Job Description
Special Educational Needs Co-Ordinator (SENCO) 
Manchester Secondary Pupil Referral Unit
Teachers Main Pay Scale (to include Upper Pay Scale) + TLR 2c + SEN Allowance

The post holder reports to relevant Curriculum Leader(s) and members of the Strategic Leadership Team of the Pupil Referral Unit. The main contacts of the job are children and young people, parents and carers, all staff within PRU settings and other professionals working with PRU staff and pupils, PRU Management Committee, teachers, school staff, Quality Assurance Partners, Senior School Quality Assurance Officers and senior officers within Manchester City Council.
Main purpose of the post

This role is strategic and involves working with Senior Leaders to shape the school’s SEND policy.  Key responsibilities include.

· Leading and managing the SEND team.

· Raising levels of achievement and attainment and improving the rate of progress of pupils in the Pupil Referral Unit. 

· Facilitating the development of the skills necessary for pupils to access the broadest possible curriculum in the most appropriate educational setting.
· Supporting teaching staff in delivering Quality First Teaching to address the needs of students with SEND.
Additional Payments: The role includes a TLR payment (detailed in the Supplimentary Information and an SEN allowance to reflect the additional duties of the role, including:

· Teaching pupils and classes consisting of children with Social, Emotional, Mental Health Difficulty;

· Working within settings designed to meet the additional needs of pupils with SEMH;

· To improve educational outcomes for pupils with SEMH; 

· Coaching and modelling good practice for other staff working in the Pupil Referral Unit. 

Main duties and responsibilities 

The post holder will be expected to match the characteristics appropriate to their seniority, as described in the Teachers’ Standards Framework. Under the reasonable direction of the Headteacher, he/she will be required to exercise his/her professional skills and judgement to carry out, in a collaborative manner, the duties of a teacher, as set out in the current School Teachers’ Pay and Conditions Document.
Working with Children & Young People: Undertake an agreed, appropriate programme of teaching in accordance with the duties of a teacher within designated PRU Centres, schools or other settings:
1. Assessing pupils’ needs through the analysis of available data, initial and ongoing observation and assessment; 

2. Monitoring and tracking pupil progress to inform the setting of appropriately            challenging and achievable individual targets;

3. Planning, developing, modelling and enhancing appropriate provision, learning programmes and / or lessons to take account of pupils’ needs and aspirations and the requirements of the curriculum; 

4. Teaching clearly structured lessons or sequences of lessons, which engage and motivate the students using a variety of strategies appropriate to the individual needs of the learner;

5. Supporting lessons and other sessions delivered by teachers and other colleagues as required;

6. Promoting and maintaining an ethos of disciplined behaviour to ensure effective learning;

7. Maintaining accurate records as required by Curriculum Leaders, the Headteacher and the Strategic Leadership Team of the Pupil Referral Unit;
8. Establishing and maintaining high expectations of pupils, self and the work of the PRU;
9. Participating and assisting in whole-school self review, evaluation and development planning.
Working with Schools, Settings and other stakeholders: To work within designated schools or settings on an agreed programme of work that may include:

10. Providing clear and accurate assessments of pupils’ attainment, strengths and needs to inform individual education plans for placement and transitions;

11. Reporting on the progress of assigned pupils to parents/carers, Curriculum leader, Strategic Leadership Team, PRU Management Committee and other stakeholders;

12. Monitoring and evaluating the performance of PRU settings and reporting to appropriate members of the Strategic Leadership Team, as required.

13.  Sharing innovation and best practice in teaching and learning methods   throughout schools/settings, identifying the appropriate resource materials and techniques to support delivery;

14.  Providing advice on curriculum delivery for whole school/setting approach or specific target groups;

15.  Working with parents, carers, and all other relevant agencies and/or partners to ensure the best possible outcomes for children and young people with additional social,  emotional and mental health needs.
Where the post holder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all duties of the job. If, however, a certain task proves to be unachievable, job redesign will be given full consideration.

Person Specification

Special Educational Needs Co-Ordinator (SENCO) 

Pupil Referral Unit

	
	For this job we are looking for the following essential elements:


	A
	I
	P

	1
	A relevant teaching qualification and qualification in dyslexia teaching or other SEND specialism.


	
	
	

	2
	Proven experience as a SENCO


	
	
	

	3
	The national SENCO qualification and significant managerial experience.

	
	
	

	4
	Extensive knowledge of the SEND Code of Practice.


	
	
	

	5
	The skill knowledge and experience to lead, develop and deliver the curriculum for excluded pupils and those at risk of exclusion in order to meet their Special Educational Needs and to secure improved outcomes for all PRU pupils.

	
	
	

	6
	The ability and willingness to teach outside of specialist subject area.

	
	
	

	7
	Experience of working with students with a range of SEND including dyslexia, ASC, and ADHD, etc.


	
	
	

	8
	A skilled communicator able to engage pupils, parents, carers and other stakeholders in establishing and meeting high expectation for PRU pupils including those who are the hardest to reach.

	
	
	

	9
	The ability to initiate and develop collaborative and cooperative working relationships with colleagues from other disciplines, services and agencies, in schools and in the wider community. 

	
	
	

	10
	Ability to develop innovative solutions to problems.


	
	
	

	11
	An excellent classroom practitioner with extensive experience of implementing the National Curriculum at KS3 and/or KS4 with knowledge  and proven experience of best practice in teaching and learning and inclusion.

	
	
	

	12
	The ability to communicate effectively, both orally and in writing, in a variety of settings, and effective presentation skills.


	
	
	

	13
	The ability to respond to the pastoral needs of pupils and the ability to establish effective partnerships with parents/carers.
	
	
	

	14
	A clear understanding of equality issues and barriers in relation to enabling access to the curriculum and raising the achievement for all pupils
	
	
	

	15
	Ability to use ICT effectively in order to support learning.


	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Personal Style and Behaviour:

	A
	I
	P

	1
	A passionate champion of improving outcomes for children and young people, and a positive attitude and personal commitment to young people’s development and achievement.


	
	
	

	2
	Willingness to share expertise, skills and knowledge and an ability  to hold others to account in continually improving practice.


	
	
	

	3
	Tact and diplomacy in establishing credible relationships with colleagues, parents and carers.


	
	
	

	4
	Personal commitment to continuous self-development and full participation in an organisational learning culture.


	
	
	

	5
	Personal commitment to whole school improvement.


	
	
	

	6
	Self-motivation and personal drive to complete tasks to required timescales and quality standards.


	
	
	

	7
	Flexibility and receptiveness to adapt to changing workload demands and new organisational challenges.


	
	
	

	8
	Excellent time management, organisational and problem solving skills.


	
	
	

	9
	Ongoing commitment to inclusive education practices and equality of opportunity.


	
	
	

	10
	Willingness to work across all PRU Centres and other settings at the direction of the Headteacher.


	
	
	

	11
	Ability and willingness to drive.


	
	
	

	12
	Willingness to comply with all School policies.


	
	
	

	13
	Willingness to consent to and apply for an enhanced disclosure check.

	
	
	


SUPPLEMENTARY INFORMATION
Teaching and Learning responsibility payments

Special Educational Needs Co-Ordinator (SENCO) 

There are Teaching and Learning Responsibility payments                                                                                                              attached to a number of roles within the PRU. These are awarded at two levels: TLR 2 (minimum) for curriculum leadership; and TLR 2 (maximum) for whole school responsibilities in addition to curriculum leadership. The following table describes the two levels of additional responsibility and is intended to supplement the Job Description for Teacher, Pupil Referral Unit.  

	Job Description
	Level
	Additional Responsibilities

	All staff with TLRs will ensure that, with particular reference to their curriculum area(s) they :
· keep abreast of local and national developments and initiatives 

· adapt and develop relevant information for dissemination across the PRU
· develop teaching and learning materials accordingly 

· monitor and track the progress of all PRU pupils
· analyse trends and report results to the Strategic Leadership Team to inform school improvement planning.

	Curriculum Leader 
	TLR 2 (minimum)
	In addition to the duties and responsibilities of a PRU teacher, the Curriculum Leader will:

· Lead the development of appropriate syllabuses, resources, schemes of work, marking policies, assessment and teaching and learning strategies within the department, in order to raise standards of student attainment and achievement within the curriculum area;

· Be responsible for the day-to-day management, control and operation of course provision within curriculum area, including the effective deployment of staff and physical resources;
· Secure effective pupil tracking and target setting systems within the curriculum area;

· Lead and manage planning within the curriculum area to ensure that departmental planning reflects the needs of students and the school improvement priorities of the PRU;
· Contribute to PRU procedures for Performance Management and Appraisal, identifying CPD requirements, providing coaching and support for colleagues and modelling excellent practise within the curriculum area;

· Prepare reports as required on pupil progress and curriculum development;

· Liaise with the Strategic Leadership Team to ensure that work within the curriculum area reflects the distinctive ethos and mission of the PRU;

· Ensure that the policies and procedures of the PRU are understood and adhered to by all staff working within the curriculum area.



	SENCO
	TLR 2 (maximum)
	In addition to the leadership of Special Educational needs and Disability, the SENCO will:

· support the Headteacher in the day-to-day management of special needs including the management of staff, pupils and resources;

· make a significant contribution to PRU self-review and evaluation;

· ensure smooth implementation of SEND Code of Practice;
· ensure appropriate access special arrangements in examinations for all student;
· lead on the identification and assessment of need;

· plan the delivery of appropriate provision;
· manage the production and submission of EHCP plans;
· maintain the SEND register;
· model excellent teaching and influence Teaching and Learning across the PRU.
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