
 

 

  
Priory School (Foundation) 

Job Description: SENDCo 

 

Responsible to: Deputy Headteacher 

Level and Point: MPS/UPS + Sen Allowance 

Main Purpose of the job: 
The fundamental task of the SENCO is to ensure that children with SEND receive targeted support to achieve their full 

potential and meet the requirements set out in their Educational Health Care Plans.    

To work with the Deputy Headteacher in charge of Inclusion in determining the strategic development of SEND policy 

and provision in the school. 

Responsibilities: 

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

 Advise on the graduated approach to providing SEND support. 

 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 early years providers (where required), 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 Deputy 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. 

 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. 

 Understand how the needs of pupils with SEND change as they get older. 

 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. 

 Liaise with the Deputy 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.  

 Support class teachers and support staff to identify barriers to learning for children with SEND and devise strategies 
to overcome these.  Provide and source relevant training where appropriate to meet these needs. 

  

Leadership and Management 

 Coordinate and support the full SEND team 

 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. 

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

 Contribute to the performance management process of any SEND teachers, learning support staff and TAs.  



 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.  

 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 creation of an effective SDP which appropriately considers the needs of pupils with SEND.  

 Ensure that learning support staff are supervised effectively. 

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 

 Reading timetables for pupils 

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

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

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. 

Safeguarding and Behaviour 

Priory School takes the safeguarding of all children very seriously.  We follow all safeguarding and safer recruitment 
legislation.  All staff are expected to read, understand and follow school safeguarding policies at all times.  Staff will also 
be expected to read, understand and follow the Keeping Children Safe in Education legislation.  Staff are expected to 
attend regular training sessions to ensure that safeguarding remains a priory and so they are aware of any updates that 
have been published to the legislation. 

All staff are expected to be aware of and comply with the school’s Behaviour Policy.  All staff are expected to maintain a 
positive attitude, lead by example and encourage high standards of pupil behaviour. 

Compliance 

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 Priory School or to the health and personal affairs of pupils, parents 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. 

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. 

The post holder must be aware that any information held by the School in theory could be requested by the public, including 
emails and minutes of meetings.  It is therefore essential that records are accurately recorded and maintained in 
accordance with the School’s policies and procedures. 

No smoking or intoxicants are permitted in any part of the premises or grounds managed, leased or owned by Priory 
School.  No smoking or intoxicants are permitted in school vehicles or in any vehicle parked on school premises.   Smoking 
of any product and the consumption of alcohol on the school site are strictly forbidden. 

   


