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INCO Job Description 
	Job title:

	Inclusion Co-ordinator including Special Educational Needs Co-ordinator (SENDCO)


	Reports to:
	Head teacher


	Salary:

	MPS/UPS including SEN points for appropriate candidate 


	Contract:

	3 Days (0.6)
Flexibility for suitable candidate to spread time over four or five days if mutually agreed. 




The Job Description should be read alongside our Teaching and Learning Policy. A copy can be found on the school Website or through this link https://maplecrossjmi.edublogs.org/files/2020/01/Teaching-and-Learning-Policy.pdf

	General Duties

	Attend Child Protection conferences and other safeguarding meetings.

	Meet regularly with other DSPs to ensure the safeguarding of all children within school. 

	Have overall responsibility for determining the strategic development of SEND policy and provision in the school.

	Have day-to-day responsibility for the coordination of SEND learning provision.

	Advise on the graduated approach to providing SEND support.

	Work with the Headteacher on the deployment of SEND support staff and other resources to meet pupils’ needs effectively.

	Regularly liaise with the parents of pupils with SEND, especially in the assess-plan-do-review cycle and host termly IPP parent surgeries. 

	Liaise with feeder schools, educational psychologists, health and social care professionals and other bodies with regards to SEND provision.

	Be the key point of contact with external agencies, particularly the LA and its support services, and ensure that these links are actively promoted.

	Liaise with potential next providers of education to ensure pupils and their parents are informed about their options, and that a smooth transition is planned.

	Work with the Headteacher and the governing board to ensure that the school meets its responsibilities under the Equality Act 2010 with regards to reasonable adjustments and access arrangements.

	Ensure the school keeps an accurate record of all pupils with SEND and that this remains up-to-date, especially noting pupils learning needs and provision that is on place to accelerate progress.

	Teaching and Learning

	Liaise with the Head teacher, Assistant Head teachers and SLT to ensure an appropriate, broad, high-quality and cost-effective curriculum is adapted and delivered to pupils with SEND.

	Keep up-to-date with local and national developments in teaching pupils with SEND and communicate these to all members of staff.

	Monitor teaching and learning activities to ensure that they meet the specific needs of pupils with SEND.

	Leadership and Management

	Coordinate and support the full SEND team.

	Support staff members to understand the needs of pupils with SEND.

	Promote a safe and secure learning environment for pupils with SEND, and action improvement plans where necessary.

	Provide professional guidance to staff to secure good quality teaching for pupils with SEND.

	Guide staff in recognising and fulfilling their responsibilities to support pupils with SEND.

	Contribute to the performance management process of learning support staff and TAs.

	Act as a point of contact and offer advice to staff seeking to learn more about, or develop skills relating to, SEND.

	Ensure the school’s SEND provision is inclusive at all levels.

	Contribute to curriculum planning to ensure that it reflects the needs of pupils with SEND.

	Help to cater for the needs of pupils with SEND by contributing to the effective deployment of learning.

	Contribute to the creation of an effective SDP which appropriately considers the needs of pupils with
SEND.

	Ensure that learning support staff are supervised effectively.

	Communication

	Contribute to leadership meetings by reporting on the effectiveness of SEND provision and sharing information with the key stakeholders.

	Ensure staff are aware of developments with regards to SEND provision and policy in their identified areas of responsibility.

	Talk to pupils with SEND and listen to their feedback, with a view to developing a more effective support system.

	Work with teachers to set challenging targets for raising achievement amongst pupils with SEND.

	Recording, Paperwork and Assessment

	Ensure that SEND recording and assessment is effective, including the following:
• Safeguarding paperwork and files are robust and accurate. 
• Learning support plans are in place (IPPs, class provision maps and other associated paperwork)
• Reading (including phonics) is prioritised for pupils with SEND and tracked in collaboration with the reading lead. 
• Contact records with outside agencies are kept.
• The implementation of behaviour support plans are developed. 
• Completion of funding applications. 
• Attendance monitoring and action taken if needed in collaboration with the office team. 
• The creation and implementation of any other necessary paperwork e.g. EHCP applications, PSPs.
• PPG pupils are a focus and records kept accordingly. 



This job description has been prepared for the purpose of school organisation and is subject to change or as organisational needs of the school change. This document will be reviewed annually as part of the appraisal process or as appropriate. 
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