
 
 
 

 
Bexleyheath Academy  
 
Job Description 
 
Job Title:               SENCO 
 
Location:        Bexleyheath Academy 

 
Hours of work:      Full Time  
 
Reports to:         Principal  
 
Purpose of the Role: 
 
To be responsible for the academic and pastoral development and well-being of all 
students with an SEN or Disability related need, or LAC status; to be responsible for 
the implementation of the SEND policy and legal requirements across the whole 
school; to ensure adequate SEN (including Mental Health and related pastoral 
needs), Disability,  and LAC provision is in place 

Responsibility and Key Tasks 
  

a) Strategic Direction and Development of SEN Provision in the School (with the            
support of, and under the direction of the head and leadership team) 

● exercise a key role in assisting the Principal and governors with the strategic             
development of SEN policy / provision 

● support all staff in understanding the needs of SEN pupil and ensure the objectives              
to develop SEN are reflected in the school development plan 

● monitor progress of objectives and targets for pupils with SEN from teachers’ plans,             
evaluate the effectiveness of teaching and learning by work analysis and use these             
analyses to guide future improvements. 

● Analyse and interpret relevant school, local and national data and advise the            
Principal on the level of resources required to maximise achievement 

● liaise with staff, parents, external agencies and other schools to co-ordinate their            
contribution, provide maximum support and ensure continuity of provision 

  
b)​​  ​Teaching & learning 

● support the identification of and disseminate the most effective teaching approaches           
for pupils with SEN 

● work with Principal and staff to develop effective ways of bridging barriers to             
learning through: 

-          Assessment of needs 
-          Monitoring of teaching quality and pupil achievement 
-          Target setting, including IEPs 



-          Developing a recording system for progress 
● collect and interpret specialist assessment data to inform practice 
● undertake day-to-day co-ordination of SEN pupils’ provisions through close liaison           

with staff, parents and external agencies 
● work with Principals, teachers, key stage co-ordinators and pastoral staff to ensure            

all pupils learning is of equal importance and that there are realistic expectations of              
pupils 

● consider the range of teaching strategies / equipment that could be utilised for             
pupils at School Action Plus 

  
c)​​  ​Leading and managing 

● Provide professional guidance to staff to secure good teaching for SEN pupils,            
through both written guidance and meetings 

● Contribute to the performance management process SEN teachers and Support          
Assistants 

● Advise on and contribute to the professional development of staff, including whole            
school INSET provision 

● Provide regular information to the Principal and governing body on the evaluation of             
SEN provision 

  
d)​​ ​Effective deployment of staff and resources 

● Advise the Principal and governing body of priorities for expenditure and           
deployment of staff, and utilise resources with maximum efficiency 

● Maintain and develop resources, co-ordinate their deployment and monitor their          
effectiveness in meeting the objectives of school and SEN policies 

  
e)​​ ​Other professional requirements 

● Co-ordinate all Annual Reviews and attend / chair when necessary 
● Attend Year 6 Annual Reviews for primary pupils with statements to help facilitate             

continuity and progression through the development of a transition programme.           
Liaise with Year 5 pupils requiring advice about provision. (Secondary School           
SENCO 

 

Other clauses: 

1. The above responsibilities are subject to the general duties and responsibilities 
contained in the Teachers Pay and Conditions document (TPCD).  

2. This job description allocates duties and responsibilities but does not direct the 
particular amount of time to be spent on carrying them out and no part of it may be so 
construed.  

3. The job description is not necessarily a comprehensive definition of the post.  It will be 
reviewed at least once a year and it may be subject to modification or amendment at 
any time after consultation with the holder of the post. 

4. This job description may be varied to meet the changing demands of the academy at 
the reasonable discretion of the Principal/Group/Chief Executive 

5. This job description does not form part of the contract of employment.  It describes the 
way the post holder is expected and required to perform and complete the particular 
duties as set out in the foregoing. 



6. Postholder may deal with sensitive material and should maintain confidentiality in all 
academy related matters. 

 
Safeguarding  

 
We are committed to safeguarding and protecting the welfare of children and expect all 
staff and volunteers to share this commitment.  A Disclosure and Barring Service 
Certificate will be required for all posts. This post will be subject to enhanced checks as 
part of our Prevent Duty. 
  
  
  
  



SENCO 
 PERSON SPECIFICATION 

 
CRITERIA ESSENTIAL  DESIRABLE 

Qualifications & 
Experience 

•       First degree + QTS 
 
•      NASENCO Qualification 

● Post-graduate 
study 

 

Achievement and 
standards: 
monitoring and 
intervening on 
academic progress 

● Good or above teaching skills 
● Ability to deliver the curriculum at Key 

Stages 3 & 4 and cross-curricular 
skills and knowledge in an appropriate 
way to students to ensure good 
learning takes place 

● Current pedagogical and subject 
knowledge and understanding 

● Good planning skills which take 
account of the range of abilities, 
interests and motivations of students 

● Knowledge, understanding and 
experience of the practice of a variety 
of assessment methods, including 
Assessment for Learning 

● Understanding of how data is used to 
inform target setting and how to share 
this with staff and students so that it 
supports progress and encourages 
high expectations  

● Ability to manage student behaviour 
through effective teaching and a 
willingness to deploy the resources 
and interventions  as necessary 

● A commitment to working within a 
team structure to support  a culture of 
self-reflection and improved teaching 

● Ability to create a positive learning 
atmosphere in the classroom and to 
inspire students 

● Outstanding or 
above teaching 
skills 

● Evidence of use of 
data to inform and 
raise attainment 

● Evidence  of 
successful 
teaching 

● Evidence of use of 
AfL 

Personal 
development and well 
being; student welfare 

● Passion to ensure all children are 
made to feel valued and that their 
needs are addressed 

● Clear understanding of the ECM 
agenda and its consequences for 
students on a day to day basis 

● Ability to create and maintain good 
relationships with staff and students 

● Evidence of 
successful 
relationships with 
other stakeholders 

● Experience as a 
Form Tutor 



and other stakeholders including 
parents, outside agencies, other staff 

● Willingess to be a Form Tutor and 
carry out the role proactively 

Skills and Qualities Ability to: 
● Be analytical 
● Solve problems 
● Communicate effectively orally and  in 

writing with a wide range of people 
● Work well under pressure 
Knowledge of: 
● Current educational issues 
Qualities of: 
● Commitment to securing the best 

possible for all children in one’s care 
● High levels of expectation for self and 

others 
● Positivity and enthusiasm 
● Professionalism 
● Calm approach 
● Energy, drive and dedication 

 

Sense of humour 

 
 
 
 
 
 
 
 
 
 
 
 
 
  
  


