References

	
	3.2
	To be flexible and  demonstrate the ability to contribute to cultural change
	

	
	3.2
	To commit to safeguarding and promotion of the welfare of children, young people and vulnerable adults within College.
	

	4. Knowledge

	Essential
	4.1
	Knowledge of transition process for students with SEN
	

	
	4.2
	Knowledge of SEND Reform and Code of Practice.
	Application/Interview

	
	4.3
	Proven evidence of multi-agency working.
	

	Desirable
	4.4
	Knowledge of transition process for students with SEN
	

	5. Experience

	Essential
	5.1
	Demonstrate up-to-date experience of successfully working with young people or adults with a wide range of learning difficulties and disabilities including Dyslexia, Dyspraxia, Attention Deficit Disorder and Autistic Spectrum Disorder.
	Application/Interview

	
	5.2
	Experience of writing outcomes for EHCP and implementing the actions.
	Application/Interview

	Desirable
	5.2
	Experience of managing a caseload of young people with support needs and experience of planning and implementing a range of support services. 
	


	Contract Arrangements



Teaching Support Staff will be engaged under a Contract of Employment determined by Middlesbrough College, supported by Contract Guidelines. Within your contract, the following salient features will apply:

	1.
	Contract type
	Business Support, Full Time, Permanent.

	

	2.
	Working week
	37 hours per week.

	

	3.
	Holiday
	30 days per annum plus statutory bank holidays 
(holiday year 1st January – 31st December)

	
	
	

	4.
	Period of Notice
	Two months.

	

	5.
	Salary Scales


	Business Support Scale SO1
Points 26-28
£25,848 - £27,550 per annum

	

	6.
	Pension
	Employees are eligible to join the local government pension scheme. Employee’s contribution is 6.5% of salary.

	

	7.


	Sickness


	The Corporation’s Sickness Policy will apply and further information is available from the Human Resources Department on request.

	
	
	

	8.
	Probationary 

Period
	12 months.


Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.

