
EOTAS SENCo
Across whole of EOTAS 



Statutory
Advise on the appropriateness of applications for EHC Needs Assessments
Co-ordinate the gathering of evidence of need and graduated response, through liaison with site SEND leads and SENCo assistants in order to apply for EHC Needs Assessments
Write request paperwork for EHC Needs Assessments, using and collating all of the evidence gathered
Submit EHC Needs Assessments to SENAT
Monitor progress of EHC Needs assessments 
Attend Co-production meetings and refusal meetings
Support Head Teacher, SLT with responding to consultations for placement of a pupil with an EHCP and appropriate funding
Oversee the provision for pupils with EHCPS, monitoring progress towards outcomes and ensuring that appropriate provision is in place, through learning walks, lesson observations, meetings with staff, parents, pupils
Arrange Annual Review meetings – send out invitations, request reports from professionals
Run Annual Review meetings
Write up paperwork for Annual Review meetings, distribute to attendees and submit to SENAT
Liaise with SENAT team 

Day to day
Oversee SEN provision across EOTAS – ensure appropriate Universal Provision, SEN Support Provision and High Needs Provision is in place
Oversee SEN Registers for all sites
Support staff – giving advice re strategies/interventions/assessments, sourcing appropriate resources/interventions/assessments, sharing information, advising re. referrals to Outside Agencies
Analyse assessment information and advise staff re appropriate strategies/interventions/further assessments
Monitor progress of pupils and the impact of interventions
Make referrals to Outside Agencies
Liaise with staff from Outside Agencies
Liaise with EOTAS staff – SEND, pastoral, safeguarding, teaching re. pupils
Attend TAC, CHiN, CP, PEP, Professionals meetings where appropriate
Run SEND staff meetings 
Attend Case Management meetings weekly and follow up actions
Liaise with reintegration leads re reintegration of pupils with SEN to mainstream or specialist provision
Support preparation of paperwork for Fair Access Panel
Liaise with SENCos from home schools






Provision leads at all sites

SEND lead





SEN specialist support (HLTA)



Statutory
Co-ordinate the completion of the school input for EHC Needs Assessment
Co-ordinate the completion of the school input for Annual Review Meeting
Arrange attendance of pupil at Annual Review meeting where appropriate
Arrange attendance of an appropriate member of staff at Annual Review Meetings and Co-production/refusal meetings where appropriate


Statutory
Co-ordinate the completion of the Parental contribution for EHC Needs Assessment
Co-ordinate the completion of the Pupil contribution for EHC Needs Assessments
Logging dates on application tracker and monitoring progress/updating people involved, liaising with SEND leads and SENCo
Co-ordinate the completion of the Parental contribution for Annual Review
Co-ordinate the completion of the Pupil contribution  to Annual Review, supporting pupil to complete presentation of pupil voice


Day to day
Keep SEN Register and tracker up to date
Co-ordinate completion of Pupil Passports and behaviour plans and keeping them up to date – feeding information from reports etc. into them.
Co-ordination of SEN interventions, tracking and monitoring these
Co-ordination of assessments, including admissions assessments and collating data
Upkeep of student files – printing and saving reports, distributing reports to teachers
Supporting staff to use appropriate strategies to support pupils – learning walks, lesson observations, meetings with staff
Co-ordinating referrals to and visits from Outside agencies – getting permission forms signed, arranging meetings with pupils, parents staff, booking rooms
Attend weekly SEND meetings with SENCo
Attend monthly SEND meetings with all SEND staff

Day to day
Liaise with SEN assistants regarding pupils with SEN and disseminate information to staff
Liaise with staff to ensure that information on SEN Register and tracker is kept up to date
Liaise with staff to ensure that Pupil Passports, behaviour plans, risk assessments are completed and accurate
Ensure that staff are aware of assessment information and implementing advice regarding strategies
Ensure that staff are accessing reports from professionals and following advice
Attend weekly meeting with SEN Assistants
Attend monthly EOTAS SEND meeting



Day to day
Classroom support – subject linked
Teacher planning support
Some 1:1 delivery intervention and testing 
Tutor admissions
Support HLTA and SENCO
[bookmark: _GoBack]Resource development

Statutory
Co-ordinate the arrangements for Annual Review meetings – chasing responses to invitation, booking room etc.
Take minutes for Annual Review meetings or other meetings


Day to day
Ensure that information on pupils relating to SEN and supporting evidence is received from schools
Save information and reports relating to SEN to pupil files and link these to SIMS
Make SENCo and SEN Team aware of any new students with significant SEN needs or EHCPs
Keep SIMS up to date with SEN information and link all appropriate SEN documents
Keep SEN Registers up to date with new pupils, where pupils leave and where new information is received
Statutory
Support pupils to give their views for Annual Review or EHC Needs Assessment
SEN specialist support (TA)

SEN Administrator


