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Job Description - SEND Co-ordinator 
Responsible to: 	Headteacher/Director of SEND
Salary/Grade:		L7 – L9


Generic Responsibilities 
Statutory Compliance, Leadership and Governance

1. Liaise with the Headteacher, Governors, and Director of SEND to ensure the school meets its statutory responsibilities under the Equality Act 2010 and the SEND Code of Practice, including the implementation of reasonable adjustments for pupils with SEND.
2. Lead the strategic vision and development of inclusive SEND provision, fostering a culture of high expectations, inclusive pedagogy, and achievement for all learners in alignment with national guidance.
3. Demonstrate proactive engagement with national and local developments in SEND policy, provision, and emerging trends to ensure practice remains current, compliant, and responsive to evolving priorities.
4. Collaborate with colleagues to embed a whole-school ethos of equity, ambition, and confidence in meeting the needs of diverse learners.
5. Develop and implement the school’s SEND policy in accordance with statutory requirements and sector best practice.
6. Contribute to the quality assurance and monitoring of teaching and learning, and progress over time, with a focus for those on the SEND register, ensuring accurate record-keeping and demonstrable impact.
7. Lead the professional development of the whole staff community to build capacity, confidence, and accountability in delivering high-quality SEND impactful provision across the school.
8. Manage the deployment, line management, and ongoing development of support staff within the Special Educational Needs department.
9. Model and embed high quality multi-professional collaboration, advising governors, senior leaders, pastoral teams, and curriculum leads on the effective delivery of recommendations to supporting pupils with SEND.
10. Actively contribute to the wider strategic leadership of the school as a member of the Senior Leadership Team, with responsibilities aligned to whole-school priorities.



Key Responsibilities;
 
Operational/Strategic Planning  
1. Lead the identification and assessment of pupils with SEND, removing barriers to learning and disseminating specialist guidance to inform inclusive practice.
2. Communicate effectively and promptly with all stakeholders to manage referrals, statutory documentation, and ensure coordinated, compliant SEND support.
3. Ensure all staff have the knowledge, skills, and confidence to identify and meet pupil needs through high-quality teaching as the universal offer and appropriate reasonable adjustments, where appropriate.
4. Build capacity, expertise, and confidence across the school community to meet diverse needs through universal, inclusive high-quality teaching, offering challenge and support where necessary.
5. Lead the development and implementation of graduated approaches and strategies, embedding data informed robust Assess–Plan–Do–Review cycles to support early identification and effective intervention.
6. Ensure all statutory documentation, including EHCPs, support plans, SEND policy, and SEND Information Report, is current, outcome-focused, and aligned with provision, within set time frames.
7. Embed child-centred provision, ensuring meaningful pupil and parent voice is captured in line with the SEND Code of Practice and whole school procedures.
8. Oversee the day-to-day management of SEND provision, ensuring compliance, impact, and effective deployment of staff and resources.
9. Strategically assess, monitor, and evaluate SEND provision and pupil progress utilising data to produce reports for SLT and families that inform evidence-based decision-making and align policy with practice.
10. Strengthen everyday practice and accountability through robust quality assurance, identifying staff development needs to inform strategic planning aligned with school and SEND priorities.
11. Support staff in embedding inclusive practice and adaptive teaching strategies across the curriculum, ensuring challenge, consistency, and accountability.
12. Liaise with external agencies, parents/carers, and other educational settings to ensure continuity of support and provision, particularly during key transition phases.
13. To lead, collate information, apply for and provide exam access arrangements or reasonable adjustments in externally validated exams and internal assessments, where necessary, for students who would otherwise be at a substantial disadvantage due to their disability in accordance with JCQ guidelines.
14. Collaborate with Trust colleagues, partner schools, and external professionals to share best practice and drive innovation in SEND provision.
15. Lead departmental planning and financial applications to local authorities to ensure provision reflects pupil needs and aligns with strategic objectives.
16. Ensure departmental Health and Safety practices, including risk assessments, meet national standards and are regularly reviewed in collaboration with senior and pastoral leaders, Site Manager and any other relevant identified person.
17. Promote safeguarding and welfare across the school community, adhering to statutory guidance and school policy.
18. Uphold and implement all relevant school policies and procedures to ensure consistency and compliance.
Curriculum Provision and Development

1. Lead the development and delivery of specialised SEND provision, ensuring a diverse range of teaching approaches that align with the school’s strategic objectives.
2. Provide strategic leadership for the SEND department, driving continuous improvement and inclusive practice across the curriculum.
3. Coordinate, monitor, and evaluate targeted, evidence-based interventions to meet the needs of SEND pupils, ensuring measurable impact on progress, inclusion, and overall outcomes.
4. Collaborate with middle and senior leaders to ensure curriculum planning is inclusive and responsive to the needs of SEND pupils, using data to inform and challenge practice.
5. Maintain up-to-date knowledge of national developments in curriculum design, adaptive teaching, and inclusive methodologies.
6. Actively engage with national, regional, and local initiatives to ensure the school’s SEND provision remains current, innovative, and compliant, reflects national standards and emerging best practice, supporting high-quality outcomes for all learners.

Staffing (Staff development and recruitment/deployment of staff)

1. Establish and lead a skilled, high-performing team to deliver effective SEND support strategies and interventions.
2. Design and deliver impactful whole-school professional development focused on SEND and inclusive practice, aligned with strategic priorities.
3. Monitor and manage staff deployment to ensure statutory responsibilities are met and provision is responsive to pupil needs, securing positive outcomes.
4. Collaborate with senior leaders to identify staff development needs and implement targeted programmes that build capacity and strengthen accountability for SEND provision.
5. Oversee the efficient and effective deployment of support staff within the SEND department, ensuring positive outcomes and increased independence.
6. [bookmark: _GoBack]Conduct performance management reviews and act as a reviewer for designated staff, supporting professional growth and reflective practice.
7. Participate in recruitment processes for teaching and support staff, ensuring rigorous selection and effective induction in line with school procedures.
8. Foster a culture of collaboration and professional trust, promoting teamwork and motivating staff to maintain strong working relationships, for the benefit of all.
9. Contribute to the school’s Early Career Teacher (ECT) and Initial Teacher Training (ITT) programmes, supporting the development of inclusive practice from the outset.
10. Lead the day-to-day implementation of the SEND policy and manage departmental staff, modelling inclusive leadership and providing appropriate challenge and support.
11. Undertake Senior Leadership Team (SLT) link responsibilities in alignment with whole-school priorities.

Quality Assurance 
1. Ensure the effective operation of robust quality assurance systems, monitoring the provision for pupils and evaluating its impact on both academic and non-academic progress.
2. Support accurate and appropriate use of departmental targets, ensuring they are aligned with pupil needs and desired outcomes, and drive progress toward their achievement.
3. Define and embed consistent standards of good practice and expected outcomes across the department and wider school community.
4. Contribute to whole-school quality assurance processes, including lesson observations and work scrutiny, to support continuous improvement.
5. Implement and uphold school-wide quality procedures, ensuring consistent adherence within the department and across the school.
6. Monitor and evaluate departmental performance in line with agreed school procedures, using quality standards and performance criteria to inform improvement.
7. Ensure departmental quality assurance processes align with Self Evaluation requirements and strategically support the delivery of the School Improvement Plan.
8. Identify and implement adaptions to practice where necessary, ensuring alignment with evolving school priorities.

Management Information 
1. To ensure the maintenance of accurate and up to date information concerning the department on the management information system, ensuring compliance with legislation, including GDPR.
2. To analyse and evaluate performance data in in line with local and national trends.
3. To identify and take appropriate action on issues arising from data, systems and reports; setting deadlines where necessary and reviewing progress on the action taken
4. To produce reports within the quality assurance cycle for the department
5. In conjunction with the relevant member of the SLT, to manage the department’s collection of data.
6. To provide the Governing Body with relevant information relating to the departmental performance and development.

Communications 
1. Ensure all departmental staff are familiar with and aligned to its strategic aims, objectives, and priorities.
2. Establish and maintain effective communication with all stakeholders, including partner and feeder schools, external agencies, the Local Authority, and the multi-academy trust central team, to support coordinated, strategic SEND provision.
3. Engage confidently and positively with pupils, families, colleagues, and external professionals, promoting a child-centred and inclusive approach.
4. Communicate regularly across the school community, offering support, challenge, and guidance to foster collaborative practice and shared accountability.
5. Represent and model the department’s strategic vision, values, and priorities in all communications and interactions.

Marketing and Liaison 
1. Contribute to whole-school marketing and liaison activities, including the preparation of materials for press releases and promotional content.
2. Lead the development of effective subject links with partner schools and the wider community, representing the department at liaison events, Open Days, and other promotional opportunities.
3. Actively promote collaborative partnerships with external agencies to enhance subject relevance and inclusive practice.
4. Champion and promote the Local Offer, ensuring visibility and accessibility for families and stakeholders.

Management of Resources 

1. Manage departmental resources efficiently and in accordance with school policies and procedures, ensuring accurate record-keeping to support effective SEND provision and improve outcomes.
2. Complete statutory provision mapping and evaluate resource use to ensure alignment with best value principles and strategic priorities.
3. Collaborate with senior leaders to ensure departmental commitments are effectively timetabled and allocated appropriate learning environments.

Pastoral Systems 
1. Ensure the forensic use of data to monitor student attendance, progress, and performance against individual targets, ensuring timely follow-up and appropriate interventions where necessary.
2. Collaborate with pastoral staff to facilitate assessments and referrals, enabling the implementation of reasonable adjustments to support pupil wellbeing and access to learning.
3. Contribute to the delivery of PSHE, citizenship, and enterprise education in line with school policy, promoting personal development and social responsibility in preparation for adulthood.
4. Ensure consistent implementation of the Behaviour Management Policy to support a positive learning environment.
5. Provide expert advice and guidance on behaviour management strategies and reasonable adjustments for pupils with SEND, promoting inclusion and engagement.
6. Uphold all safeguarding responsibilities, ensuring the welfare of pupils is prioritised in accordance with statutory guidance and school policy.
 

Additional Duties
· To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage staff and students to follow this example. 
· To play a full role in the Senior Leadership of the school, contributing to the operational and strategic running of the school. 
· To undertake an appropriate programme of teaching in accordance with the duties of a standard scale teacher.
· To undertake any reasonable request of the Headteacher and accept any reasonably delegated additional responsibility from the Headteacher.



Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition 

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.
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