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Job Description Template (update 31.10.2025)

	Role
	SENDCO
	School/Department
	Trust Schools 

	Grade
	MPR/UPR + TLR allowance
	Reports to
	Headteacher

	Purpose 
	To lead and strategically develop SEND provision across the school; uphold the values and ethos of Maiden Erlegh Trust through the effective implementation of school and Trust policies and procedures; share in the leadership and corporate responsibility of the school; provide leadership and management of support for students with Special Educational Needs and Disabilities; advise school and Trust leaders on the implementation of the SEND Code of Practice, the Equality Act and related legal frameworks and guidance; support school and Trust leadership in securing ambitious, high-quality education for all students, continuous school improvement and ongoing staff development; ensure the school is prepared for Ofsted inspections and benchmarking visits; contribute to the work of the Trust SEND portfolio as reasonably directed by the Headteacher or delegate; liaise effectively with external agencies and the local authority to ensure robust SEND provision, planning and monitoring arrangements; and ensure SEND financial processes are accurately managed in collaboration with the School Business Manager.

	Scope 
	Staff responsibilities:
	Financial Accountability:

	
	Line management responsibility for the SEND team. Staff group: SEND and support staff.
	To work with the School Business Manager to manage and monitor the SEND budget.

	Key accountabilities

	The postholder is accountable for the strategic leadership and co-ordination of SEND provision, ensuring compliance with statutory requirements, national developments and school and Trust expectations relating to Special Educational Needs and Disabilities. The postholder will work collaboratively with the Trust Inclusion Director to ensure consistency of provision and policy across the Trust and will ensure the precise and timely completion of statutory documentation including EHCP applications, Annual Reviews, case conferences and provision plans. The postholder will also ensure staff understand the needs of students with SEND and can effectively meet these needs within and beyond the classroom to strengthen inclusive practice and improve outcomes for students with SEND.
The postholder is accountable for developing and maintaining effective partnerships with the Local Authority, schools and external agencies, and for ensuring school policies and procedures are consistently implemented within SEND provision. The postholder will ensure baseline testing and examination access arrangements are completed within required deadlines and that departmental evaluation and improvement planning are robust, monitored and responsive to identified priorities.
The postholder is accountable for ensuring compliance with Health and Safety requirements within the SEND provision and for ensuring SEND provision meets all statutory requirements. The postholder will secure high standards of teaching, learning, progress and outcomes for students with SEND across all key stages, ensure the effective use of resources, and support the ongoing development and effective use of ICT within SEND provision for teaching, learning and administration.


	Relationships
	The postholder will build positive, professional relationships with a wide range of stakeholders, including Trust and school leaders, colleagues across Maiden Erlegh Trust, students, parents and carers, plus external partners. These relationships are central to creating a collaborative, supportive environment that enables shared success and strong outcomes for all.

	Supporting Maiden Erlegh Trust
	The postholder may occasionally support other Maiden Erlegh Trust schools, promoting collaboration, professional growth, and the sharing of effective practice. This cross-Trust work provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community.

	Main duties and accountabilities

	Teaching and Learning
• Advise the Headteacher and senior leaders on developments in SEND provision, legislation and policy.
• Ensure high-quality SEND provision that supports ambitious teaching, learning and outcomes for all students with SEND to promote equitable access to learning and sustained student progress.
• Support colleagues to develop effective inclusive classroom practice and appropriate adaptations for students with SEND.
• Provide appropriate, co-ordinated and targeted training to improve SEND outcomes across the school.
• Continually develop professional knowledge, understanding and practice relating to Special Educational Needs and Disabilities.
• Work collaboratively with Trust colleagues to support consistent SEND practice, policy and provision across schools.
• Contribute to the collective ethos of the school by promoting high professional standards and positive student conduct.
• Support the development and implementation of inclusive teaching strategies and effective intervention approaches.
• Assist with primary to secondary transition arrangements in collaboration with pastoral leaders and external partners
Assessment
• Ensure accurate and timely completion of statutory SEND documentation, including EHCP applications, Annual Reviews, provision plans and case conferences.
• Monitor and evaluate SEND provision and student outcomes to ensure interventions are effective and responsive to need.
• Ensure baseline assessments, testing arrangements and examination access arrangements are completed within required timescales.
• Maintain accurate SEND records and ensure statutory reporting requirements are met.
• Prepare and maintain the school’s SEND Information Report and ensure website compliance.
• Use evaluation, monitoring and review processes to identify priorities and inform SEND development planning
Behaviour Management and Student Wellbeing
• Promote a safe, inclusive and supportive environment for students with SEND.
• Ensure safeguarding, behaviour, attendance, health and safety and wellbeing procedures are implemented consistently within SEND provision.
• Support colleagues in meeting the behavioural, emotional and social needs of students with SEND.
• Work collaboratively with families, external agencies and pastoral teams to support student wellbeing and engagement.
• Ensure concerns relating to safeguarding, wellbeing or health and safety are reported and managed in line with Trust policy and statutory requirements.
Pastoral and Inclusion
• Lead and co-ordinate provision for students with SEND across the school.
• Develop and maintain effective relationships with parents, carers, external agencies, Local Authority representatives and other professionals.
• Promote inclusive practice across the school community to help ensure all students feel supported, valued and able to succeed.
• Ensure staff understand the needs of students with SEND and how best to support them within and beyond the classroom.
• Support leaders and colleagues to ensure SEND provision aligns with wider school improvement priorities and inclusive practice expectations.
• Contribute to Trust-wide SEND development through attendance at Trust network meetings and collaborative activities.
Trust Culture
• Uphold and actively promote the values, ethos and strategic priorities of Maiden Erlegh Trust.
• Contribute positively to collaborative working across the school and Trust.
• Model professionalism, integrity and high expectations in all aspects of the role.
• Support Trust and school policies, procedures and improvement priorities.
• Participate in Trust-wide initiatives, meetings and professional development activities as required.
Other
• Have, or be working towards, the National Qualification for SENCO.
• Line manage and appraise staff, setting appropriate but challenging objectives and supporting professional development.
• Assist school leaders in the appointment and induction of staff where required.
• Ensure effective deployment and use of SEND resources and staffing.
• Carry out any other reasonable duties commensurate with the grade and responsibilities of the post as directed by the Headteacher.


	Other requirements and responsibilities

	· Enhanced DBS clearance required.
· The duties outlined in this job description must be carried out in accordance with the provisions of the latest School Teachers’ Pay and Conditions Document as adopted by Maiden Erlegh Trust and all relevant Trust policies and procedures.
· The postholder is required to safeguard and promote the welfare of children and young people, follow school and Trust safeguarding procedures at all times, and report any safeguarding concerns immediately in line with statutory guidance and Trust policy.
· The postholder is required to comply with all Health and Safety requirements, GDPR obligations, equality duties and professional expectations relevant to the role.
· The Trust retains the right to implement changes in job descriptions to reflect changes in the demands of the post. Where this is necessary, this will be done in consultation with the postholder.









Person Specification 

	
Role 


	SENDCO
	School/Department 
	Trust School

	Qualifications, training and education 
	  Qualified Teacher Status. 
  Honours Degree or equivalent. 
  Evidence of professional development. 
  SENCO Qualification or commitment to work towards it

	Skills and abilities 
	Teaching and learning
  Experience of working with students with special educational needs, including but not limited to Autism and social, emotional and mental health difficulties. 
  Ability to plan and teach differentiated lessons and support colleagues to further develop pupil progress and inclusion. 
  Ability to promote ambitious outcomes for learners across all aspects of their education and transition planning. 
  Experience of implementing strategies to improve curriculum delivery, teaching, learning and formative assessment. 
  Ability to monitor and evaluate the effectiveness of teaching, learning and curriculum provision. 
  Ability to use performance data, external evaluation and other evidence to monitor and improve student outcomes. 
  Experience of developing and sustaining a culture of inclusion, high expectations and ambitious standards of achievement. 
  Evidence of sustained and successful leadership of whole-school improvement initiatives. 
  Experience of leading and contributing to strategic and collaborative planning that develops a coherent and shared vision. 
  Ability to hold individuals and teams to account for student outcomes and professional performance. 
  Evidence of successfully implementing change and evaluating impact within agreed timescales. 
  Commitment to working collaboratively as part of a wider Trust for the benefit of children and young people. 
  Ability to consistently engage, motivate and inspire students, colleagues and parents. 
  Holds high expectations for children and young people and those who work with them.

Communication
  Ability to communicate effectively with a range of audiences, including children, young people, parents, carers and external professionals.
  Ability to build and maintain positive interpersonal relationships that support individual and team development.
  Ability to work successfully with educational partners and external agencies to improve outcomes for children and young people.
  Ability to establish and maintain effective relationships with parents, carers, schools, external agencies and the wider community
  Ability to provide professional challenge and support to individuals and teams.
  Commitment to ethical leadership, openness and collaborative working.

Organisation and planning
  Evidence of successfully planning, managing and evaluating the impact of significant whole-school improvement.
  Ability to establish and maintain effective organisational structures, systems, policies and practices.
  Ability to manage and prioritise competing demands within agreed deadlines.
  Experience of quality assurance systems, including school improvement, self-evaluation and performance management.
  Ability to distribute leadership responsibilities appropriately and maintain accountability for outcomes.
  Ability to analyse information and demonstrate initiative in problem solving.

Behaviour management
  Understanding of strategies that support positive behaviour, engagement and inclusion for students with additional needs.
  Ability to promote high expectations and consistent standards of conduct and behaviour.

Pastoral and inclusion
  Commitment to raising opportunities, participation and progression for learners with additional needs
  Genuine interest in supporting children and young people with SEMH and additional needs.
  Experience of supporting vulnerable learners and promoting inclusive practice across a school community.
  Understanding of safeguarding procedures and the importance of maintaining a safeguarding culture.
  Experience of successfully line managing and mentoring colleagues to improve performance and sustain progress.
  Ability to reflect constructively on feedback and identify areas for personal and professional development.
  Personal and professional integrity, including modelling organisational values and vision.
  Demonstrates resilience, kindness, optimism and professionalism.




	Requirements specific to the role 
	· All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.
· To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required 
· Suitability to work with children. 
· Enhanced Disclosure and Barring Service clearance required. 
· Ability to work collaboratively across the Trust and with external agencies to support statutory SEND responsibilities. 
· Commitment to maintaining confidentiality and professional standards at all times.




Maiden Erlegh Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
	Signed:
Post holder
	

	Date:
	




Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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