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Job Description: Special Educational Needs and Disabilities Co-ordinator (SENDCO) 
Main Duties and Responsibilities
1. Strategic Leadership and School Development
• Vision & Strategy: Innovate and execute a robust SEND strategy that aligns with the school's high-achieving environment, maintaining a laser focus on closing the attainment gap.
• Policy Management: Oversee the day-to-day operation of the school's SEND policy in strict compliance with the statutory SEND Code of Practice.
• Data Analysis: Rigorously evaluate and track the progress data of pupils on the SEND register. Present detailed analytical reports to the Senior Leadership Team (SLT) and Governing Board.
• Financial Oversight: Maximise the impact of the SEND budget, ensuring resource allocation is data-driven, evidence-based, and aligned with student progression.
2. Teaching, Learning, and Provision Mapping
• The Graduated Approach: Lead the identification process and assess pupil needs through a meticulous Assess, Plan, Do, Review framework.
• Curriculum Adaptation: Collaborate with class teachers to optimize high-quality teaching, advising on effective differentiation strategies to support neurodiverse learners within a demanding curriculum.
• Intervention Excellence: Design, implement, and audit targeted intervention frameworks. Ensure the school's provision map delivers maximum academic and social-emotional returns.

Position: Special Educational Needs and Disabilities Co-ordinator (SENDCO)
Salary/Grade: Leadership Scale L6 – L9
Contract Type: Full-time, Permanent
Reporting To: Headteacher / Deputy Headteacher
Responsible For: Inclusion Team, Higher Level Teaching Assistants (HLTAs), Teaching Assistants (TAs) and Special Needs Assistants (SNAs)
Job Purpose
The SENDCO will provide high-level strategic leadership to shape, implement, and oversee the school’s Special Educational Needs and Disabilities (SEND) policy. Operating in an ambitious, high-attaining primary school, the successful candidate will champion a culture of uncompromising academic standards and holistic care. Free from classroom teaching responsibilities, this role focuses entirely on overcoming learning barriers, ensuring that every pupil, regardless of need, achieves exceptional individual progress.
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3. Team Leadership and Staff Development
• Line Management: Directly manage, deploy, and evaluate the Inclusion Team, including HLTAs and LSAs, to ensure high-impact classroom support.
• CPD and Mentorship: Act as an expert pedagogical mentor, delivering regular training to teaching staff to elevate their capacity for inclusive teaching.
4. External Partnerships and Stakeholder Engagement
• Parent Collaboration: Build exemplary, transparent partnerships with parents and carers. Keep them comprehensively informed of targets, support strategies, and outcomes.
• Multi-Agency Liaison: Act as the principal point of contact for external professionals, including Educational Psychologists, CAMHS, Speech and Language Therapists, and Local Authority SEND teams.
• EHCP Management: Lead the statutory Education, Health and Care Plan (EHCP) annual review process from drafting through to submission.









	Person Specification

	Criteria
	Essential
	Desirable

	Qualifications
	• Qualified Teacher Status (QTS).
• National Award for SEN Co-ordination (NASENCO) or equivalent National Professional Qualification for SENDCOs (NPQ SENCO).
	• Post-graduate qualification in educational assessment, psychology, or specific learning difficulties (e.g., Dyslexia certification).

	Experience
	• Proven track record of successful teaching across primary key stages.
• Demonstrable success in accelerating the academic progress of children with SEND across a school.
• Experience leading initiatives and teams within an educational setting.
• Substantial experience of being the named SENDCO within a primary school.
	• Previous experience as a non-teaching SENDCO or Assistant SENDCO in a high-attaining school environment.
• Experience managing statutory EHCP workflows and funding requests leading to successful EHCP applications and increased funding

	Knowledge
	• Deep understanding of the SEND Code of Practice, statutory duties, and funding frameworks.
• Thorough knowledge of tracking data systems and evaluation methods.
• Expertise in high-quality adaptive teaching, intervention styles, and primary pedagogy.
	• Up-to-date awareness of innovative research, cognitive load theories, and emerging practices in SEND.

	Skills and Attributes
	• Exceptional interpersonal, verbal, and written communication skills.
• Analytical mindset with the capacity to turn complex data into actionable steps.
• High resilience, strict professionalism, and an ambitious vision for pupil achievement.
	• Advanced project management skills.
• Strong capabilities in coaching or mentoring adult learners.
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	These core competencies are considered essential for all roles within Bolton Council. Please be prepared to be assessed on any of these during the interview process and, for the successful applicant, throughout the probationary period
Developing Self & Others
Promote a learning environment to embed a learning culture.  Support others to develop their skills and knowledge to fulfil their potential. Actively pursue your own development. Support and promote the principles of Investors in People. 
Civil Contingencies
Bolton Council has a statutory duty under the Civil Contingencies Act to respond in the event of an emergency. If Bolton Council’s Emergency Management Plan is activated, you may be required to assist in maintaining key Council services and supporting the community.  This could require working outside of routine working hours and working from places other than your normal place of work.
Equality & Diversity
Uphold the principles of fairness and the Equality Act in all undertakings as a Bolton Council employee, including providing a fair, accessible service irrespective of customer’s race, religion, gender, sexuality, disability or age.
Customer Care
The ability to fully understand, assess and resolve the needs of all customers including those who present with complex situations, in a manner that respects dignity and expresses a caring & professional image.
Health & Safety
Take responsibility for the health and safety of yourself and others who may be affected by your acts or omissions, and comply with all health and safety legislation, policy and safe working practice, including participating in training activities necessary to your post.
Data Protection and Confidentiality
Ensure that any personal data or confidential data you hold is kept securely and is not disclosed, whether electronically, verbally or in writing, to any unauthorised third party. Follow Council policies and procedures on dealing with personal information and information assets, including The Code of Conduct, Data Protection, Acceptable Use and Information Security policies. Personal or confidential data should only be accessed or used for council purposes.
Fluency Duty
Should you be required, as a regular and intrinsic part of your role, to speak to members of the public in English, you must be able to converse at ease with customers and provide advice in accurate spoken English, as required by The Immigration Act 2016.


Working Hours
The nature and demands of the role are not always predictable and there will be an expectation that work will be required outside of normal hours from time to time.

Safeguarding
This Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Should the role involve working with the above groups, you will be subject to an Enhanced Disclosure and Barred List check by the Disclosure & Barring Service.
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