
  

  

 

 

 

 

Job Description 

 

Job Title:  SENDCo 

Responsible to:  Headteacher of both St. Mary’s Evesham and Broadway 

Job Purpose:  
The SENDCo, under the direction of the Headteacher, will: 

• Managing the implementation of the SEND policy and specific provision to support 

individual pupils with SEND, including those who have EHC Plans.   

• Providing professional guidance to colleagues and working collaboratively with staff, 

parents and wider external agencies.  

• Contributing to the development and implementation of school policies and 

procedures to ensure the safety, well-being and academic success of all pupils. 

Salary:  M1 – UPS3 plus TLR of £1,500 - £2,538 depending on qulaifications 

Main Responsibilities: 

 

Catholic life and Mission 

 

Across both St. Mary’s Catholic Primary Broadway and St. Mary’s Catholic Primary School Evesham, draw 

on the person, life, and teachings of Jesus Christ to create a shared vision and strategic plan, which inspires 

and motivates pupils, staff, and all other members of the community. The vision should explore Gospel 

virtues and values, moral purpose and be inclusive of stakeholders’ values and beliefs. The strategic planning 

process is critical to sustaining school improvement and ensuring that the school moves forward for the 

benefit of its pupils. 

• The vision must reflect its distinctive Catholic character, in accordance with the provisions of the Diocesan 

Trust Deed, based on what it means to be fully human as revealed in the person, life and teachings of Jesus 

Christ. 

 

Key Responsibilities 

 

Strategic development of SEND policy and provision: 

 

• Have a strategic overview of provision for pupils with SEN or a disability across the school; monitoring and 

reviewing the quality of provision 

• Contribute to school self-evaluation, particularly with respect to provision for pupils with SEN or a 

disability 

• Make sure the SEND policy is put into practice and its objectives are reflected in the school improvement 

plan (SIP) 

• Maintain up-to-date knowledge of national and local initiatives that may affect the school’s policy and 

practice 

• Evaluate whether funding is being used effectively and suggest changes to make use of funding more 

effective. 

 

 

Operation of the SEN policy and co-ordination of provision: 

 

• Maintain an accurate SEND register and provision map 

• Provide guidance to colleagues on teaching pupils with SEN or a disability, and advise on the graduated 

approach to SEN support 

• Advise on the use of the school’s budget and other resources to meet pupils’ needs effectively, including 

staff deployment 

• Be aware of the provision in the local offer 

• Work with early years providers, other 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 data for pupils with SEN or a disability 

• Implement and lead intervention groups for pupils with SEN, and evaluate their effectiveness 

 

Support for pupils with SEN or a disability: 

 

• Identify a pupil’s SEN 

• Co-ordinate provision that meets the pupil’s needs, and monitor its effectiveness 

• Secure relevant services for the pupil 

• Ensure records are maintained and kept up to date 

• Review the education, health and care plan (EHCP) with parents or carers and the pupil 

• Communicate regularly with parents/carers 

• Ensure if the pupil transfers to another school, all relevant information is conveyed to that school, and 

support a smooth transition for the pupil 

• Promote the pupil’s inclusion in the school community and access to the curriculum, facilities and extra-

curricular activities 

• Work with the designated teacher for looked-after children (LAC), where a looked-after pupil has SEN or 

a disability 

 

Leadership and management: 

 

• Work with the Principal and Governors to ensure the school meets its responsibilities under the Equality 

Act 2010 in terms of reasonable adjustments and access arrangements 

• Prepare and review information the governing board is required to publish 

• Contribute to the School Improvement Plan and whole-school policy 

• Identify training needs for staff and how to meet these needs 

• Lead INSET for staff 

• Share procedural information, such as the school’s SEN policy 

• Promote an ethos and culture that supports the school’s SEN policy and promotes good outcomes for 

pupils with SEN or a disability 

• Where the role involves line management, add and amend as necessary: 

• Lead and manage TAs working with pupils with SEN or a disability 

• Lead staff appraisals and produce appraisal reports 

• Review staff performance on an ongoing basis. 

 

Safeguarding: 

 

• Liaise and collaborate with the designated safeguarding lead (DSL) on matters of safeguarding and welfare 

for pupils with SEND 

• Remain alert to the fact that pupils with SEN may be more vulnerable to safeguarding challenges 

• The SENDCo will be required to safeguard and promote the welfare of children and young people and 

follow school policies and the staff code of conduct. 

 

Other 

• To always support the Catholic ethos of the Multi Academy Company by promoting the agreed vision and 

aims and setting an example of personal integrity and professionalism.  

• To adhere to the Multi Academy Company policies & procedures.  

• To maintain personal and professional development to meet the changing demands of the post, participating 

in appropriate training activities.  

• Other duties as may be determined from time to time within the general scope of the post.  

• Duties and responsibilities outside of the post will only be required with the agreement of the post holder. 

• The Multi Academy Company reserves the right to require you to work at such other place or places as it 

may reasonably require from time to time subject to the provision of reasonable notice. 

• The Multi Academy Company is committed to safeguarding and promoting the welfare of children and 

young people and expects all staff and volunteers to share this commitment. 

• The successful candidate will be subject to all pre-employment checks necessary to meet safer recruitment 

requirements, including a satisfactory enhanced DBS check. 



 
 

Whilst every effort has been made to explain the main duties and responsibilities of the post, this job description is not a 

comprehensive statement of procedures and tasks but sets out the main expectations of the Multi Academy Company in 

relation to the post-holder’s professional responsibilities and duties, all individual tasks undertaken may not be identified.  

This job description is current at the date shown, but, in consultation with you, may be changed by the Multi Academy 

Company to reflect or anticipate changes in the job commensurate within the grade and job title.  


