
 
                              Orchard Primary School Job Description: SENDCO  

 

 
 

General 
Description of 

the post 

To be a highly effective professional and role model who demonstrates thorough curriculum 
knowledge, can teach and assess effectively, take responsibility for their own and others’ 

professional development and has pupils who achieve consistently well. 
 

Job purpose Leadership: 
 

 To take responsibility for the day to day operation of provision made by the school for SEND 

 Key purpose of the post: to provide professional guidance in priority areas linked to school 
improvement in order to secure high quality teaching and learning and the effective use of 
resources to bring about improved standards of achievement for all pupils, but particularly those 
with SEND 

 To undertake appraisal for Support Staff if required to do so. 
 

General: 
 

 To monitor and support the overall progress and development of pupils. 

 To facilitate and encourage a learning experience which provides pupils with the opportunity to 
achieve their individual potential. 

 To contribute to raising standards of pupil attainment. 

 To share and support the school’s responsibility to provide and monitor opportunities for 
personal growth end enjoyment. 
 

To whom the 
post-holder 
reports to 

The post-holder is responsible to the: 
 

 Headteacher  in all matters 

 The post-holder is also expected to interact on a professional level with colleagues in order to 
promote a mutual understanding of the school curriculum (including SEND) with a view to 
raising standards. 

 The post-holder will also be expected to network and liaise with SENDCOs across the family of 
schools and wider, to ensure a consistency of approach. 

 The post-holder will also interact with Local Authority advisory staff in the process of analysing 
pupil achievement and planning for school improvement if required to do so. 

 

The persons 
line managed 
by the post-

holder 

The post-holder is responsible for: 
 

 The coaching, mentoring and development of all teaching staff across the school on issues 
relating to Inclusion and SEND. 

 The coaching, mentoring and development of all support staff across the school on issues 
relating to Inclusion, SEND and specifically, intervention strategies. 
 

Duties and 
responsibilities 
specific to the 

post 

Strategic Direction: 
 

 Develop, implement, monitor and maintain SEND and Inclusion policies and practices which 
reflect the school’s commitment to high achievement and which are consistent with national 
and school / college strategies and policies. 

 Establish short, medium and long term plans for the development and resourcing of SEND 
provision. 

 Co-ordinate the collation of Support Plans and short term target-setting. 

 Monitor the progress made in achieving plans and targets, and evaluate the impact on 
teaching and learning. 

 Manage the professional development of staff within the SEND area and evaluate the impact 
on teaching and learning. 

 Coach all members of staff across the school to recognise and fulfil their statutory 
responsibilities to pupils regarding SEND and Inclusion issues. 



 Disseminate good practice relating to SEND through INSET, coaching and mentoring 
mechanisms. 

 Take the lead role in guidance and support of pupils with SEND. 
 

 Develop, implement, monitor and maintain Key Policies linked to school improvement and 
practices which reflect the school’s commitment to high achievement.  

 Establish short, medium and long term Action Plans in relation to the subjects co-ordinated 
and areas led, and review and evaluate the impact on teaching and learning. 

 
Teaching and Learning: 
 

 Provide guidance on a choice of appropriate teaching and learning methods and coaching 
relating to the delivery of these methods. 

 Work with small groups of pupils or individuals on specific intervention strategies where 
appropriate. 

 Develop and implement systems for recording individual pupils’ progress, and collect and 
interpret specialist assessment data. 

 Ensure schemes of work are differentiated appropriately and evaluate the impact on teaching 
and learning. 

 Evaluate the quality of teaching and standards of achievement /attainment for SEND pupils 
and set targets for quality controlled improvement in relation to the SEN/ Inclusion Action 
Plan. 

 Take a lead role in ensuring high quality teaching and learning for SEND pupils within the 
school. 

 Take a lead role in supporting the Headteacher to maintain a high standard within the school 
by ensuring good behaviour is promoted. 

 
Leading and managing staff: 
 

 Develop an understanding of SENS and Intervention strategies across teams and individuals 
with the view of enhancing performance in this area. 

 Develop coaching and mentoring systems to ensure the support and development of all staff, 
especially those working within the SEND area. 

 Plan, delegate and evaluate work carried out by team(s) and individuals, and ensure a 
consistent approach across the school regarding SEND provision. 

 Promote a positive, creative and collaborative working environment. 

 Create, maintain and enhance effective relationships. 
 
Resource Management: 
 

 Identify resources needed to meet the needs of pupils and advise the Headteacher and 
Governing Body of priorities for expenditure. 

 Monitor and control the use of these resources. 
 

General: 
 

 To contribute to the achievement of the school’s development plan and its implementation. 

 To contribute to the whole school’s planning activities.  

 To assist in the development of appropriate syllabuses, resources, schemes of work, marking 
policies and teaching strategies in the Curriculum. 

 To maintain high levels of behaviour and discipline in line with the school’s Behaviour Policy. 
 
Curriculum Leadership: 
 

 Develop own expertise and keep abreast of the curriculum through research, CPD etc. 

 To produce in consultation with colleagues written policies and guidance. 

 To draw up and monitor subject action plans. 

 To implement and monitor targeted interventions used across the curriculum. 



 To monitor the effective use of curriculum resources. 

 Ensure ‘Best Value’ in the procurement of curriculum resources. 

 Ensure legal compliance with statutory curriculum guidance. 

 Coach colleagues to ensure good practice in particular subject areas where appropriate. 

 Network and liaise with colleagues in other schools to ensure equity and continuity in the 
curriculum. 

 Support the Headteacher in the management and organisation of relevant groupings of 
children to ensure effective teaching and learning takes place and that children's personal 
development needs are met. 

 Support the Headteacher in the monitoring of the quality of teaching and children's 
achievements including the analysis of performance data. 

 
Professional relationships: 
 

 To establish positive and highly effective professional relationships and communication with 
pupils, colleagues and parents.  

 Play a key role in liaison with other schools, the wider community and other stakeholders. 

 To have a significant impact on developing the school in key strategic areas, playing a pro-
active role in leading colleagues and/or building school-wide teams to improve provision and 
outcomes.  

 To support good practice in own school and beyond (where applicable). 
 
Professional Development: 
 

 Take a pro-active role in identifying areas for professional development, accessing relevant 
support, advice and professional development from colleagues. 

 Be a role model as a highly knowledgeable and reflective practitioner.  

 Take initiative and play a pro-active role in providing effective coaching, mentoring and wider 
professional development to colleagues across a range of school contexts. 

 Use the performance management process to advance pupil learning and enhance 
professional practice in line with the school’s aspirations and priorities. 
 

Generic duties 
and 

responsibilities 

To work within the framework of national legislation and in accordance with the provisions of the 
School Teachers Pay and Conditions Document. In addition the post is subject to compliance with: 
 

 School policies and guidelines on the curriculum and school organisation 

 County policies 

 National Standards for SENCOs 

 National Professional Standards for Teachers 

 The Conditions of Service for School Teachers in England and Wales and with locally agreed 
conditions of employment 

 SEN Code of Practice 

 Common core of skills and knowledge for the children’s workforce.  
 
The duties and responsibilities detailed within this job description should be supplemented by 
those accountabilities, roles and responsibilities common to all classroom teachers, as set out 
within the School Teachers Pay and Conditions Document. 
 

 
 
 


