FAIRFIELD C.P.SCHOOL
Job Description: 

Job Title/ Post: Additional Needs Co-ordinator 
Salary: TLR 2A
Immediately responsible to: Deputy Head Teacher

                                              Head Teacher

Immediately responsible for: Children and TA’s and other staff where additional needs are concerned.
Job Purpose:

The post has been created to provide a link between the SEND and Safeguarding work of the school.
The Additional Needs/ Disadvantaged Co-ordinator will support the SENCO and SLT in formulating SEND policy and its implementation throughout the school. The post holder will ensure that all children with special educational needs receive the appropriate support and education and that the necessary administrative tasks required are completed. He/she will liaise with the SENCO DHT and HT in providing the climate for staff to gain the appropriate skills to ensure that the needs of individual pupils are met and that parents are fully informed about their children’s education and development.

The Additional Needs Co-ordinator will be the Designated Teacher for LAC children.

Teaching and learning:
· Follow the school policies and procedures outlined in the “Fairfield File”
· Work with parents to ensure the best possible outcomes for children.
· Demonstrate good practice in supporting children with SEND.
· Support the SENCO in assisting staff in the development and implementation of a variety of plans for children requiring intervention to make progress.
· Support the SENCO in identifying, adopting and disseminating effective teaching approaches for pupils with SEND, ensuring effective use of support assistants.
· Advise on teaching and learning activities to meet the needs of pupils with SEND.

· Support the SENCO in leading, planning and identifying INSET/training needs for all staff in relation to SEND.

·  Liaise with other schools and outside agencies to ensure continuity of support and learning when transferring pupils with SEND.
· Promote inclusion throughout the school.

· To uphold the standards of behaviour and achievement expected throughout the school.
· Work with the SENCO in leading the school’ s application for the Bury Inclusion Mark.
Recording and Assessment:

· Follow the requirements of the school assessment, marking and feedback policy.

· Update the Head Teacher and governing body on the effectiveness of provision for pupils with SEND to include a contribution to the annual School Action Plan.
· In partnership with the SENCO, arrange, attend and minute SEND planning meetings and Review meetings.
· Interpret specialist assessment data (where specialist knowledge is required due to nature of needs/environmental factors of the school).
· Set up systems for identifying, assessing and reviewing I.I.P.’s
· Attend consultation/parents evenings and keep parents informed about their child’s progress at all stages of the SEND Code of Practice.
· Be responsible for the necessary recording, administration and paper work associated with the SEND code of practice, Bury LA and school policy where it pertains to the proportion of the SEND children in school for whom responsibility is held.
· Co-ordinate the collation and recording of paper work for Safeguarding and LAC meetings.
Leadership;

· Encourage all members of staff to recognise and fulfil their statutory responsibilities to pupils with SEND.
· Liaise with the S.L.T. in the effective deployment of teaching assistants and Special Support Assistants.
· Disseminate good practice in SEND across the school and as part of the wider management team support the development of SEND provision.
· Develop an understanding of learning needs and the importance of raising achievement among pupils.

· Maintain and identify resource needs to meet the needs of pupils with SEND and advise the Head Teacher and management team of priorities for expenditure, through the maintenance of the school’s SEN budget.
· Liaise with teaching assistants, Special Support Assistants and outside agencies.

Standards of Quality Assurance:

· SENCO qualification.
· Support the aims and ethos of the school.

· Attend and participate in open/parent evenings.

· Uphold school’s behaviour code.

· Participate in staff training.

· Participate in Continuing Professional Development.

· Attend team and staff meetings

· Support the school in developing links with Governors, LEA’s and neighbouring schools.

· Develop professional links with parents and carers.
Other Duties and Responsibilities:
· Attending Leadership meetings where appropriate.

· Undertake playground duty in line with the staff rota.

· It is not a duty but it is a request that all members of the teaching staff provide an extra curricular activity for children.

· To be responsible for and committed to safeguarding and promoting the welfare of children and young people and for ensuring that they are protected from harm.

