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	Job Title:   
	SENCO


	Responsible to: 
	Headteacher 


	Salary Grade:
	MPS/UPS with TLR2




	Main Job Purpose: 


	
The SENCO will lead and coordinate high‑quality SEND provision across the school, ensuring that pupils with additional needs receive effective support, make strong progress, and experience an inclusive school environment.
 
The role provides expert guidance to staff, works closely with families and external agencies, and contributes to senior leadership decisions. The post holder will oversee Teaching Assistants, manage interventions and SEND processes, monitor pupil outcomes, and ensure statutory responsibilities, policies and communication are consistently implemented to uphold the school’s values and strategic priorities. 



	Trust Values and Behaviours


	All staff at Pickwick Academy Trust are expected to model and promote the Trust’s core values of Aspiration, Collaboration, Inclusion, Enjoyment, and Nurturing Relationships.
 
This includes:
· encouraging others to achieve their full potential
· working well with others to achieve shared goals and maintain a positive, productive environment
· contributing to an inclusive culture where everyone feels respected
· bringing enthusiasm, positivity, and enjoyment to daily interactions and the wider school community
· building warm, supportive relationships with colleagues and, where applicable, pupils to help everyone feel safe, confident, and included




	Main Duties and Responsibilities


	Key Tasks and Responsibilities for the SENCo

a) Provide professional guidance to colleagues, working closely with staff, parents and other agencies.
b) Taking part in senior leadership meetings.
c) Managing the Teaching Assistants to deliver intervention programmes 
d) Day to day manging of Tas including appraisals, 121’s
e) Liaising with parent groups at the school.
f) Contributing to the wider school life and the school’s core values and ethos.

Professional Duties
a) Defining the school’s aims and objectives for SEN.
b) Reviewing and development of the SEN Policy and local offer.
c) Contributing to the School Development Plan and SEF.
d) Ensuring that cross-curricular concerns such as multi-racial, equal opportunities and PSHE issues are reflected in the delivery of special needs education.
e) Supporting pupils on the code of practice through the withdrawal of groups where appropriate or for the planning of in-class support by Teaching Assistants.
f) Leading staff training to develop staff expertise, including de-escalation and supporting learners with ASD.
g) Attending appropriate in-service courses and reporting back to colleagues.
h) Ensuring consistency across the school in the maintenance of records in providing appropriate information.
i) Being an expert of SEN to colleagues.
j) Keeping all staff informed of new Government and LA directives.
k) Communicating SEN issues effectively within school and the wider community – parents, Governors and other agencies.
l) Liaising with external support services and other agencies in order to gain support for children and their families.
m) Writing reports where required and attending multi-agency meetings.
n) Providing help and support for staff with regard to SEN teaching and learning and assessments.
o) Supporting colleagues to write support plans, making referrals and assisting in drawing up IEPs and de-escalation plans.
p) Liaising with parents of SEN children.
q) Working on transfer reviews, annual reviews, inviting appropriate colleagues and parents so the reviews are undertaken in line with the LA guidance.
r) Co-ordinating induction, referral and assessment provision for EAL children liaising with parents and EMAS team.
s) Liaising with Virtual schools as Designated teacher for LAC.
t) Offering pastoral support for families and sign post support where necessary.

Leadership and management
a) Working with the Head of school/ Headteacher to ensure the school meets its responsibilities in terms of reasonable adjustments and access arrangements.
b) Preparing and reviewing SEND information that the school publishes, including information shared on the website.
c) Contributing to the school improvement plan and whole-school policy.
d) Monitoring pupil progress and teaching and learning of SEN groups.
e) Leading INSET for staff, identifying training needs for staff and how to meet these needs.
f) Sharing procedural information, such as the school’s SEND policy.
g) Contributing to the recruitment of new staff to the learning support team.
h) Promoting an ethos and culture that supports the school’s SEN policy and promotes good outcomes for pupils with SEN or a disability.
i) Leading and line managing learning teaching assistants, reviewing their performance on an on-going basis.
j) Planning in regular meetings and training for teaching assistants.

Resources
a) Managing the deployment of teaching assistants.
b) Monitoring and purchasing resources for SEN.

Assessment and Monitoring
a) Informing the headteacher regularly of standards and developments.
b) Monitoring coverage and progression of the children in meeting their targets.
c) Monitoring the maintenance of records and the continuing provision of appropriate information.
d) Maintaining a register of pupils who have SEN and a record of steps taken to address individual needs.
e) Working with the SEN Governor and meeting termly to review SEN issues so the governor can regularly report to full body on provision.
f) Willingness to attend courses on SEN issues, implementing what is learnt
g) Working alongside teachers to monitor the progress of AGAT, LAC and SEND children.


	School-Specific Notes
Information for schools: This optional section can be used to outline school-specific duties, responsibilities, or other relevant contextual information. The core responsibilities listed above must remain unchanged. Notes entered here will be saved under the school’s name and appear in all subsequent adverts for this role.

	
In addition to fulfilling the statutory duties of the SENDCo, the post holder will play a key strategic and operational role within the leadership of the school.
The SENDCo will also act as the school’s Designated Teacher, taking responsibility for promoting the educational achievement and wellbeing of children in care and previously looked-after children. This includes ensuring that their specific needs are understood and met, contributing to Personal Education Plans (PEPs), liaising with external agencies, and advocating for high aspirations and inclusive practice across the school.
The post holder will also undertake responsibilities as a Deputy Designated Safeguarding Lead (DDSL), supporting the Designated Safeguarding Lead in ensuring the highest standards of safeguarding and child protection. This will include responding to safeguarding concerns, maintaining accurate records, liaising with external agencies, and contributing to a strong safeguarding culture across the school.
As a senior leader in a school structure without a Deputy or Assistant Headteacher, the post holder will also be expected to undertake leadership responsibilities in the absence of the Headteacher. This will include stepping up to support the day-to-day management and smooth running of the school, making operational decisions, and ensuring continuity of leadership. The SENDCo will work closely with the Headteacher to develop the confidence, knowledge, and skills required to fulfil this responsibility effectively.
The role requires a proactive and flexible approach, with the ability to balance strategic SEND leadership alongside whole-school responsibilities. The post holder will contribute to the wider leadership and development of the school, upholding its values, supporting staff, and ensuring that all pupils receive high-quality, inclusive education.
This is a pivotal role within the school, requiring strong leadership, excellent communication skills, and a commitment to collaboration, inclusion, and continuous improvement.
 



	Supervision and Management  

	The post holder may support and guide colleagues where appropriate 
The post holder has direct line management responsibility if specified above


	Creativity and Innovation (i.e. Problem Solving)  

	The post holder is expected to work within school policies and procedures while demonstrating creativity and initiative in teaching and learning.


	Key Contacts and Relationships  

	The post holder has regular contact with pupils, parents/carers, teachers and school leaders


	Decision Making  

	 The post holder is expected to follow school policies and plans while exercising professional judgement when carrying out their duties.


	 Resources  

	The post holder is responsible for the appropriate and careful use of school resources.


	Working Environment and physical demands

	The role is predominantly classroom-based and may include educational visits and off-site meetings.
The role involves standing, bending, and working in a busy environment with regular background noise.




	Knowledge and Skills  

	The postholder must meet the requirements of Qualified Teacher Status (QTS) and work in accordance with the School Teachers’ Pay and Conditions Document and any future amendments.
Please refer to the Person Specification for further information.  



	Expectations

	a) The nature of the work requires the post holder to undergo checks by the Disclosure and Barring Service and have the relevant level of Disclosure.  
b) The post holder must demonstrate a commitment to safeguarding and promoting the welfare of children and young people and must undertake training when required.
c) The post holder has a responsibility to understand and abide by the obligations laid down in the school’s Equal Opportunities Policy. 
d) The post holder has a responsibility for their own health and safety and that of others who may be affected by their own omissions.  
e)  The post holder is required to carry out the duties in accordance with the Trust’s Health and Safety policies and procedures, working to and within School policies and procedures, including operational, financial, safeguarding, as well as professional standards.  
f) The post holder must adhere to trust GDPR policies and demonstrate professionalism towards confidential and sensitive information.
f) The post holder will be responsible for committing to their personal Continued Professional Development.  
g) The post holder will need to achieve a First Aid Certificate and administer first aid.  



The duties and responsibilities in this job description are not exhaustive. The post holder may be required to undertake other duties periodically within the general scope of the post. Any such duties should not substantially change the general character of the post. Duties and responsibilities outside the general scope of this grade of post will be with the consent of the post holder.  
It is a feature of employment by Pickwick Academy Trust, that we may request you to travel to other Pickwick Academy Trust schools for specific reasons such as group training sessions or meetings, as may reasonably be required for the performance of your duties in line with operational requirements.  We will not direct you to work at another school without mutual agreement, or without the role specifically outlining the need to work across a number of schools.
	Employee Signature: {signature} 




	Date: {{date}}
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	Signed on behalf of Pickwick Academy Trust


	Signed: 	[image: ]

	Name: James Passmore                                        

	Job Title: Chief Executive Officer of Pickwick Academy Trust

	Date: {{date}}
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