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September 2025
INCLUSION LEAD AND CO-ORDINATOR
for Special Educational Needs and/or Disabilities (SENDCo)

Contract type: Full Term – Permanent (8:30-4:30)
Reporting to: The Headteacher



	Minerva May School is dedicated to building a workforce that reflects a wide range of perspectives. We welcome all suitable candidates for employment, regardless of gender, ethnicity, religion, beliefs, sexual orientation, gender identity, pregnancy status, parental status, age, disability, or marital/civil partnership status.


“We nurture independent learners who are prepared for adult life.”





Exceptional Leadership Opportunity at Minerva May School
Are you a visionary leader ready to make a significant impact in a specialised educational setting? Minerva May School invites you to lead our distinguished institution, dedicated to nurturing pupils with diverse special educational needs.

Minerva May School offers a tailored teaching environment specifically designed for students diagnosed with SEMH, Autism, ADHD, or associated needs. Our unique approach includes:
· Small Class Sizes: With only 6 to 8 pupils per class, we ensure personalised attention and support.
· Expert Staff: Our team is highly trained in special education, providing a compassionate and effective learning experience.
· Employability and Life Skills: We offer employability and life skills programmes, nurturing independence and opening future doors for our pupils.
· Enrichment and Personal Development Clubs (EPDCs): Our students are also provided with the invaluable opportunities of engaging with a number of personal development clubs, such as the Music Technology Club (MTC), Vehicle Maintenance Club (VMC), Painting and Decorating Club (PDC), Hair and Beauty Club (HBC), Chef Skills Club (CSC), and Animal Care Club (ACC).
 
We meticulously plan interventions to foster every pupil's progress, aiming for outstanding outcomes as they transition into adulthood. Our commitment is unwavering: to help every student achieve their full potential across all dimensions—personal, social, emotional, and academic—regardless of their background or individual challenges.

Join us at Minerva May School and lead a dedicated team in creating transformative educational experiences for our extraordinary pupils.
Our Ethos and School Motto:
At Minerva May, we are committed to a culture where children and young people are encouraged to be ambitious and develop the skills and attitude for a fulfilling adult life, regardless of their adverse childhood experiences. With specialist education and care, all children and young people should have the right to aspire and attain a thriving adulthood. 
 
The spirit of our motto, “Together We Can” underpins our commitment to deliver quality education across all aspects of the school – its leadership, curriculum, pedagogy, facilities and partnerships. 
Our motto plays out in different ways throughout the school, our work and our lives. It guides our actions and decisions. It enables our progress… it rings across our classrooms and our nurturing environment. Our students and other stakeholders are regularly reminded of our motto through our school assemblies, newsletters, engagement, and celebrations.   

Our Vision and Vison Statement:

· To work with local authorities, parents, carers and other agencies to provide a nurturing and collaborative environment that develops aspiration, engagement and independence. 
· To ensure everyone is respected, valued and supported to achieve the very best that they can. 
Our Vision: 
“Nurturing Independence” 
 
Our Vision Statement: 
“We nurture independent learners who are prepared for adult life”

Our Values:
At Minerva May each student, parent, carer and staff member shall uphold the values of the school. Our school values are based on the guiding principle of “we CARE.”

We CARE:
[image: ]
Collaboration – We care about how we collaborate with our local authorities, partners, staff and students; this is central to all that we do. We care about all of our stakeholders and partners, and how effectively we work with them to make a difference in life. 
	How we Collaborate: 
…by working in partnership, sharing ideas, problem-solving in teams, learning and developing together, being proactive and getting involved, respecting diversity and diversity of views, encouraging open communication, and celebrating achievement and success.  
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Aspiration - We care about our students and supporting them to develop as aspirational young people. Disrupted past experiences should not limit us from being ambitious about our future or from being motivated to work towards realising our full potential. 
	How we Aspire: 
…by being ambitious, having self-worth, leading by example, having high expectation, offering encouragement and mentorship, setting SMART targets, goals, and visions, creating opportunities for others, by striving for excellence and celebrating our successes.
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Resilience - Within our school doors, students and staff develop and demonstrate resilience. We care about developing resilience and that through positive connections and relationships we can adapt (neuroplasticity), take on challenges and thrive in life. 

	How we show Resilience: 
…by adapting to adversity, facing and learning from setbacks, seeking support during difficult times, developing problem solving, engaging in self-care activities (exercise, mindfulness or hobbies), resilient thinking and adapting to change. 
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Empowerment – We equip students with the skills and attitude to face the challenges in this every changing world. We care about the high-quality curriculum we offer, to develop students who are not just skilled but are also determined, courageous and persistent, as they work towards their future goals. 
	How we Empower:
…by building confidence, promoting self-efficacy, offering a calm, supportive and aspirational learning environment, offering personalised quality teaching, learning and growth opportunities, providing guidance and encouragement for overcoming challenges and the achievement goals, promoting collaboration, celebrating our small -wins, achievements, and success.    









JOB DESCRIPTION 
JOB TITLE: COORDINATOR  
for Special Educational Needs and/or Disabilities (SENDCo)
	JOB PURPOSE

	The role of Special Educational Needs and/or Disabilities (SENDCo) at Minerva May School is a key professional position, directly reporting to the Headteacher and the proprietorial body. The primary objective is to provide strong SEND leadership and effective management to establish a secure foundation for the strategic development of special educational needs (SEN) provision within the school. 
achieving high standards across the school, specifically:
· Leading coordination and strategic planning for the provision of support for students with Special Educational and Medical needs across the school.
· Foster an ethos and culture that aligns with the school’s Special Educational Needs and Disability (SEND) policy, promoting positive outcomes for pupils with SEND, in accordance with the relevant Code of Practice.
· Aid in the whole school development of adaptive teaching, in line with the Quality First Teaching (QFT) initiative.
· Contribute to the development of the school's Behaviour for Learning system, incorporating a trauma-informed perspective.
· Provide professional guidance to colleagues, working closely with staff, parents and other agencies



	SPECIFIC LEADERSHIP DUTIES

	The Special Educational Needs and/or Disabilities (SENDCo) plays a pivotal role in driving progress at Minerva May School. Recognising the importance of leadership and management in this position, alongside exemplary quality first teaching (QFT) practices to enhance student learning outcomes, the principal responsibilities include, but are not limited to:
 
· Assist in the development and monitoring of teaching and learning practices related to SEND, promoting inclusion.
· Under the SEND Code of Practice (2015), fully embed systematic interim and annual Education Health and Care Plan review processes; have strategic oversight of EHCP interim/annual reviews 
· In collaboration with the Assistant Head for Behaviour, Inclusion and Pastoral (BIP), attend professional meetings for CIN, CP, and CLA students;
· Be aware of the provision in the local offer
· Ensuring students' preparation for adulthood by systematically tracking their progress and attainment against their EHCP and IEP targets, to secure their progression to the next stages of education, training, or employment.
· Acting as the Virtual Teacher for CLA for the school
· Acting as a Deputy Designated Safeguarding Lead (DSL) for the entire school, keeping the Senior Leadership Team informed of legislative updates, and ensuring all staff fulfil their responsibilities correctly.
· Collaborating with other school leaders to ensure timely and comprehensive delivery of staff training on SEN and associated areas. 
· ensure that key information from students’ EHCPs, Risk Assessments, Annual Reviews, IEPs, and on-going assessments are used to plan appropriate SEND strategies that enable all students to make good progress and achieve well 
· Ensuring students’ preparation for adulthood through systematic tracking of their progress and attainment against their EHCP and IEP targets, to secure their progression to the next stages of education, training, or employment. 
· Ensure that teachers and other staff have high expectations of what students can achieve
· In collaboration with the Assistant Head for Teaching, Learning and Assessment, ensure that teaching supports those students who are falling behind and enables these students to catch up 
· In collaboration with the Assistant Head for Teaching, Learning and Assessment, ensure that teachers and TAs work in partnership to establish and embed Quality First Teaching by removing (or minimise the impacts of) barriers to learning; 
· Ensure that the delivery of learning emphasises high quality, inclusive teaching for all students in a class, including, differentiated learning and effective strategies to support SEN and/or SEMH students  
· Implement and oversee the graduated approach (Assess, Plan, Do, Review – APDR), to ensure that the delivery of learning is inclusive across the school  
· Intervene immediately through training, coaching and external support programmes to arrest underachievement due to weak learning support and interventions.  
· Ensure that parents and other stakeholders have a clear understanding of the support, skills and knowledge that students need in order to excel 
· Work with other schools (inc FE providers), educational psychologists, health and social care professionals, and other external agencies
· take a lead role in the delivery of bespoke CPD, including, training teachers to deliver appropriate intervention, learning support updates, in-school INSET and external training 
· participate in arrangements for the appraisal of the performance of Learning and Pastoral Supports (TAs). 
· work with other school leaders to ensure up-to-date self-evaluation and action planning for the development of the SEND provision within the school 
· provide up-to-date reports on SEND to other school leaders at the MMS, including the Headteacher, SLT, proprietary-body and other key stakeholder groups 
· provide up-to-date reports on students’ progress and attainment against their EHCP and IEP targets to other school leaders at the MMS, including the Headteacher, SLT, proprietary-body and other key stakeholder groups



	GENERAL LEADERSHIP DUTIES

	As the Special Educational Needs and/or Disabilities Coordinator (SENDCo) you will:
· Ensuring school systems provide an orderly and safe environment 
· Assist in the day-to-day running of the school by providing daily leadership, inspiration, management, and modelling outstanding teaching practice
· Report to and meet regularly with the Headteacher
· Work in collaboration with the Senior Leadership Team to ensure outstanding leadership and management within the school
· Support with the development of the school’s improvement plan and help devise strategies for development 
· work with other local schools and agencies to share good practice to develop the SEN provision within the school
· be responsible for the line management and performance management of specific areas of the school. 
· participate in the recruitment and development of teaching and non-teaching staff of the school. 
· contribute to good management practice by ensuring positive staff participation, effective communication and procedures. 
· provide professional advice and support to others
· Lead by example and be committed to high expectations
· maintain a high profile around school
· lead on delegated areas of responsibility
· uphold and embed a culture that enables students and staff to excel
· support with the effective deployment of resources to secure excellent outcomes for all students
· have a deep and accurate understanding of the school’s effectiveness and strategies for improvement
· help to create a climate in which teachers, TAs and other staff are motivated and are encouraged to develop their practice
· support the spiritual, moral, social and cultural development of students ensuring that the promotion of British values is at the heart of the school’s work
· promote inclusion, equality of opportunity and diversity
· In collaboration with the Assistant Head for Behaviour, Inclusion and Pastoral (BIP) and other school leaders, promote student welfare to ensure that they feel safe  
· work effectively with parents and all stakeholders/external providers to secure the best outcomes for all
· contribute and take an active part in leadership meetings and other key meetings as appropriate
· participate in and support in the organisation and management of whole school events, i.e., parents’ evenings, enrichment day...
· assume any other reasonable duties as needed and as directed by the Headteacher




	GENERAL DUTIES

	· Where necessary, carry out duties of a class teacher as set out in the Teachers’ Standards but on a reduced timetabled as agreed with your line manager 
· uphold and promote the ethos and values of the school
· uphold and follow the policies of the school
· establish positive working relationships with all stakeholders
· be a representative of the school
· always ensure the well-being and safety of students
· work in collaboration with others
· always maintain professionalism



EQUALITY AND DIVERSITY 
At Minerva May School, we are committed to and champion equality and diversity in all aspects of employment. All employees are expected to understand and promote equality and diversity in the course of their work.
SAFEGUARDING CHILDREN 
Minerva May School is committed to safeguarding and promoting the welfare of children and young people. As such, all posts are subject to a safer recruitment process, including the disclosure of criminal records and vetting checks. We ensure that we have a range of policies and procedures in place which promote safeguarding and safer working practice across the school. This is in line with statutory guidance Keeping Children Safe in Education 2022 and The Education Act, we expect all staff and volunteers to share this commitment.

	I have read the Job Description and agree to all the terms and conditions set out. I also agree to comply with all School Policies, Child Protection and Health and Safety regulations. I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.

	Name:

	Signature:

	Date:

	



PERSON SPECIFICATION
Job Title: Special Educational Needs and/or Disabilities Coordinator (SENDCo)
	Specification 
	Essential 
	Desirable 

	Experience and Knowledge

	· Experience of working in a SENDCo role
· Knowledge and understanding of current developments and best practice in SEN
· legislation and all aspects of inclusion and pastoral care. 
· Experience of effective liaison with a range of outside agencies and professionals 
· Outstanding classroom practitioner with a thorough understanding and experience in promoting student welfare in a school setting 
· Successful experience in a middle or senior leadership role which involved the use of data and assessment information to track and improve behaviour, attendance and safeguarding
· Excellent and detailed understanding of current safeguarding procedures
· Evidence of significant experience in raising standards via the leadership and coaching of staff for the good of the students
· Passion for SEND and SEMH learning principles
· Understanding of SEND and experience in promoting the inclusion of all students
· Experience of working with learners of all abilities and needs, and enabling progression
· Significant experience of delivering whole school CPD, supporting with Quality First Teaching and the graduated approach (APDR)
· Working to the Teacher Standards and the SEND Code of Practice (2015)
· Able to manage SEN provision effectively throughout the school
· Knowledge of a range and types of interventions available

	· Experience in overseeing Safeguarding, Health and Safety and promoting safe practice

· Experience of working in more than one school

· Understanding and experience of parental requirements specific to the SEMH, specialist and independent sector

· Knowledge of the independent school standards


	Education and Qualifications

	· Qualified teacher status 
· National Award in SEN (NASENCO qualification)
· Acceptable Enhanced DBS Disclosure or equivalent
· Evidence of continued professional development appropriate to the role

	· NPSL Certificate or working towards certification.


	Skills and Abilities

	· Able to support and improve outcomes for a range of diverse special educational needs
· Able to train and support teaching and support staff to deliver appropriate intervention to improve outcomes for all 
· Adaptability to consistently move forward with curriculum and organizational changes 
· Ability to work as a leader within the MMS framework
· Respect and adhere to all MMS policies and the ethos they are operating within
· Excellent interpersonal and communication skills, demonstrating optimistic personal behaviour towards all stakeholders
· Lead by example in terms of work ethic, integrity, reliance, clarity and professional behaviour
· Demonstrable ability to maintain high standards of student and staff management
· Confident and capable with ICT for both the classroom and school management
· Highly organised, able to plan time effectively, meet deadlines and delegate appropriately
· A positive role model of professional practice and conduct of others

	· Advance Microsoft Excel user/skills


	Training

	· Willingness to undertake relevant training and identify own development needs
· Committed to on-going CPD and Professional development
· Attend and/or lead staff meetings and CPD events and promote the same to staff

	

	Attributes and Attitudes

	· Passion, presence and personality, and a determination to lead continuous improvement in students' welfare, pastoral and inclusion provisions 
· Relentless drive and uncompromising approach to improving standards in and out of the classroom for all
· Empathy with children and young people, having the student at the heart of everything
· Flexible approach and positive attitude towards work
· Punctual and reliable
· Ability to adapt to changes in the workplace
	

	Equality, diversity and inclusion

	· Knowledge, understanding and commitment to equality, diversity and inclusion informed by practical experience
	

	Safeguarding
	· Knowledge, understanding and commitment to safeguarding and promoting the welfare of students 
· Ability to form and maintain appropriate relationships and personal boundaries with staff, students and other stakeholders
	



SAFER RECRUITMENT: 
The post holder will be required to complete an enhanced Disclosure Barring Service (DBS) Check with appropriate barred list checks, or the equivalent, and must be eligible to work in the UK. 
Minerva May School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
All staff are expected to be committed to the Equal Opportunities Policy.
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