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            SENCo 

 

School: Frinton on Sea Primary School 

Reports to: Head of School 

Salary/Grade: MPR – UPR with SEN Allowance 

Hours/Weeks 0.6 (includes 0.2fte teaching responsibility) 

Job Purpose: SENCo (with one day teaching responsibility) 

KEY ACCOUNTABILITIES AND RESPONSIBILITIES: 

● Determine the strategic development of special educational needs (SEN) policy and provision in the 
school 

● Be responsible for day-to-day operation of the SEN policy and co-ordination of specific provision to 
support individual pupils with SEN or a disability 

● Provide professional guidance to colleagues, working closely with staff, parents and other agencies 

● The SENCO will also be expected to fulfil the professional responsibilities of a teacher, as set out in the 
School Teachers’ Pay and Conditions Document. 

Duties and responsibilities 

Strategic development of SEN 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 

● Ensure the SEN policy is put into practice, and that the objectives of this policy are reflected in the 
school improvement plan 

● Maintain an up-to-date knowledge of national and local initiatives which may affect the school’s policy 
and practice 

● Evaluate whether funding is being used effectively, and propose 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 
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● 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 

● 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 with parents or carers and the pupil 

● Communicate regularly with parents or carers 

● Ensure that if the pupil transfers to another school, all relevant information is conveyed to it, 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, including where a looked-after pupil has 
SEN or a disability 

 

Leadership and management 

● Work with the headteacher 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 

● Lead and manage learning support assistants working with pupils with SEN or a disability and the 
Learning Mentor 

● Review staff performance on an ongoing basis 

: 
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Other areas of responsibility 

● Determine the strategic development of Pupil Premium funding and provision for Pupil Premium 
children in the school 

● Analyse assessment data for Pupil Premium children and promotes good outcomes for Pupil Premium 
children 

● Oversee the emotional wellbeing and mental health support provision in the school 

● To liaise with outside agencies for EAL and staff within school. 

● One day class teaching responsibility 

 

The SENCO will be required to safeguard and promote the welfare of children and young people, and follow 
school policies and the staff code of conduct. 

Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a 
comprehensive list of all tasks that the SENCO will carry out. The postholder may be required to do other 
duties appropriate to the level of the role, as directed by the Head of School. 

 

Professional Behaviour 
 

● To be professional, friendly and respectful towards all colleagues, and to address any concerns through 

proper channels. 

● To be professional, friendly, fair and firm with students, demonstrating the sort of politeness and 

respectfulness that we wish them to emulate. 

● To be friendly, helpful and welcoming to parents/carers and others visiting or making contact with the 

Trust. 

● To provide a good role model for students and staff. 

● To support and uphold the aims, values and ethos of the Trust. 

● To maintain an appropriate and professional distance with students in more informal situations. 

● To celebrate and praise the achievements of staff and students. 

● To deal with everyone in the Trust community in a manner which conveys mutual respect. 

● Not to behave towards anyone in the Trust community in a manner which is aggressive, intimidating or 

demeaning in any way. 

● Be smartly and professionally dressed. 

 

Miscellaneous 
 

• To continue personal development as agreed at performance review meetings. 

• To engage actively in the performance review process. 

• To play a full part in the life of the school community, to support its distinctive aim and ethos and to 
encourage staff and students to follow this example. 

• To comply with the Trust’s Health & Safety policy and undertake risk assessments as appropriate. 

• To comply with safeguarding policies at all times. 

• To show a record of excellent attendance and punctuality. 
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• The duties of this post could vary from time to time as a result of new legislation, changes in 
technology or policy changes. Appropriate training will be given to enable the post holder to 
undertake this new/varied work. 

 

 

Penrose Learning Trust is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff to share this commitment. 

This job description sets out the key outcomes required. It does not specify in detail the activities 
required to achieve these outcomes. As a term of your employment you may reasonably be expected 
to perform duties of a similar or related nature to those outlined in the job description. 

This job description will be reviewed and updated periodically in order to ensure that it relates to 
the job performed or to incorporate any proposed changes. This procedure will be conducted by the 
line manager in consultation with the post holder. In these circumstances it will be the aim to reach 
agreement on reasonable changes, but if agreement is not possible management reserves the right 
to make changes to the job description following consultation. 

 
 
 


