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SEND CO-ORDINATOR  

Name of SEND Co-ordinator: ______________________________________________ 
 
Person to whom teacher is responsible: The Headteacher 
 
This job description may be amended at any appropriate time following consultation 
between the headteacher and the teacher, and will be reviewed annually.  
 
Core purpose of the post  
To lead on the SEND needs of the school and contribute towards all learners achieving their 
expected levels of attainment and progress at the end of each year. 

To seek the advice and support of external professionals to meet the needs of SEND pupils 

as well as working alongside these pupils yourself in order to monitor, assess and review 

their needs.   

To liaise with parents/carers within the appropriate timescales for reviews, ensuring that 

they are always fully aware of their child’s needs, how their child is supported in school and 

how they can support at home. 

Knowledge and understanding  
The post-holder provides a clear direction for the work and development of SEND within the 

context of the overall activity of the school, promotes high standards through personal 

involvement and:  

 Contribute to the development of a positive inclusive ethos; 

 Support staff in understanding the needs of a diverse mix of pupils; 

 Liaise with and coordinate the contribution of external agencies; 

 Coordinate Annual Reviews for children with a Statement of SEND or on an Education 
and Health Care Plan; 

 Attend consultation evenings, keep parents informed about their child's progress and 
ensure positive working relationships with parents to promote pupils’ learning; 



 

 Encourage all members of staff to recognise and fulfil their statutory responsibilities 
to pupils with SEND; 

 Line Manage a team of Teaching Assistants to ensure effective intervention for pupils 
with SEND; 

 Monitor the effective use of resources needed to meet the needs of pupils with SEND 
and advise the Headteacher of priorities for expenditure; 

 Ensure all compulsory SEND documents (SEND Policy, SEND Core Offer, SEN 
Statement etc) are completed and shared with all staff; 

 As a member of the Senior Leadership Team (SLT), take responsibility for the leading 
of teaching and learning in relation to SEND across the school in order to raise 
standards;  

 Take responsibility for the organisation of the school day in the absence of more 
senior colleagues; 

 Provide training opportunities for colleagues and disseminate best practice in 
meeting the needs of those with SEND and those with additional needs. 

 Evaluate the impact of all improvement activities on the quality of teaching and 
learning with regard to SEND; 

 Provide the SLT and Governors with relevant SEND information; 

 Ensure SEND has explicit aims and values, including a commitment to good 
relationships and equality of opportunity for all, which are reflected in all its work; 

 Identify appropriate priorities and targets with regard to SEND; take the necessary 
action, and review progress towards them;  

 Undertake rigorous monitoring, evaluation and development of teaching and 
learning with regard to SEND; 

 Keep up to date with SEND through a variety of channels eg networking with 
GSP/LWP colleagues, EEF etc to ensure evidence informed practice. 

 
All these specific responsibilities will be undertaken within the context of the responsibilities 
and expectations of a schoolteacher as defined in the School Teacher Pay and Conditions 
Document and the Teaching Standards.  

In addition to all these specific responsibilities the post-holder may be required to undertake 
any additional responsibility that might reasonably be deemed to be part of the job.  

These responsibilities may be reviewed at any time with due consultation, in relation to the 
School’s changing needs. 

 


