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Post Reference:  2732 

Job Title: Special Educational Needs and Disabilities Coordinator 

(SENDCo) 

Grade: Leadership 1 to 5 (£51,773 to £57,137) 

Hours: Full Time 

Accountable to: Assistant Principal for Inclusion & Provision 

 

 

JOB DESCRIPTION 

Role: 

Leeds East Academy is seeking an experienced, dynamic, and committed Special 

Educational Needs and Disabilities Coordinator (SENDCo) to play a pivotal role in shaping 

and leading our SEND provision. Working closely with the Principal, Assistant Principal for 

Inclusion & Provision and the Senior Leadership Team, you will drive the strategic 

development of SEND across the academy and ensure the highest standards of support for 

our young people. 

As the named SENDCo, you will lead the continued development and effective 

implementation of our SEND policy, strengthening our well-established systems, structures 

and graduated provision. You will uphold high standards by championing an inclusive, 

ambitious vision where every student feels valued, respected and fully supported to 

achieve their potential. 

With strong expertise in SEND practice and extensive classroom experience, you will model 

high-quality, inclusive teaching and provide direct classroom support where required. You 

will lead casework, oversee statutory processes, coordinate robust intervention pathways, 

and monitor the progress of SEND learners to ensure timely, effective provision. 

Collaboration with families, external agencies and the wider student support team will be 

central to your role.  

This position requires an excellent communicator with exceptional organisational skills, the 

confidence to influence whole-school practice, and the drive to deliver a purposeful, 

impactful SEND provision. 

Job Description and  
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This role should be read in conjunction with the National Teachers’ Standards, post-

threshold standards and the responsibilities of the SENDCo as outlined in the SEND Code of 

Practice (2014). 

All post-holders at White Rose Academies Trust are responsible for improving the outcomes 

for learners and upholding the ethos of the academies. Keeping Children Safe in Education 

and the guidance for Safer Working Practices directs the work of every adult working at or 

associated with White Rose Academies Trust. 

 

 

 

General Duties and Responsibilities: 
 

Strategic development of SEND Policy and Provision:  

 

• Hold a strategic overview of SEND provision across the academy, routinely monitoring, 

evaluating, and reviewing the quality and impact of provision for all pupils with SEND. 

• Lead on statutory responsibilities relating to Education, Health and Care Plans (EHCPs), 

ensuring full compliance with the SEND Code of Practice. This includes coordinating 

annual reviews, monitoring progress against outcomes, ensuring provision is delivered as 

specified, and maintaining accurate, timely documentation and reporting. 

• Contribute to academy self-evaluation, specifically in relation to SEND provision, 

outcomes, inclusion, and wider school improvement priorities. 

• Ensure the SEND policy is implemented effectively, is consistently applied across the 

academy, and is clearly reflected within the Academy Development and Improvement 

Plan (ADIP). 

• Maintain current knowledge of national and local SEND developments, guidance, and 

statutory requirements, adapting academy practice as needed. 

• Evaluate the effective use of SEND funding, including notional SEND budgets and High 

Needs Funding, and make evidence-informed recommendations for maximising impact 

and value for money. 

• Work collaboratively with Quality of Education leaders to support the implementation of 

the quality assurance calendar, with a specific emphasis on quality-first teaching, 

adaptive teaching, work scrutiny, and strategic seating and interaction plans. 

• Design and lead a quality assurance cycle for Wave 2 interventions, including 

monitoring delivery, progress, and impact, and ensuring alignment with the SEND 

development plan. 

• Collaborate with key Senior and Middle Leaders to strengthen cross-leadership working 

that supports high standards of behaviour, attitudes, attendance, inclusion, and the 

wider personal development of students with SEND. 
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Implementation of the SEND Policy and Co-ordination of Provision:  

 

• Maintain an accurate SEND register, SEND monitoring register and provision map.  

• Provide guidance to colleagues on teaching students with SEND, adaptive teaching 

and effective strategies linked to specific need.   

• Advise on the graduated approach for pupils with SEND who require support.  

• Advise on the use of the academy's budget and other resources to meet students’ 

needs effectively, including staff deployment.  

• Be aware of the provision in the local offer.  

• Work effectively with feeder 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, attendance and behaviour data for students with SEND.  

• Ensure the efficient use of resources for pupils with SEND. 

• Implement, lead and quality assure intervention groups for SEND to evaluate their 

effectiveness.  

• Contribute to the whole school Continued Professional Development (CPD) 

programme to ensure that teachers understand and effectively apply a range of 

strategies to support students with SEND, including those outlined in Pupil Passports 

and additional personalisation of learning.  

 

Support for Students with SEND  

 

• Identify students’ SEND through high-quality assessment and application of the 

graduated approach (assess–plan–do–review). 

• Coordinate and monitor provision to ensure it meets identified needs, is delivered as 

specified, and has clear, measurable impact. 

• Secure appropriate external agency involvement, ensuring timely access to Wave 3 

and specialist services. 

• Maintain accurate, compliant SEND records, including provision maps, assessments, 

and statutory documentation. 

• Lead statutory EHCP reviews, ensuring co-production with families and students and 

completion within required timeframes. 

• Communicate regularly with parents and carers, fostering strong, collaborative 

relationships. 

• Ensure smooth transitions, sharing statutory information when students move settings 

and coordinating support for Year 6–7 and KS4–KS5 transitions. 

• Oversee robust screening and assessment for all students prior to entry, ensuring 

early identification of needs. 

• Work with careers and Post-16 providers to secure appropriate destinations and 

reduce NEET outcomes for students with SEND. 

• Promote full inclusion, ensuring students with SEND can access the curriculum, 

enrichment, and wider academy life. 
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• Work with the Designated Teacher for Children Looked After (CLA) where looked-

after students have SEND. 

• Support and monitor students in Connect, ensuring provision is appropriate and 

reintegration is planned and timely. 

• Quality assure the graduated approach for students in external provisions, ensuring 

key information and transitions are well managed. 

Leadership and Management  

 

• Work with the Principal, Senior Leadership Team and Local Accountability Board 

(LAB) to ensure that the academy meets its responsibilities under the Equality Act 

2010 in terms of reasonable adjustments and access arrangements.  

• Prepare and review key policy, including: the Academy Accessibility Plan, SEND 

Policy and SEND Information Report.   

• Contribute to the Academy Development and Improvement Plan (ADIP) and whole 

school policy.  

• Identify training needs for staff and how to meet professional development needs.  

• Lead professional development for staff in relation to SEND alongside adaptive 

teaching.  

• Promote an ethos and culture that supports the SEND Policy and promotes good 

outcomes for students with SEND.  

• Lead and manage the Assistant SENDCos, Learning Support Assistants and the SEND 

Learning Mentor. 

• Lead SEND staff appraisals in line with the whole school performance management 

process.  

• Review staff performance and provide coaching and support regularly.  

• Ensure that colleagues are provided with high-quality information in relation to a 

child’s SEND so they personalise learning accordingly.  

• Attend Senior Leadership and Local Accountability Board meetings in order to report 

on SEND strategic work progression and impact and contribute to wider leadership 

development work.  

 

Safeguarding  

 

• Liaise and collaborate with the Designated Safeguarding Lead (DSL) on matters of 

safeguarding and welfare for students with SEND.  

• Remain alert to the fact that students with SEND may be more vulnerable to 

safeguarding challenges.  
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Equal Opportunities: 

 

• To promote equal opportunities in education in order that all children and families 

will gain optimum benefit from the service provided. 

 

• To promote and ensure that all students and young people are happy, healthy, safe, 

successful and achieve economic wellbeing. 

 

 

 

Generic Staff Requirements: 

 

• Uphold the professional standards expected of every member of academy staff in 

all dealings with colleagues, students, parents/carers, and the wider community. 

• Adhere to the principles expressed in the aims of the academy and its mission 

statement. 

• Actively contribute to the continued development of the academy and self by 

attending training, participating in relevant meetings and appraisals, and putting 

forward ideas for improvement. 

• Be a positive, collaborative team member. 

• Apply academy policies in all aspects of the role. 

• Improve own practice through observation, evaluation, discussion with colleagues 

and appropriate CPD programmes. 

• Work collaboratively with colleagues, knowing when to seek help and advice. 

• Contribute to the overall ethos, work, and aims of the academy by attending 

relevant meetings, training days/events as requested. 

• Be aware of and comply with the academy policies and procedures e.g. 

safeguarding, child protection, health, safety and security, confidentiality, and data 

protection, reporting all concerns to an appropriate person. 

• Be responsible for safeguarding children and promoting their welfare and following 

child protection procedures. 

• Be aware of and support difference and ensure equality for all working in an anti-

discriminatory manner, upholding, and promoting the values, standards and equal 

opportunities of the academy. 

• Recognise and appropriately challenge any incidents of racism, bullying, 

harassment, victimisation, and any form of abuse of equal opportunities, ensuring 

compliance with relevant policies and procedures. 

 

Whilst every effort has been made to explain the main duties and responsibilities for the 

post, each individual task undertaken may not be identified. This job description may be 

changed by the Principal to reflect or anticipate changes in the job commensurate with 

the grade and job title. 

 

The post-holder may be required to take on additional responsibilities when necessary to 

ensure the effective running of the academy. 



 

  6 

Job Description and  
Person Specification 
 
  

 

All postholders are accountable through White Rose Academies Trust Performance 

Management Appraisal Policy. The Governors and Principals of White Rose Academies Trust 

are committed to safeguarding and promoting the welfare of children and young people 

and ensuring that safer recruiting procedures are in place.  

White Rose Academies Trust is committed to safeguarding and promoting the welfare of its 

students and expects all staff and volunteers to share the commitment. Appointments will 

be subject to Safer Recruitment Procedures and an enhanced level check with the 

Disclosure & Barring Service. Please note that a criminal record will not necessarily be a bar 

to obtaining employment; this will depend on the circumstances and background to any 

offence. 

 

Please note this role will involve contact with children and you will be engaging in 

regulated activity. It is an offence to apply for the role if you are barred from engaging in 

regulated activity relevant to children. 

 

We promote diversity and want a workforce which reflects the population of Leeds.  

Applications are welcome from all, irrespective of sex, sexuality, race, religion, marital 

status, age or disability. 
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PERSON SPECIFICATION 
The specific qualifications, experience, skills, and values required for the role are 

outlined below.  You should demonstrate your ability to meet these requirements by 

providing clear and concise examples on the application form. Each criteria is marked 

with whether it is an essential or desirable requirement, and at which point in the 

recruitment process it will be assessed. 

 

 

You should be able to demonstrate the  

following criteria: 

 

Measured by: 

A = Application Form 

T = Test/Exercise 

E = Essential I = Interview 

 R = References 

D = Desirable C= Certificate 

 

 

 Qualifications  

E Qualified Teacher Status (Please note, this is a requirement under the 

SEND Code of Practice).  

A C 

E National Award for SEN Co-ordination or National Professional 

Qualification (NPQ) for SENCos, or a willingness to complete the NPQ 

for SENCos within three years of being appointed (please note this is a 

requirement under the SEND Code of Practice).  

A C 

D Three-day Child Protection, or willingness to complete Child Protection 

training on appointment  

A C 

   

 

 Knowledge and Experience  

E Successful track record and significant previous experience as Middle / 

Senior Leader 

A R I 

E Experience of teaching  A R 

E Experience working at a whole school level  A R I 

E Involvement in self-evaluation and development planning  A R I 

E Experience of leading staff professional development A R I 

E Experience in accelerating the progress of groups of/individual 

students, particularly students with SEND. 

A R 

E Experience in the effective line management of colleagues  A R 

E Excellent knowledge of the SEND Code of Practice  A T I 

E A strong understanding of ‘quality first’ teaching and of effective, 

evidence informed intervention strategies 

A T I 
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E In-depth knowledge and understanding of national educational 

development and priorities around Inclusion and Special Educational 

Needs  

A T I 

E Knowledge, understanding and commitment to equality, diversity and 

inclusion informed by practical experience and application  

A I 

E Knowledge, understanding and commitment to safeguarding and 

promoting the welfare of students  

A I 

E A strong understanding and commitment to relational practice and 

de-escalation  

A I 

D Experience of leading a team through a period of change A I 

   

 

 Skills, Attributes, and Abilities  

E Data analysis skills and the ability to use data to inform provision 

planning  

T 

E Effective communication and interpersonal skills and to be able to 

work effectively as part of a team  

A R I 

E Ability to build effective working relationships with colleagues, families 

and students  

A R I 

E Ability to influence, negotiate and lead by example A, R 

E Highly organised with excellent record keeping skills  A R T 

E An effective classroom practitioner  A R T 

E Good working knowledge of assessment and classroom application  A R T 

E Good all-round ICT skills, including the ability to analyse and make 

effective use of data using a range of data sources relevant to the 

role  

A R T 

E Ability to deliver concise and evidence-based reports (both written 

and verbal) to a range of colleagues and stakeholders  

A R 

E Be driven, resilient, tenacious, reliable and flexible  A R 

E Able to manage priorities and deadlines holding self and others to 

account 

A R T I 

E Ability to form and maintain appropriate relationships and personal 

boundaries with students 

A R T I 

   

 

 Behavioural and other characteristics  

E An inclusive approach to education and a passion for making a 

difference 

A R I 

E Committed to continuous improvement   A R I 

E Commitment to getting the best outcomes for students and promoting 

the ethos and in partnership values of Leeds East Academy 

A I 

E Commitment to maintaining confidentiality at all times  A I R 
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E Carry out all duties having regard to an employee’s responsibility under 

Health and Safety Policies.  

A R 

E Willingness to actively participate in training and development 

activities to ensure up to date knowledge, skills and continuous 

professional development  

A R I 

   

 

The White Rose Academies Trust is committed to safeguarding and promoting the welfare 

of its students and expects all staff and volunteers to share the commitment. Appointments 

will be subject to Safer Recruitment Procedures and a DBS check. Please note this role will 

involve contact with children and you will be engaging in regulated activity. It is an 

offence to apply for the role if you are barred from engaging in regulated activity relevant 

to children. You can view our Safeguarding and Child Protection policy on our website. 

 

 

 

 


