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Garlinge Primary School and Nursery 
 

JOB DESCRIPTION 
 

 
Job Title: Additional Special Educational Needs and Disabilities Co-ordinator 

 
Reports to: Head of School 
 
Salary: MPS/UPR & SENA dependent upon qualifications and experience 
 

 
PURPOSE OF JOB: 
 

• To support the Lead SENDCo in managing, developing and maintaining high quality SEND provision which enables 
quality teaching, excellent learning outcomes and success for all pupils.  

• To carry out the duties of a schoolteacher as set out in the School Teachers' Pay & Conditions Document and the 
Teachers’ Standards. 

• To model effective teaching, to coach and train colleagues and to teach as appropriate across the school (there is a 
direct teaching commitment equivalent to 0.4 FTE for a full-time role. This is likely to be covered through the 
delivery of targeted interventions or classroom cover). 

• To support the Lead SENDCo in ensuring that all aspects of paperwork including records and policies are up-to-date 
and actioned as appropriate. 

• To deputise for the Lead SENDCo in their absence.  
 

 

STRATEGIC DIRECTION AND DEVELOPMENT OF SEND PROVISION IN THE SCHOOL  
 
To work alongside and provide support to the Lead SENDCo to:  
 

• Support all staff in understanding the needs of SEND pupils  

• Ensure the SEND register is kept accurate and up to date and that staff are kept informed of children’s special 
educational needs  

• Regularly track and monitor intervention data to identify progress and underachievement  

• Use data effectively to identify children who are seriously underachieving and where necessary create and 
implement effective plans of action to support those children, including vulnerable children  

• Monitor personalised education plans to ensure they are effective and being implemented  

• Contribute to a positive ethos in which all pupils have access to a broad, balanced and relevant curriculum  

• Liaise with staff, parents/carers, external agencies and other schools to co-ordinate their contribution, provide 
maximum support and ensure continuity of educational provision for pupils with SEND  

• Chair annual reviews effectively  

• Liaise with outside agencies and parents/carers of children with SEND to ensure that children’s special 
educational needs are met effectively and that the requirements of an EHCP are fully met 

• Ensure that accurate and detailed records are kept of all meetings and discussions with parents, staff and 
outside agencies  

• Devise, implement and update any SEND policies which reflect the school’s commitment to high achievement 
and effective teaching and learning  

• Provide oral and written assessments, reports and references relating to the development and learning of 
individual children and groups of children  

• Attend local meetings to enhance knowledge and keep up to date with the latest research and information 
pertinent with the role  
 

 

SUPPORT FOR PUPILS 
 
To work alongside and provide support to the Lead SENDCo to:  
 

• Identify and disseminate the most effective teaching approaches for pupils with SEND 
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• Work with pupils, class teachers and AHTs to ensure realistic and challenging expectations of pupils with SEND  

• Monitor the use of resources, teaching activities and target setting and develop and maintain a recording 
system for progress of pupils with SEND  

• Foster each child’s self-image and esteem and establish relationships based on mutual respect  
 
 

SUPPORT FOR STAFF 
 
To work alongside and provide support to the Lead SENDCo to:  
 

• Direct the SEND team and supervise and appraise Teaching Assistants  

• Support the provision for special educational needs within the school to develop exemplary inclusive practice 
across the school  

• Advise and contribute to all aspects of SEND training to ensure the professional development of staff  

• Offer support and guidance to colleagues 

• Hold regular team meetings with a clear focus on Teaching and Learning 
 
 

SUPPORT FOR PARENTS 
 
To work alongside and provide support to the Lead SENDCo to:  

 
• Create and maintain an effective partnership with parents of pupils ensuring they take a full role in the planning 

and monitoring of their children’s progress  

• Work with parents and families who have a child with SEND offering support and guidance  

• Encourage parents to participate in the life of the school in a variety of ways  

• Actively seek opportunities to develop effective relationships with the community to extend the curriculum and 
to enhance teaching and learning in the year group 

 
 

TEACHING RESPONSIBILITIES 
 
All staff are expected to uphold the school’s principles and policies which underpin good practice and the raising of 
standards. 
 
The post requires you to teach pupils within your class (and where relevant, sets/groups) within the school in the age range 
of four to eleven. This includes the Foreland School pupils attending as part of Inclusion. 
 
Accountabilities 
 
1. Prepare and teach lessons of a high standard to assigned learners in classes, groups or sets; 

a. Following the designated programmes of study 
b. Carrying out necessary amendments 
c. Providing information/comments for records 
d. Monitoring learners following agreed procedures 
e. Maintaining assessment records 

2. Maintain discipline following school policy and demonstrate good practice in the class with regard to regular and 
punctual attendance, appropriate appearance following school dress code, model and encourage appropriate 
behaviour. 

3. Contribute to the corporate tasks of development, record keeping, monitoring, accurate self-evaluation and 
maintenance of resources. 

4. Participation in the application of the school homework policy which includes setting appropriate differentiated tasks, 
marking of homework, liaison with parents both through direct contact and through responding to their comments in 
homework books, and maintenance of teacher marking book recording and monitoring homework completed.  

5. Work closely with and consult those teachers who are also responsible for similar curriculum areas ensuring continuity 
and progression for all learners 

6. Engage in continuous self-professional development in all relevant areas 
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Specific Responsibilities for Class Teachers: 

 
   1. Leading Learning  
   2. Personal and Professional Development       
   3. General School Duties       

4. Working in Partnership with Parents 
   
Leading Learning     
 

a) Undertake regular teaching of and responsibility for a class, or groups, as directed by the Executive Headteacher. 
b) Use and develop the professional skills of a good classroom teacher seeking to achieve the highest personal 

standards in organisation, teaching method and delivery and positive learning environment. 
c) Follow the National Curriculum, the school's and Local Authority's curriculum policies/guidelines in planning the 

work for a class and groups, ensuring that the work is relevant, broad-based, balanced, differentiated and, 
wherever possible, based on first-hand experience. 

d) Maintain all files following agreed school procedures and to present this to the Executive Headteacher or Head of 
School as directed. 

e) Maintain up-to-date records of pupil's work and achievement in the National Curriculum core subjects and in all 
subjects, to use assessment for the focussed positive development of learning. 

f) Keep the appropriate personal profile on each child, following school procedure. 
g) Evaluate planning and the effectiveness of teaching and resources used, class organisation and the overall learning 

environment. 
h) Organise the regular change of displays both within the class and, following school procedure, in shared areas, to 

provide a rich and stimulating learning environment for pupils. 
i) Liaise effectively with colleagues in the assigned year group to ensure consistency of work and equality of learning 

opportunity. 
j) Teach all pupils with a wide range of learning needs in a fully inclusive classroom situation, following the advice and 

guidance of the Senior Leadership Team. 
 

Personal and Professional Development 
 

a) Develop and maintain good relationships with colleagues, parents and pupils. 
b) Keep up-to-date and well-informed regarding developments in primary education and teaching methods by 

attendance at in-service courses, personal reading and study and discussion with other teachers - at Garlinge 
Primary School and Nursery and other schools. 

c) Be responsible for your own personal and professional development. 
d) Acquire and administer resources effectively. 
e) Attend staff, and other, meetings as per school procedures. 

 
  General School Duties 
 

a) Undertake regular supervisory duties of children before school, at morning break, at the end of lunchtime break and 
at the end of the school day, as required by the Executive Headteacher. 

b) Share and support the corporate responsibility for the well-being, education and discipline of all pupils. 
 
Working in Partnership with Parents 
 

a) Attend all relevant parent meetings and consultations. 
b) Accurately report on pupil progress and share assessment information with parents. 
c) Guide parents in supporting their child’s learning. 
d) Assist the Executive Headteacher in the development of positive, understanding relationships between school and 

home. 
e) Be available after school to see parents who may wish to discuss children's work progress and any personal matters 

or problems.  
f) Be proactive in working positively with parents by keeping them informed of any professional concerns and by 

quickly responding to their queries. 
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APPRAISAL 
(Based on threshold Standards and the school’s agreed criteria). 
 
Knowledge and Skills 
 

• Know and understand the principles and practice of effective teaching and learning. 

• Be actively involved in quality preparation of schemes of work and lessons. 

• Have a good knowledge and understanding of the Primary curriculum. 

• Know and utilise the principles and practice of monitoring/assessment/evaluation. 

• Apply information and communications technology (ICT) to enhance learning and teaching in all NC subject areas. 
 
Teaching and Assessment 
 

• Demonstrate that you consistently and effectively plan lessons and sequences of lessons to meet pupils’ individual 
learning needs. 

• Demonstrate that you consistently and effectively use a range of appropriate strategies for teaching and classroom 
management and, at UPR+ level: with the majority of your lessons at least “good” in OfSTED terms. 

• Demonstrate that you consistently and effectively use information about prior attainment to set well-grounded 
expectations for pupils and monitor progress to give clear and constructive feedback. 

 
Pupil Progress 
 
Demonstrate that, as a result of your teaching, your pupils achieve well, relative to the pupils’ prior attainment, making 
progress as better than similar pupils nationally.  (This should be shown in marks or grades in any relevant national tests of 
examinations, or school-based assessment for pupils where national tests and examination are not taken and evidenced in 
Pupil Progress meetings.) 
 
Wider Professional Effectiveness 
 
Staff will work collaboratively within teams to monitor, maintain and enhance standards of pupil achievement. Outcomes 
from team scrutiny will inform Leadership decisions for all school improvement initiatives.  Within each team, the staff 
member with the appropriate expertise will lead the team development initiatives in accordance with the requirements of 
the School Plan. 
 
In addition: 

• Take responsibility for your professional development and use the outcomes to improve your teaching and pupils’ 
learning; 

• Make an active contribution to the policies and aspirations of the school; 

• Use professional development effectively to improve pupils’ learning; 

• Contribute effectively to the work of the wider team; 

• Play a critical role in the life of the school.  
 
Professional Characteristics 
 
Demonstrate that you are an effective professional who challenges and supports all pupils to do their best through: 

• Inspiring trust and confidence. 

• Building team commitment. 

• Engaging and motivating pupils. 

• Analytical thinking. 

• Taking positive action to improve the quality of pupils’ learning. 

 
 
General 
 

• Present the school in a positive way in the community. 

• Respect the confidential nature of all information acquired in the performance of the job either verbally or in writing. 

• Support the aims and ethos of the school, showing respect for self, each other and the environment. 

• Promote equality for all individuals. 
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• Set a good example in terms of dress, punctuality, attendance and behaviour. 

• Attend team and staff meetings during working hours as required. 

• Regularly check emails and pigeonhole for correspondence. 

• Undertake professional duties that may be reasonably assigned by the Line Manager or Executive Headteacher. 

• Undertake professional development and training opportunities to secure own working knowledge of new initiatives 
and practice. 

• Comply with all school policies and procedures in particular those relating to child protection, health, safety and 
security, confidentiality and data protection, reporting all concerns to an appropriate person. 

 
 
 
 
The Job Description is subject to the changing needs of the school and it may be reviewed and/or amended at any time 
but before this happens you will be given appropriate opportunities to discuss any proposed amendments.  It will be 
reviewed as part of the annual performance management process. 

 
 
 
 
 
SIGNED ……………………………………………………………………..……   DATE ………………………………………… 


