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Appointed by: The Recruiting Group on behalf of the Board of Trustees 
Reports to: Education Manager 
Position: Part Time (7.5 hours per week) 
  
  
Main Features of the Position: 
  
The Special Educational Needs Co-ordinator (SENCO) is part of a team of Teachers carrying 
responsibility for the Lower School.  The SENCO is responsible for coordinating learning support for all 
children with SEN, G&T and disability in the school, ensuring that the provision is flexibly and most 
effectively targeted to the point of need. 
  
  
Job Responsibilities 
  
The overarching role: 
·      To co-ordinate learning support in the Lower School. 
·      To develop yourself and your understanding of the pedagogical needs of the pupils in your care. 
·      To support all pupils with SEND in the school to recognise and achieve their potential  
·      To work with other teachers and parents to create a positive culture in which morality, cooperation 

and personal development are encouraged and supported. 
 
 

1.  Core Duties 
  

SENCO Duties To oversee the day to day operation of the school's SEND policy. 
 

To coordinate provision for all children with SEND in the Lower School (and 
Kindergarten if suitably qualified). 
 

To liaise with the relevant designated teacher where a looked after pupil 
has SEND. 
 

To fulfil the role of SENCO as described in the SEND Code of Practice. 
 

To advise on the deployment of the school’s delegated budget and other 
resources to meet pupils needs effectively. 



 

To liaise with early years providers, other schools, educational 
psychologists, health and care professionals, and independent and 
voluntary bodies in relation to children with SEND. 
 

To be a key point of contact with external agencies, especially the local 
authority and its support services liaising with potential next providers of 
education to ensure a pupil and their parents are informed about options 
and smooth transition is planned. 
 

To work with the Education Manager to ensure that the school meets its 
responsibilities under the Equality Act (2010) with regard to reasonable 
adjustments and access arrangements. 
 

To liaise, advise  and work with Learning Support Teachers and Class 
Teachers as necessary: 
 

● Regarding the whole class: to support and work with screening 
reports / checklists and whole-class screenings and ensure they 
happen in a timely fashion. 

 
● Regarding individual school pupils with Learning Difficulties and 

those who are especially gifted or talented: Work with LST, Class 
teacher, Subject Teachers and Parents  to draft and implement 
I.E.P.s; to make recommendations for Learning Support pupils; to 
organise and attend Learning Support Reviews. 

 

Administration To ensure that all data on pupils is filed appropriately – including 
assessments, reports, meeting notes and minutes. 
 

Communications 
with Parents 

To liaise and meet with parents when necessary, including whole school 
parents evenings, parent surgeries and Learning Support Reviews  
 

General Duties To take part in the appraisal of your own work performance and be 
prepared to assist in the mentoring/appraisal of colleagues. 
 

To undertake Continuous Professional Development (CPD) and to regularly 
reflect and review personal development. 
 

To work as an active member in the wider Alder Bridge School community 
including all staff, trustees, parents and friends to develop, promote and 
protect the wellbeing of the school and the community. 
 

To attend out of school hours meetings when necessary; in particular the 
weekly Lower School Teachers Group meetings. 



 

To read, understand and follow all school policies and rules.  To abide by 
them and enforce them on behalf of the Board of Trustees.  In particular, to 
promote a safeguarding attitude to working with children; taking all 
reasonable measures to ensure that the risks of harm to children’s welfare 
are minimised. 
 

Any other duties reasonably requested by the Board of Trustees or  
Education Manager, that are in keeping with the duties of a SENCo. 
 

 
 
Required Qualifications, Skills and Attributes 
  
Qualifications/Experience 

Essential Desirable 

SENCo Qualification must be gained within three 
years of taking up post if not already held. 
 
One of the following: 

● Qualified Teacher Status, in State 
Education; 

● A degree and postgraduate certificate of 
education; 

 

Certificate in SpLD (dyslexia) 
 
 
 
 

An approved Steiner Waldorf Teaching 
Qualification or equivalent appropriate 
experience 

Previous experience as a SENCO 

An interest in Steiner-Waldorf education. 

 
Skills/Qualities 

Essential Desirable 

An ability to relate to children in groups and 
individually and to understand their pedagogical 
and special educational needs. 
 

Open mindedness. 

A proven ability to engage with and inspire 
children. 
 

Ability to develop Safeguarding practice in the 
school. 

Ability to communicate and cooperate well with 
colleagues and parents. 
 

A sense of humour.  

Capability of working both as part of a team and 
independently. 

Ability and willingness  to participate in 
additional whole school activities. 



 

Good communication skills, both orally and in 
writing. 
 

Good organisational ability with good 
administrative skills. 
 

An ability to maintain a high level of 
confidentiality. 
 

Resilience and an ability to cope well under 
pressure. 
 

Willingness to reflect and review personal 
development. 
 

 
  
 
Other·  

Essential Desirable 

The School is committed to safeguarding and 
promoting the welfare of children and young 
people and expects all staff and volunteers to 
share this commitment.  All post-holders are 
subject to a satisfactory enhanced DBS and 
barred list check.  All staff have to undertake 
Child Protection Training. 
 

Able and willing to train in First Aid and to deliver 
First Aid in line with the schools first aid policy. 

Successful completion of Child Protection 
Training (This may be completed once employed 
by Alder Bridge School, but this must be done 
within 3 months of appointment). 
 

 
Salary 
  
SENCO salary = £3,857 - £5,180 depending on qualifications and experience.  
  
 
The job description is subject to review and therefore subject to variation to reflect changes in the 
requirements of the post. 
  
  
 


