Job Description
Post: Special Educational Needs Coordinator (SENCO) – Primary School (Part-Time)

Salary: Teachers’ Pay Scale + SEN Allowance (where applicable)
Responsible to: Headteacher / Deputy Headteacher
Working Pattern: Part-time (e.g., 2 days per week or equivalent)
Location: St Mary’s Catholic Primary School, Kilburn (in person)


Purpose of the Role
To lead and coordinate the provision for pupils with special educational needs and disabilities (SEND) within the primary school, ensuring that all pupils achieve their potential and that the school meets its statutory responsibilities.
The SENCO will work closely with teachers, support staff, parents, and external professionals to support inclusive teaching and learning across the school.

Key Responsibilities

1. Leadership and Management of SEND
· Lead the strategic development of SEND provision across the school.
· Implement and review the school’s SEND policy and procedures.
· Ensure the school meets statutory responsibilities for SEND.
· Work with the Senior Leadership Team to promote inclusive practice.

2. Identification and Assessment of Pupils
· Coordinate the early identification of pupils with SEND.
· Support teachers in assessing pupils who may require additional support.
· Maintain the SEND register and ensure accurate records are kept.
· Ensure appropriate assessments and interventions are in place.
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3. Provision and Intervention
· Coordinate SEND provision across all year groups (EYFS to Year 6).
· Develop and oversee Individual Education Plans (IEPs) or provision maps.
· Ensure appropriate interventions are implemented and monitored.
· Track progress of pupils with SEND and evaluate effectiveness of support.

4. Support for Teaching Staff
· Advise teachers on strategies for supporting pupils with SEND.
· Support teachers in adapting lessons and the curriculum.
· Lead staff training and professional development relating to SEND.
· Work closely with teaching assistants to ensure effective support for pupils.

5. Working with Parents and Carers
· Build positive relationships with parents/carers of pupils with SEND.
· Lead meetings with parents to discuss progress and support plans.
· Provide guidance and support to families regarding SEND provision.

6. Liaison with External Agencies
· Coordinate support from external professionals such as:
· Educational psychologists
· Speech and language therapists
· Occupational therapists
· Local authority SEND teams
· Lead and coordinate Education, Health and Care Plan (EHCP) assessments and reviews.

7. Monitoring and Evaluation
· Monitor the progress of pupils with SEND across the school.
· Analyse data to evaluate the impact of SEND provision.
· Report to the headteacher and governing body on SEND outcomes.

8. Safeguarding and Inclusion
· Promote a fully inclusive learning environment.
· Ensure pupils with SEND are appropriately safeguarded.
· Support the emotional wellbeing of pupils with additional needs.

Other Duties
· Attend relevant meetings including Annual Reviews and multi-agency meetings.
· Contribute to the School Improvement Plan.
· Carry out any other duties appropriate to the post as requested by the Headteacher.

Working Relationships
The SENCO will work closely with:
Headteacher and Senior Leadership Team
Class teachers
Teaching assistants
Parents and carers
Governors responsible for SEND
Local authority services

Qualifications
Qualified Teacher Status (QTS)
National Award for SEN Coordination (or willingness to complete within 3 years)

