
 

 

 

SENCO 
Part-time 

Job Description  
 

 
 

Main duties/responsibilities 

General Duties 

Have overall responsibility for determining the strategic development of SEND policy and provision in 
the school.  

Have day-to-day responsibility for the coordination of SEND provision to support individual pupils.  

Advise on the deployment of the school’s delegated budget and other resources to meet pupils’ needs 
effectively.  

Liaise with the parents of pupils with SEND. 

Liaise with other schools, educational psychologists, health and social care professionals and other 
bodies with regards to SEND provision.  

Be the key point of contact with external agencies, particularly the LA and its support services, and 
ensure that these links are actively promoted.  

Liaise with potential next providers of education to ensure pupils and their parents are informed about 
their options, and that a smooth transition is planned. 

Work with the Headteacher and the governing board to ensure that the school meets its 
responsibilities under the Equality Act 2010 with regards to reasonable adjustments and access 
arrangements.  

Ensure the school keeps an accurate record of all pupils with SEND and that this remains up-to-date.  

 

 

 

Akiva School 
The Sternberg Centre for Judaism 

80 East End Road 
Finchley, London 

N3 2SY 
Tel: 020 8349 4980 

Email: sosborne@akivaschool.org 
 

Headteacher: Claire Silver 
 

Job title: SENCo – part-time 

Reports to (job title): Headteacher 

Level and scale point: L3 – L7   

Purpose of the Job: 

 
To ensure that all children with Special Educational Needs have 
an appropriate provision and that they receive a broad, well-
balanced and relevant education.   
 

mailto:sosborne@akivaschool.org


 

 

Undertake training and CPD to improve and maintain a well-rounded knowledge of SEND provision to 
ensure duties can be effectively performed.  

Ensure the specific requirements of pupils with SEND are understood and support measures are 
implemented effectively.  

Have a sound knowledge of how relevant legislation, including the ‘SEND Code of Practice’, impacts 
the school’s SEND provision.  

Participate in the implementation of EHC plans with parents of pupils with SEND, monitoring their 
impact and making any necessary adjustments to ensure pupils make progress. 

Maintain, update and evaluate the whole school provision map to ensure high quality support and cost 
effective use of resources, including staffing. 

Research and work alongside the deputy headteachers to coordinate intervention programmes, 
targeting appropriate groups and ensuring staff expertise is deployed appropriately. 

To oversee support and provision for pupils identified as LAC. 

To follow the ethos and core values of Akiva School as a Progressive Jewish School in order to 
support and enhance the Jewish/Zionist ethos of the school within and beyond the formal curriculum. 
 

To contribute to constructive team-building amongst all staff, parents, governors and the wider 
community. 

To be responsible and accountable for achieving the highest possible standards in work and conduct. 
 

To treat pupils with dignity, building relationships rooted in mutual respect, and at all times observing 
proper boundaries appropriate to a teacher’s professional position. 
 

Teaching and Learning 

Liaise with the headteacher to ensure an appropriate, broad, high-quality and cost-effective curriculum 
is delivered to pupils with SEND.   

Keep up-to-date with local and national developments in teaching pupils with SEND and communicate 
these to all members of staff.  

Monitor teaching and learning activities to ensure that they meet the specific needs of pupils with 
SEND.  

Leadership and Management 

Support staff members to understand the needs of pupils with SEND. 

Promote a safe and secure learning environment for pupils with SEND, and action improvement plans 
where necessary.  

Provide professional guidance to staff to secure good quality teaching for pupils with SEND.  This 
might be through structured monitoring and evaluation of all aspects of teaching and learning through 
lesson observations, feedback to teaching and support staff, work sampling and pupil conference.   

Guide staff in recognising and fulfilling their responsibilities to support pupils with SEND. 

Contribute to the performance management process of the Learning Support Assistants who work with 
pupils 1:1. 

Act as a point of contact and offer advice to staff seeking to learn more about, or develop skills relating 
to, SEND.   

Ensure the school’s SEND provision is inclusive at all levels.  

https://www.gov.uk/government/publications/send-code-of-practice-0-to-25


 

 

Contribute to curriculum planning to ensure that it reflects the needs of pupils with SEND.  

Help to cater for the needs of pupils with SEND by contributing to the effective deployment of learning 
support staff.   

Contribute to the School Development Plan as advised by the headteacher.  

Communication 

Contribute to leadership meetings by reporting on the effectiveness of SEND provision and sharing 
information with the key stakeholders. 

Ensure staff are aware of developments with regards to SEND provision and policy in their identified 
areas of responsibility. 

Talk to pupils with SEND and listen to their feedback, with a view to developing a more effective 
support system.  

Recording and Assessment 

Ensure that the school’s administrative work for SEND is effectively completed, including the following:  

 Learning support staff timetables 

 Contact with outside agencies, e.g. careers and outreach agencies  

 The implementation of behaviour support plans by staff and their understanding by pupils  

Work with teachers to set challenging targets for raising achievement amongst pupils with SEND.  

Manage the applications for pupils who require extra time in Statutory Tests. 

Staff Development 

Attending in-service training (INSET) and undertaking continuing professional development (CPD). 

Participate in staff meetings and other relevant meetings. 

Being actively involved in the performance management review process. 

Commitment to Equality 

To deliver the school’s commitment to equality of opportunity in the provision of its services.  All staff 
are expected to promote equality in the work place and in the services delivered.  
 

Safeguarding Responsibilities 

The SENCo post holder will form part of the Designated Safeguarding Team. 

In accordance with the School’s commitment to follow and adhere to the Department for Education’s 
‘Keeping Children Safe in Education’ and all other relevant guidance and legislation in respect of 
safeguarding children, you are required to demonstrate your commitment to promoting and 
safeguarding the welfare of children and young people in Akiva. All staff are required to maintain 
appropriate professional boundaries in relationships with all members of the Akiva community and 
outside agencies, and exercise sound professional judgment which always focuses upon the best 
interests of the pupils and Akiva. You are required to have satisfactory Enhanced DBS clearance. You 
must understand and carry out your duties in accordance with the responsibilities of being in a position 
of trust and despatch your duty of care appropriately at all times. You will be expected to present a 
consistently positive image of Akiva and uphold public trust and confidence at all times. 
 



 

 

 

 

Confidentiality 

During the course of your employment you may see, hear or have access to, information on matters of 
a confidential nature relating to the work of Akiva or to the health and personal affairs of students and 
staff. Under no circumstances should such information be divulged or passed on to any unauthorised 
person or organisation and you will be required to know when or what information can be shared and 
in what circumstances it is appropriate to do so.  
 

Data Protection 

During the course of your employment you will have access to data and personal information that must 
be processed in accordance with the terms and conditions of the General Data Protection Regulations 
(GDPR) 2018. This includes your responsibilities as a member of staff to process personal and 
sensitive data in an appropriate manner.  
 

General Expectations 

The duties may be varied to meet changed circumstances in a manner compatible with the post held, 
at the reasonable direction of the Headteacher.  This job description does not form part of the contract 
of employment.  It describes the way in which the teacher is expected and required to perform and 
complete the particular duties as set out above. 

Conditions of Employment 

- The post is subject to an enhanced DBS disclosure and suitability check. 
- The job description may be amended at any time according to the changing priorities of the 

school as identified within the school’s development plan, after discussion with the post holder. 

 
 


