
 
 
 

 
Aim and main purpose of the job 

To lead the strategic development of Special Educational Needs policy and provision in the 

school, to be responsible for the day-to-day operation of the SEND policy and coordinate 

specific provision to support individual students with SEND or disability to achieve the highest 

outcomes. Oversee the school’s Student Support (Inclusion) provision and provide expertise, 

guidance and support to colleagues, working closely with staff, parents and other agencies. 

 

 
General Accountabilities: 

Strategic development of SEND policy and provision 

1. Have a strategic overview of provision for students with SEND or a disability across the 

school, monitoring and reviewing the quality of provision 

2. Contribute to school self-evaluation, particularly with respect to provision for students 

with SEND or a disability 

3. Ensure the SEND policy is put into practice, and that the objectives of this policy are 

reflected in the School Development Plan 

4. Maintain an up-to-date knowledge of national and local initiatives which may affect the 

school’s policy and practice 

5. Evaluate whether funding is being used effectively, and propose changes to make use of 

funding more effective 

Operation of the SEND policy and co-ordination of provision 

1. Maintain an accurate SEND register and provision map 

2. Provide guidance to colleagues on teaching students with SEND or a disability, and advise 

   on the graduated approach to SEND support 

3. Advise on the use of the school’s budget and other resources to meet students’ needs 

   effectively, including staff deployment 

4. Review and implement the provision in the Local Offer 

5. Liaise with other schools, educational psychologists, health and social care professionals, 

    and other external agencies 

6. Be a key point of contact for external agencies, especially the Local Authority 

7. Analyse assessment data for students with SEND or a disability 

8. Implement and lead intervention groups for students with SEND, and evaluate their 

   effectiveness 

Support for students with SEND or a disability 

1. Identify a student’s SEND 

2. Co-ordinate provision that meets the student’s needs, and monitor its effectiveness 

3. Secure relevant services for the student 

4. Ensure that the SEND Register is kept accurate and up to date and that staff are kept  

           informed of students’ special educational needs. 

5. Review and monitor the Education, Health and Care plan or Challenging Support Plan  

   with parents or carers and the student 

6. Review and monitor Medical Management Plan with parents or carers and the student 
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7. Communicate regularly with parents or carers 

8. Ensure that the transition of SEND students to alternative provision is fully supported 

9. Promote the student’s inclusion in the school community and access to the curriculum,  

   facilities and extra-curricular activities 

10. Work with the Designated Teacher for Children in Care, where a student has SEND or 

    a disability 

11. Being responsible for the review and discharge of individual students within the Learning 

   Support Centre 

SEND across the Curriculum 

1. Provide pedagogical leadership to all staff to ensure that the planning, resourcing and 

delivery of the curriculum meets the needs of students with SEND and enables them to 

make expected or better progress. 

2. Have oversight of Alternative Curriculum provision at Key Stage 4 

3. Work with subject leaders, teachers and other relevant staff to ensure that all contextual 

information and data about students with SEND is used to set subject-specific targets and 

to match work appropriately to students’ needs. 

4. Provide training, developmental support and guidance to staff on the choice of 

appropriate teaching and learning strategies to meet the needs of different students. 

5. Make appropriate provision through literacy interventions to ensure that students reach 

age related expectations. 

6. Work with staff to promote an inclusive curriculum. 

7. Work closely with year leaders and the Inclusion Team to support students who are 

becoming disengaged or disaffected. 

Leadership and management 

1. Work with the Head, Senior Leaders and Governors to ensure the school meets its  

   responsibilities under the Equality Act 2010 in terms of reasonable adjustments and access 

   arrangements 

2. Work closely with the Exam Officer and Leadership Group to ensure that Access  

   Arrangements are in place and manage the auditing for JCQ inspection 

3. Prepare and review information the Governing Body is required to publish 

4. Contribute to the School Development Plan and whole-school policy, in terms of SEND  

   and Inclusion 

5. Assisting SLT in the appointment and deployment of Inclusion staff.  

6. Identify training needs for staff and how to meet these needs 

7. Lead INSET for staff 

8. Share procedural information, such as the school’s SEND Policy and Supporting Students  

   with Medical Needs Policy 

9. Promote an ethos and culture that supports the school’s SEND policy and promotes good 

   outcomes for students with SEND or a disability 

10. Lead and manage Learning Support Assistants working with students with SEND or a  

   Disability 

11. Line managing the Inclusion staff and ensuring that they are deployed to maximise their 

   impact on improving learning and teaching and student outcomes 



12. Lead staff appraisals of support staff and produce appraisal reports 

13. Review staff performance on an ongoing basis 

 

Other duties 

1. The SENDCO will also be expected to fulfil the professional responsibilities of a teacher, 

      as set out in the School Teachers’ Pay and Conditions Document. 

2. The SENDCO will be a subject specialist and have a teaching load as directed by the Head 

      of Department  

3. Ensure all safeguarding policies and procedures are adhered to. Ensure health and safety 

practices and risk assessments are in line with appropriate school policies 

 

Details of Line Management 
 

The SENDCO is line managed by a member of the Senior Leadership Team. 

The SENDCO line manages the Inclusion Team and the Learning Support Team, and directs the 

day to day work of support staff based in Inclusion.  

 

Notes 

Whilst every effort has been made to explain the accountabilities of this post, each individual task 

undertaken may not be identified. This job description is current, but following consultation with 

you, may be changed by the Head to reflect or anticipate changes in the job which are 

commensurate with the salary and job title. 

 


