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The SENDCO has a key role in supporting colleagues and coordinating the response of the setting for children with Special Educational Needs and Disabilities. 

This checklist aims to help you feel prepared and confident as you start your new role as SENDCO in an Early Years setting.  It should be read with reference to The role of the early years SENCO and the SEND code of practice: 0 to 25 years


	Introduction to the role
	

	· Have a handover meeting with the current SENDCO in your setting.  Make a list of key contacts 
	

	· Sign up to Early Years SENDCO networks, held three times a year to develop your knowledge of national and local Early Years SEND updates. 
	

	· Ensure you know how to contact the SENDCO Helpdesk for additional support and guidance regarding all matters related to Early Years Special Educational Needs and Disabilities (EY SEND).
	

	· Check your setting has completed the Oxfordshire Early Years SEND Inclusion Audit. Do you know how to log in? What are your/your settings strengths? What are focus areas for development?
	

	· Read chapters 1 and 5 of the SEND Code of practice and consider how this is being met in your setting.
	

	Gather information about all learners with SEND in the setting.  For example:
· Compile a list of children with EY SEND Support and Outcomes plans/Pupil Profiles. When are their next review dates planned for across the year?
· Compile a list of children with Education Health Care Plans. When are their Annual Review dates.
· Find out what is in place for each child and next steps needed. Planning SEND support - early years
	

	Understand how SEND funding can potentially support settings to meet children’s special educational needs and/or disabilities.
· Find out the criteria for, where and how to apply for Early Years additional funding/Disability Access Funding/Inclusion funding. 
· Find out how your setting tracks and monitors funding coming into the setting for vulnerable learners and its impact.
· Find out which children are currently in receipt of SEND funding. What is it being spent on and how long is it in place.
	

	· Know which staff have attended any SEND training in the last 3 years.

	

	Starting in role
	

	· Attend Oxfordshire Early Years SENDCO Core training. In Oxfordshire Early Years SENDCOs are expected to attend this training at least once every three years. 
	

	· Attend Early Help and Safeguarding training delivered by Oxfordshire Safeguarding Children Partnership. 
· Ensure you are familiar with the Strengths and Needs form and confident to work with others in your setting to support families. Home - Oxfordshire Safeguarding Children Partnership
	

	· Know how to complete a Single Point Of Request for Involvement (SPORFI) form to request involvement from Speech and Language Therapy, Occupational Therapy or other Specialist Support Services including EY SEND advisory team, PD Team, and Physiotherapy etc Further professional help to support assessment
	

	· Know how to contact and work with your linked Health visiting team with parents’ consent 
	

	· Look at the Oxfordshire SEND Local Offer to understand what is available: for children with SEND and their parents/carers; to support you in your SENDCO role; and the provision that the Local Authority expects to be available from providers of early years education.
	

	· Know how to navigate the Early Years section of the SEND framework to find further information and resources to support Early Years children with SEND through a graduated response
	

	· Read your settings SEND/Inclusion policy. Ensure this is updated annually. 
· Consider how this is implemented in your setting by all staff.
	

	· Make links with other local primary schools and Early Years settings to support with transition between settings. 
· Know how to work in partnership with other settings/schools and families for those children requiring an enhanced transition into a setting. Transition | SEND Framework
	

	· Check setting SEND information is up to date on the Family information Directory pages and your settings website. Family Information Service | Providers
	

	· Know what ordinarily available SEND provision should look like for Early Years children with SEND and what should, or could be, in place with reference to Oxfordshire’s Ordinarily Available SEND provision document.
	

	· Ensure adequate time is set aside, and occurs, for you to effectively carry out the SENDCO role.
	

	· Read the OFSTED Early years inspection: toolkit, operating guide and information - GOV.UK paying close attention to the inclusion section.
	

	Moving forwards
	

	· Use the Early Years SEND Inclusion Audit to evaluate the quality of SEND provision in your setting and to support you to meet all aspects of the Early Years SENDCO role, including:
· Ensuring all practitioners in the setting understand their responsibilities to children with SEND and the setting’s approach to identifying and supporting them
· Advising and supporting colleagues
· Ensuring parents/carers are consistently involved and that their views inform action taken by the setting
· Liaising with professionals or agencies beyond the setting.
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