Job Description


	Academy/School
	Coppice Primary Academy

	Job Family 
	Teaching Staff

	Job Title 
	SENDCo

	Grade
	MPS 5 - UPS 3 plus TLR2 (0.8FTE)

	Accountable to 
	Executive Principal 

	Line manager
	[bookmark: _Hlk133924474]Head of Academy





Introductory statement

The responsibilities and professional duties of the post are to be performed in accordance with the provisions of the most recent version of the Teachers’ Standards. 

Teachers make the education of their pupils their first concern and are accountable for achieving the highest possible standards in work and conduct. Teachers act with honesty and integrity; have strong subject knowledge, keep their knowledge and skills as teachers up-to-date and are self-critical; forge positive professional relationships; and work with parents, colleagues and external agencies in the best interests of their pupils.

Purpose of the role

· Determine the strategic development of special educational needs and disability (SEND) policy and provision in the school.
· Be responsible for day-to-day operation of the SEN policy and co-ordination of specific provision to support individual pupils with SEN and/or a disability.
· Provide professional guidance to colleagues, working closely with staff, parents and carers, and other agencies.


Main Duties of the Role

Strategic development of SEN policy and provision
· Have a strategic overview of provision for pupils with SEN or a disability across the school, monitoring and reviewing the quality of provision.
· Take a lead role in the provision in the school’s SEND inclusion space (The Meadow).
· Contribute to school self-evaluation, particularly with respect to provision for pupils with SEN and/or a disability.
· Make sure the SEN policy is put into practice, and its objectives are reflected in the school improvement plan (SIP).
· Maintain up-to-date knowledge of national and local initiatives that may affect the school’s policy and practice.
· Evaluate whether funding is being used effectively, and suggest changes to make use of funding more effective.

Operation of the SEN policy and co-ordination of provision
· Maintain an accurate SEND register and provision maps.
· Provide guidance to colleagues on teaching pupils with SEN and/or a disability, and advise on the graduated approach to SEN support.
· Advise colleagues on applying differentiated teaching strategies tailored for individual pupils with SEN.
· Be aware of the provision in the local offer.
· Work with early years providers, other schools, educational psychologists, health and social care professionals and other external agencies.
· Be a key point of contact for external agencies, especially the local authority (LA).
· Analyse assessment data for pupils with SEN and/or a disability.
· Implement and lead intervention groups for pupils with SEN, and evaluate their effectiveness.





Support for pupils with SEN and/or a disability
· Identify a pupil’s SEN.
· Co-ordinate provision that meets the pupil’s needs, and monitor its effectiveness.
· Secure relevant services for the pupil.
· Ensure records are maintained and kept up to date.
· Review the education, health and care (EHC) plan with parents/carers and the pupil.
· Communicate regularly with parents/carers.
· Ensure that if the pupil transfers to another school, all relevant information is conveyed to that school, and support a smooth transition for the pupil.
· Promote the pupil’s inclusion in the school community and access to the curriculum, facilities and extra-curricular activities.
· Work with the designated teacher for looked-after children (LAC), where a looked-after pupil has SEN and/or a disability.

Leadership and management
· Play an active role within the senior leadership team (SLT), by working alongside the headteacher and governors to ensure the school meets its responsibilities under the Equality Act 2010 in terms of reasonable adjustments and access arrangements.
· Prepare and review information the governing board is required to publish.
· Contribute to the SIP and whole-school policy.
· Identify training needs for staff and how to meet these needs.
· Lead INSET training for staff.
· Share procedural information, such as the school’s SEN policy.
· Promote an ethos and culture that supports the school’s SEN policy and promote good outcomes for pupils with SEN and/or a disability.
· Lead and manage teaching assistants (TAs) working with pupils with SEN and/or a disability.
· Lead staff appraisals and produce appraisal reports.
· Review staff performance on an ongoing basis.

Safeguarding
· Liaise and collaborate with the designated safeguarding lead (DSL) on matters of safeguarding and welfare for pupils with SEN
· Remain alert to the fact that pupils with SEN may be more vulnerable to safeguarding challenges
· Act as a DDSL (within 18 months of appointment)


Personal and professional conduct

A teacher is expected to demonstrate consistently high standards of personal and professional conduct. The following statements define the behaviour and attitudes which set the required standard for conduct throughout a teacher’s career.

· Teachers uphold public trust in the profession and maintain high standards of ethics and behaviour, within and outside the Academy, by:
· treating pupils with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to a teacher’s professional position;
· having regard for the need to safeguard pupils’ well-being, in accordance with statutory provisions;
· showing tolerance of and respect for the rights of others;
· not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs; and
· ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or might lead them to break the law.
· Teachers must have proper and professional regard for the ethos, policies and practices of the Academy and the Trust, and maintain high standards in their own attendance and punctuality. 
· Teachers must have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities; and within the policies, handbooks and guidelines of the Academy and of the Focus-Trust.




General

The post holder will:
· Be expected to actively support work and values of the Focus-Trust;
· Be expected to undertake such additional duties as may reasonably be requested by the principal or their representative.
· Respect confidentiality of staff, pupils, families and visitors and not breach this trust. Any breaches of confidentiality must be reported to the principal immediately.
· Comply with the requirements of all policies, procedures & handbooks of the Focus-Trust and individual academy. 
· Participate in arrangements for appraisal and in the identification of areas in which s/he would benefit from training and undergo such training.
· Proactively keep abreast of developments in relation to the post, and whenever possible and appropriate, attend professional development opportunities.
· Comply with and support all requirements related to equal opportunities and safeguarding children.

The post holder is expected to:
· Actively support the work and ethos of the Focus-Trust.
· Undertake such additional duties as may reasonably be requested by the Chief Executive or Chair of Governors or their representative.
· Respect confidentiality of staff, pupils, families and visitors and not breach this trust. 
· Participate in arrangements for appraisal and in the identification of areas in which s/he would benefit from training and undergo such training.
· Proactively keep abreast of developments in relation to the post, and whenever possible and appropriate, attend professional development opportunities.
· Comply with and support all policies of the Focus-Trust and school.
· Ensure that all statutory requirements are met.

This job description is neither exhaustive nor exclusive, and it may - after consultation with the post holder - be subject to modification and amendment in accordance with the needs of the academy.


Post holder: 	Signed 	…………………………………………     Name …………………………………..



Principal: 	Signed 	…………………………………………     Name …………………………………..



Dated:		…………………………………………………..














	SENDCO 
Person specification

Key:
App –  Application Form
Ref –   Reference
SP –    Selection process. This could include a range of exercises, including an interview.


	Knowledge, Experience and Skills


	
	Essential/
Desirable
	How identified

	Leadership and management
	
	

	Ability to build effective relationships with staff, parents, governors and other agencies
	E
	App/SP

	Experience of line managing staff
	D
	App

	Experience of making and implementing difficult decisions
	D
	App/SP

	Shaping the future
	
	

	Ability to develop and implement the inclusion plan across the whole school, identifying the priorities and evaluating the impact
	E
	App/SP

	Ability to work with other senior leaders to set a strong vision with high expectations across the whole school
	E
	App/SP

	Inclusion and SEND
	
	

	A credible classroom practitioner, able to model adaptive teaching and coach colleagues to improve their practice.

	E
	App/SP

	Excellent organisational and prioritisation skills with the ability to manage complex caseloads and meet statutory deadlines
	E
	App/SP

	Knowledge of how to use systems and data to monitor pupil progress
	E
	App/SP

	Excellent written and verbal communication with staff, pupils, parents/carers and external professionals, including the ability to handle sensitive conversations with
empathy and clarity.
	E
	App/SP

	Ability to identify and co-ordinate effective interventions to ensure pupils maintain good progress 
	E
	App/SP

	Experience of using and championing assistive technology to support independence.
	D
	App/SP

	Developing self and working with others
	
	

	Regularly reviews own practice and continually participates in quality CPD 
	E
	App/SP

	Uses CPD to motivate, enthuse and develop staff
	D
	App/SP

	Ability to plan and allocate work effectively
	D
	App/SP

	Ability to coach and mentor staff
	D
	App/SP

	Child protection
	
	

	Safeguarding training to DSL level (Level 3) or willingness to train to this level within 18 months of appointment, to become a deputy designated safeguarding lead
	E
	App/SP

	Ability to deal with sensitive issues in a supportive and effective manner
	E
	App/SP

	Qualifications and training

	Qualified Teacher Status (QTS) 
	E
	App

	Minimum of 4 complete years teaching experience in a primary school (including ECT years)
	E
	App / Ref

	National Professional Qualification for SENCOs (NPQ SENCO) or National Award for SEN Co-ordination (NASENCO) or completing it by September 2027, or a commitment to complete the NPQ SENCO within three years of appointment.
	E
	App

	Evidence of sustained professional development in SEND, inclusion or a related field.
	D
	App

	Personal qualities and attributes

	Moral purpose (Equality, children and adults treated with respect)
	E
	SP / Ref

	High expectations for pupils with SEND, combined with a realistic, honest approach
	E
	SP

	Child-centred with a deep commitment to inclusion, equity and dignity for every pupil
	E
	SP

	Resilient; calm under pressure
	E
	SP / Ref

	Integrity
	E
	SP / Ref

	Enthusiastic and optimistic with a solution-focused approach to problem solving
	E
	SP / Ref

	Self-awareness; knowledge of strengths and limitations
	E
	SP / Ref





