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SENIOR LEADER STAFF JOB DESCRIPTION
	Post Title
	Assistant Headteacher, SENDCo

	
	
	
	
	

	
Main Job Purpose
	To lead the strategic development, coordination, and evaluation of provision for pupils with special educational needs and/or disabilities (SEND). 
As a member of the Senior Leadership Team, the postholder will ensure that SEND provision reflects national expectations, including the domains of the NPQ for SENCOs (school culture, statutory frameworks, identification of need, teaching, behaviour, leadership of provision, professional development, and implementation) and aligns with the principles and evidence frameworks used in SEND inspection. 
The SENDCo will work to ensure that all pupils with SEND can participate fully in school life, access high‑quality teaching, and achieve ambitious outcomes.
The postholder will hold a teaching timetable appropriate to their expertise to maintain close understanding of classroom practice and to model excellence.

	
	
	
	
	

	Grade
	L11-L15

	
	
	
	
	

	Working hours
	Full Time 32.5 hours per week 39 weeks per year.

	
	
	
	
	

	Main Duties

	
· Lead the strategic development of SEND provision across the school, ensuring inclusion is central to the school’s culture. 

· Monitor and review the quality of SEND provision through robust evaluation, using evidence aligned with inspection expectations. 

· Ensure statutory responsibilities outlined in the SEND Code of Practice are fully met, including all duties associated with the NPQ for SENCOs framework.

· Collaborate with the senior team to drive whole‑school improvement planning with a clear focus on outcomes for pupils with SEND. 

· Maintain up‑to‑date knowledge of national and regional SEND developments, using this to inform policy and practice. 

· Provide effective support and challenge for a team of SEND leaders and Teaching Assistants.

· Oversee the SEND leaders to ensure day‑to‑day operation of the SEND policy and coordinate personalised provision for pupils with SEND. 

· Maintain an accurate SEND register and detailed provision maps. 

· Collaborate with the senior team to oversee the school’s graduated approach, ensuring early identification, high‑quality classroom teaching, and targeted interventions. 

· Coordinate assessment, monitoring, and review processes for pupils with SEND, including statutory reviews. 

· Support transitions at key points within and beyond school, ensuring continuity of provision. 

· Teach an appropriate, negotiated timetable to model best practice and maintain current expertise in adaptive teaching.

· Provide guidance, coaching, and professional challenge for colleagues on effective teaching strategies and adaptive pedagogy, aligned with NPQ domains. 

· Work with curriculum leaders to ensure curriculum implementation is inclusive and ambitious for learners with SEND.

· Lead and monitor interventions, ensuring they are implemented with fidelity and evaluated for impact. 

· Act as a key point of contact for external agencies including educational psychology, health professionals, and specialist advisory services. 

· Maintain strong multi‑agency relationships to secure timely, effective support for pupils.

· Facilitate robust communication across partners, ensuring joined‑up assessment and planning.

· Build strong and trusting relationships with families, ensuring they are active partners in planning and review. 

· Ensure that student voice meaningfully informs SEND provision and planning.

· Provide clear, accessible guidance to families, especially around the graduated response, intervention pathways, and statutory processes.

· Lead the coordination, submission, and review of Education, Health and Care Plans (EHCPs), ensuring all statutory requirements are met. 

· Prepare and maintain high‑quality documentation for all statutory processes.

· Ensure accurate SEND records and evidence are available for inspection and monitoring.

· Be fully aware of, and signpost families to, the Local Offer as part of statutory guidance. 

· Lead and support staff working with pupils with SEND, including TAs and specialist roles.

· Ensure staff deployment reflects pupil need and supports high‑quality provision. 

· Evaluate whether SEND funding, including top‑up funding, is used effectively and propose improvements where appropriate. 


	
	
	
	
	

	Supervision and Management
	The postholder will provide strategic leadership and operational oversight for a SEND team that includes SEND leaders, an Inclusion Mentor, and a team of Teaching Assistants with a wide range of skills and experience. They will coordinate, guide, and develop this team to ensure high‑quality, consistent practice, effective deployment, and a collaborative, child‑centred approach to meeting pupils’ needs.


	
	
	
	
	

	Creativity and Innovation
	The postholder will contribute to a culture of continuous improvement by engaging with national SEND networks to bring fresh ideas, emerging research, and innovative practice into the school’s inclusive strategy. They will work collaboratively with fellow SLT members to design, implement, and refine whole‑school approaches to inclusion, ensuring creative solutions that enhance provision and remove barriers for all learners.

	
	
	
	
	

	Decision Making
	The postholder will make informed decisions within the framework of school policies, statutory SEND requirements, and evidence‑based practice, using assessment information, team expertise, and pupil need to guide their judgements. They will exercise initiative in resolving day‑to‑day operational matters while escalating complex or high‑risk decisions appropriately through the Senior Leadership Team to ensure consistency, safeguarding, and alignment with whole‑school inclusion priorities.

	
	
	
	
	

	Key Contacts and Relationships
	The postholder will develop and sustain positive, professional relationships with pupils, staff, parents and carers, as well as a wide range of external partners including educational psychologists, health and social care professionals, the Educational Welfare Officer, and other specialist agencies. They will play a key role in fostering strong, collaborative partnerships that support early identification, holistic intervention, and seamless communication across all aspects of inclusion.

	
	

	Resources

	The postholder will ensure that resources allocated to supporting students with SEND — including specialist equipment, intervention materials, and staff time — are used efficiently, responsibly, and in direct response to identified need. They will oversee the effective deployment of the SEND team, ensuring that all resources are carefully managed, well‑organised, and aligned with strategic priorities to maximise their impact on students’ learning and wellbeing.

	
	
	
	
	

	Working Environment
	The postholder will work across the school in a dynamic and varied environment, engaging with students, staff, families, and external agencies in classrooms, intervention spaces, and shared learning areas to ensure inclusive practice is embedded throughout. They must be able to adapt their approach to different settings and situations, maintaining high standards of professionalism, safeguarding, and care while supporting a diverse range of needs within a busy, student‑centred school community.

	
	
	
	
	

	Person Specification

	
Experience

· Significant, successful experience teaching students with a wide range of SEND in mainstream or specialist settings.

· Demonstrable experience coordinating and delivering SEND provision using the graduated approach. 

· Experience working with external agencies including educational psychology, health professionals, and social care. 

· Experience analysing assessment data to identify need and inform provision. 

· Experience coaching, mentoring, or developing colleagues. 

· Experience contributing to whole‑school improvement and policy development would be advantageous but not essential.

· Understanding of the NPQ for SENCO framework, including domains such as identification of need, behaviour, teaching, and leading provision



Qualifications
· Qualified Teacher Status (QTS)

· National Award for SEN Coordination (NASENCO) or willingness to complete it within the required timeframe.

· Evidence of ongoing professional development in SEND, inclusion, safeguarding, or leadership

· Additional specialist qualifications (e.g., dyslexia, autism, SEMH, cognition and learning) are desirable.

Skills & Knowledge
· Ability to lead, inspire, and influence staff at all levels.

· Excellent communication skills, including the ability to work sensitively with parents and carers.

· Strong organisational and time‑management skills, with the ability to prioritise strategically.

· Confident in analysing data, writing reports, and presenting information to senior leaders and governors.

· Skilled in conflict resolution, problem‑solving, and supporting staff with behaviour and SEND‑related challenges.

· Ability to model high‑quality inclusive practice and coach others to improve.

· Competence in managing SEND systems, digital platforms, and record‑keeping
Personal Qualities

· A child‑centred approach with unwavering commitment to inclusion and equity.

· Empathy, patience, and emotional intelligence when supporting pupils, families, and staff.

· Resilience and the ability to remain calm and solution‑focused under pressure.

· Reflective, proactive, and committed to continuous improvement.

· High professional standards, integrity, and a strong sense of accountability.

· Ability to build positive relationships and foster a culture of collaboration.
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