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SENCO post at Jakeman Nursery School
Working within the Gracelands Nursery School and Jakeman Nursery School cluster:
1 x SENCO – (permanent) Part time 0.5/0.6 MPS/UPS teacher with TLR2b from 1st September 2026

Job Description
SCHOOL: Jakeman Nursery School (cross cluster working also at Gracelands Nursery School)
JOB TITLE: SENCO (and Qualified Teacher)
GRADE: MPR/UPR with TLR2b
All persons working in this school/s:
· will have responsibility for promoting and safeguarding the welfare of every child.
· must adhere to the ethos of the school/s by promoting the agreed vision and aims of the school and set an example of personal integrity and professionalism.

Functional Liaison with: Executive Head Teacher, Deputy Head Teacher, Qualified Teacher, support staff team, external agencies
Job Purpose
To carry out the duties of SENCO at Gracelands Nursery School (full role) and Jakeman Nursery (supporting role). 
To assist the Executive Head Teacher and Deputy Head Teacher in the leadership and management of teaching and learning in the school, with particular focus on the teaching and learning of children with SEN/D, in order to achieve the outcome required by government regulations and the school improvement plan adopted by the Governing Body.
To determine the strategic development of Special Educational Needs (SEND) policy and provision in the school.
Professional Duties Overview
1a) Liaison - Individual pupil matters, including:
·  Teachers, learning mentors, teaching assistants, clerical assistants etc
·  Pupils
·  Parents/carers
·  Agencies outside the School
·  Other schools

1b) Liaison – Policy and Practice
·  Governors
·  SMT
·  Curriculum and Pastoral Co-ordinators/Link Teachers
·  Outside agencies such as Integrated Services
·  Extended cluster networks

2) Policy, Provision and Training
· Development
· Implementation
· Reviewing
· Contributing to interventions & initiatives 
· Participation in required essential training
· Participation in training for inclusion of children with specific needs

3) Developing Inclusive Practice through contributing to the implementation of:
· Standards for Inclusion
· DDA
· Accessibility plan

4) Training, advice, guidance and observation of staff

5) Selection, Induction, Management & Deployment of Staff

6) Co-ordinating IEPs and reviews etc.
· Identifying and monitoring of pupils with SEN
· High Focus Reviews
· Provision Plans
· Annual Reviews
· Ensuring records of pupils with SEN are maintained and kept up to date

7) Transition arrangements

8) Assessment co-ordination
· SEN Audit
· CRISP
· Additional, short-term assessments
· Providing feedback
· Common Assessment Framework

9) Resource Management
· Identification
· Information giving
· Advising
· Organisation/distribution/access
· Monitoring effectiveness etc
· Provision mapping.

10) Contributing to the management of SEN Notional Budget
There are a number of activities within the SENCo’s responsibilities, as well as particular times of year, that are likely to require intensive additional input and/or flexibility within essential duties time. These include:

· Record keeping and report writing for external agencies
· SEN Audit
· High Focus IEPs and Provision Plans
· Newly admitted pupils
· Tribunals and appeals
· Situations that require significant immediate short-term input
· Annual Reviews
Operational responsibilities
To fulfil the responsibilities of SENCO:
· Input in providing for the needs of all children through supporting class, group and individual teaching. Focus on planning and overseeing the learning and progress of all children with SEND.
· In collaboration with colleagues, identify children causing concern and ensure that appropriate referrals, assessments and provision is in place to identify SEND.
· Be available for both formal and informal consultations with parents.
· Communicate regularly with parents and champion Early intervention, signposting and referring for further support using the Early Help Assessment and SEND agencies.
· Foster good relationships with children, parents/ carers, colleagues and other professionals.
· Maintain the ethos of our school by encouraging good discipline within the provision and throughout the school and its grounds in line with the policies and procedures adopted by the school.
· Support staff in providing an attractive, well-ordered, stimulating and child centred learning environment that meets the needs of all pupils
· Participate in the appraisal programme.
· Participate in the arrangements for, and delivery of, in-service training and professional development.
· Monitor and evaluate the quality of provision around teaching and learning, pupil attainment and pupil progress of pupils with SEN/D
· Be at the forefront of subject development through attendance at courses, subject research and talking to other practitioners,
· Be available for consultation with staff who seek advice, helping to maintain a positive and supportive ethos in school.
· Provide guidance to colleagues on teaching children with SEND and advise on the graduated approach to SEND support.
· Be responsible for day-to-day operation of the SEN policy and teaching and co-ordination of specific provision to support individual children with SEN or a disability.
· Develop and review the school’s Accessibility Plan and Local Offer.
· Support the induction of staff new to the school, setting clear expectations for Inclusion and SEND.
· Report to Governing Bodies when appropriate.
· Maintain an accurate SEND register and oversee the completion and quality of quality first teaching provision maps and SEND/EAL interventions.
· Ensure records are maintained and kept up to date.
· Apply for funding

Strategic Development of SEND Policy and Provision
· Have a strategic overview of provision for children with SEND and EAL across the school, monitoring and reviewing the quality of provision.
· Contribute to school self-evaluation, particularly with respect to provision for children with SEND.
· Analyse assessment data for children with SEND; review assessment outcomes to monitor the emerging needs of children across the school and direct support as required.
· Make sure the SEND policy is put into practice and its objectives are reflected in the school development plan (SDP).

· Maintain up-to-date knowledge of national guidance and local initiatives that may affect the school’s policy and practice.
· Evaluate whether funding is being used effectively, and suggest changes to make funding more effective.

Other Professional Requirements 
· Adhere to the Risk Management Policy and notify your line manager of any identified risk.
· Be responsible for own health and safety at work and comply with the school’s health and safety policy at all times.
· To carry out the duties of a teacher in accordance with, and subject to, the current School Teachers’ Pay and Conditions document. SENCO role is non-class-based.
· To carry out such particular duties as the Executive Head Teacher or Deputy Head Teacher may reasonably direct. 
*A teacher on the upper pay scale shall meet the performance threshold standards as specified in the School Teachers’ Pay and Conditions document.

Line Management
Responsible to the Executive Head Teacher and Deputy Head Teacher
Supervision
Supervising Officer’s Job Title: Executive Head Teacher	
Level of supervision: 
1. Regularly supervised with work checked by supervisor
2. Left to work within establishment guidelines subject to scrutiny by supervisor
3. Plan own work to ensure the meeting of defined objectives

Review and Amendment
This job description is normally subject to annual review. It may be amended at the request of the Executive Head Teacher or the member of staff concerned, but only after full consultation with the member of staff.
Gracelands Nursery School and Jakeman Nursery School is committed to safeguarding and promoting the welfare of children and expect all staff, visiting professionals, parents, carers, students and volunteers to share this commitment.
Please note that the above is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade. It is not a comprehensive list of all tasks that the post holder will carry out. This job description may be amended at any time in consultation with the post holder. This job description sets out the duties of the post at the time it was published. The hours and job description may be modified depending on the needs of the school. The post holder may be required from time to time to undertake other duties within the school as may be reasonably expected, without changing the general character of the duties or the level of responsibility entailed. This is a common occurrence and would not justify a reconsideration of the grading of the post. The priorities for each year will be reviewed against this job description annually through performance management meetings.
SENCO Signature:					Date:
EHT Signature:						Date:
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