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Roles and Responsibilities
Special Needs & Disability Coordinator (SENCO)
1. Overseeing the day to day operation of the SEND policy
2. Co-ordinating the provision for pupils’ special educational needs
3. Liaising with and advising colleagues in planning an appropriate programme of intervention
4. Managing the special needs assistants and the teaching assistants
5. Organising support for children with special educational needs including staffing, resources and materials.
6. For statemented children organising and chairing Person Centred Reviews (and when necessary Interim
Reviews) including sending out invitations, distributing reports, arranging for minutes to be taken and sent out and
following up any action points.
7. Contributing to and overseeing the records of all pupils with special educational needs
8. Ensuring all special needs children have a relevant provision maps or IEPs
9. Liaising with parents
10. Liaising with external agencies, including the LA’s support and educational psychology services and
other support agencies including health and social services and voluntary bodies.
11. Monitoring and evaluating the provision and reporting to the governing body
12. Meeting regularly with the named SEN Governor
13. Identifying resources needs through the School Development Plan
14. Maintaining resources and a range of teaching materials to enable appropriate provision to be made
15. Contributing to the in-service training of staff

Class Teacher
1. Providing a differentiated curriculum
2. Planning to develop pupils understanding through the use of all available senses and experiences
3. Planning for pupils’ full participation in learning and in physical and practical activities
4. Helping pupils to manage their own behaviour and to take part in learning effectively and safely
5. Helping pupils to manage their emotions, particularly trauma or stress, and to take part in learning
6. Providing support as appropriate for pupils needing support in communication, language and literacy
7. Maintaining appropriately detailed records
Informing parents at the earliest opportunity of concerns about their children and enlisting their active help and
participation
8. Assessing and monitoring, with the SEN co-ordinator, the pupils progress in line with existing school
practices, detailed in the Assessment and Planning Policy
9. Tracking individual pupils progress
regularly Updating and monitoring targets



10. Liaising with parents regularly about pupils with special educational needs.


