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JOB DESCRIPTION – SEND COORDINATOR/ CLASSTEACHER


	POST TITLE:
	SEND Coordinator/ Classteacher

	
GRADE:
	
MPS + TLR2b

	
RESPONSIBLE TO:
	
Headteacher 




The particular duties and responsibilities set out in the job description are to be carried out in addition to the professional duties of a Teacher as provided for in the most recent Education (School Teachers’ Pay and Conditions) Order as amended from time to time. Main Professional Grade Teachers should meet the Teachers Standards from September 2012. This Job Description may be amended at any time following discussion between the Head Teacher and member of staff and will be reviewed annually.


Key Duties/ Responsibilities

· Have overall responsibility for determining the strategic development of SEND policy and provision across the school
· Have day-to-day responsibility for the coordination of SEND provision to support individual pupils
· Have responsibility for EHC referrals/ implementation and monitoring 
· Complete all documentation required to obtain ‘Top-up’ funding 
· Support the work of teachers and teaching assistants working with SEND pupils
· Provide in-service training as required
· Plan, prioritise and evaluate SEND development on an annual basis as part of the School Improvement Plan
· Provide reports for the Headteacher and Governors as necessary.
· Liaise with external agencies as necessary
· Ensure accurate records are maintained for all children with SEND across school
· Have full teaching responsibility for a whole class of children


Knowledge and Understanding

· Have a secure knowledge and understanding of curriculum areas and related pedagogy including the contribution curriculum areas can make to cross-curricular learning; and recent relevant developments.
· Know and understand the relevant statutory and non-curricula and frameworks, including those provided through the National Strategies, for curriculum areas and other relevant initiatives across the Primary Phase.

Planning and Setting Expectations

· Identify clear teaching objectives, content, lesson structures and sequences appropriate to the subject matter and the pupils being taught.
· Set appropriate and demanding expectations for pupils’ learning and motivation. Set clear targets for pupils’ learning, building on prior attainment.
· Plan effectively to ensure that pupils have the opportunity to meet their potential, notwithstanding differences of race and gender, and taking account of the needs of pupils who are underachieving, more able, or not yet fluent in English, making use of relevant information and specialist help where available.
· Take account of ethnic and cultural diversity to enrich the curriculum and raise achievement.

Teaching and Managing Pupil Learning

· Ensure effective teaching of whole classes, groups and individuals so that teaching objectives are met, momentum and challenge are maintained, and best use is made of teaching time.
· Set high expectations for pupils’ behaviour, establishing and maintaining a good standard of discipline through well focused teaching and through positive and productive relationships.
· Use teaching methods which keep pupils engaged, including stimulating pupils’ intellectual curiosity, effective questioning and response, clear presentation and good use of resources.
· Secure a good standard of pupil behaviour in the classroom by establishing appropriate rules and high expectations of discipline which pupils respect; act to pre-empt and deal with inappropriate behaviour in the context of the behaviour policy of the school.

Assessment and Evaluation

· Assess how well learning objectives have been achieved and use this assessment for future teaching.
· Mark and monitor pupils’ class and homework providing constructive oral and written feedback, setting targets for pupils’ progress.
· Recognise the level that a pupil is achieving and make accurate assessments, independently, against attainment targets, where applicable, and performance levels associated with other tests or assessments.
· Assess pupil progress towards targets and compare differences with the parallel class and previous cohorts. This information is to be reported to the senior management team and whole staff.
· Assess pupils work through work scrutiny.

Pupil Achievement

· Secure progress towards pupil targets.
· Set clear targets for improvement of pupils’ achievement, monitor pupils’ progress towards those targets and use appropriate teaching strategies in the light of this, including, where appropriate, in relation to literacy, numeracy and other school targets.
· Ensure the involvement of all pupils in their ongoing assessment for learning.


Relations with Parents and Community

· Know how to prepare and present informative reports to parents.
· Recognise that learning takes place outside the school context and provide opportunities to develop pupils’ understanding by relating their learning to real and work-related examples.
· Understand the need to liaise with agencies responsible for pupils’ welfare.
· Liaise effectively with pupils’ parents/carers through informative oral and written reports on pupils’ progress and achievements, discussing appropriate targets, and encouraging them to support their children’s learning, behaviour and progress.

Managing Own Performance and Development

· Understand the need to take responsibility for their own professional development and to keep up to date with research and developments in pedagogy and in the subjects they teach.
· Understand their professional responsibilities in relation to school policies and practices.
· Set a good example to the pupils they teach in their presentation and their personal conduct.
· Evaluate their own teaching critically and use this to improve their effectiveness.
· Take responsibility for implementing school policies and practices, including those dealing with bullying and racial harassment.
· Take responsibility for their own professional development, setting objectives for improvements, and taking action to keep up to date with research and developments in pedagogy and in the subject(s) they teach.

Managing and Developing Staff and Other Adults

· Establish effective working relationships with professional colleagues including, where applicable, associate staff.
· Where applicable, deploy support staff and other adults effectively in the classroom, involving them, where appropriate, in the planning and management of pupils’ learning.

Managing Resources

· Select and make good use of textbooks, ICT and other learning resources which enable teaching objectives to be met.





Monkton Infants School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

All employees have a responsibility to undertake training and development as required. They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  
Variation may also occur to the duties and responsibilities without changing the general character of the post.
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