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Job Description  

Special Educational Needs & EAL Co-ordinator 
 

Post Title:  Special Educational Needs and EAL Co-ordinator 

   

Purpose:  To implement and deliver a broad, balanced, relevant and differentiated 

curriculum for identified students. 

   

Line Management:  Assistant Headteacher - Teaching and Learning  

   

Liaising with:  Headteacher, Teaching staff, Support staff, Heads of Year, Boarding Team, 

external agencies and parents. 

   

Working Time:  Full-time 

   

Salary/Grade:  L1 to L4 dependent on experience  

   

Disclosure level  Enhanced 

MAIN (CORE) DUTIES 

   

 

 

SEND Leadership 

  Co-ordinate the development, implementation and review of the 

SEND policy 

 Provide the strategic vison and development of SEND at Sexey’s 

School  

 Develop strategies for early identification of students with additional 

needs 

 Lead the CPD across the school of the most effective teaching and 

learning approaches for students with SEND and additional needs 

 Lead support staff in receiving appropriate CPD which meets the 

needs of both the individual and the school 

 Provide a high quality personalised SEND offer for the students at 

Sexey’s School 

 Lead the development and implementation of the most effective 

interventions for students with SEND and additional needs 

 Devise strategies to support students with SEND and vulnerable 

groups to meet the school’s expectations for behaviour and 

attitudes to learning 

 Use relevant school, local and national data to inform targets for 

development and further improvement for individuals and groups of 

students 

 Advise on the development of effective classroom environments to 

meet the needs of all students and groups 

 Develop student voice of students with additional educational needs 

 Complete Self Evaluation annually and contribute to the whole 

school SEF and SDP 

 Lead on the organisation and management of Access Arrangements 

for all exams internally and externally 

 Co-ordinate provision for students with pupil premium with 

support from assigned Teaching Assistants 

 Lead on Catch up Programme ensuring students access high quality 

provision that enables their “gaps” to be quickly addressed and 
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closed.  

 Lead on EAL across the school ensuring appropriate referrals, 

assessments and interventions are in place to ensure students make 

exceptional progress.  

   

 

 

 

Management 

 

 

  Manage the SEND budget and be accountable for provision, 

objectives and outcomes which deliver best value 

 Ensure the needs of all SEND students are met through the 

effective and efficient deployment of resources 

 Lead the team of teaching and non-teaching staff working in the 

Special Educational Needs Department 

 Oversee the appraisal of non-teaching staff who work as Teaching 

Assistants  

 Support the recruitment, induction, training and development of 

new staff 

 Establish and implement a variety of systems and processes which 

provide good information gathering about the quality of teaching 

and learning for SEND students and those with additional needs and 

their prior learning, progress and achievements 

 Advise SLT on the level of resources required to maximise the 

achievement of SEND students and those with additional needs 

 Initiate, and where appropriate, organise curricular, extra-curricular 

and educational enhancement activities for SEND students 

 Co-ordinate transition programmes and events for students with 

additional needs and SEND 

 Develop and write policies where appropriate 

 Maintain appropriate records and to provide relevant, accurate and 

up to date information in order to track pupil progress 

 Ensure that Health and Safety policies and practices, including Risk 

Assessments for the Department are updated where necessary 

 Ensure that students with a Educational Health Care Plan have an 

annual review and all statutory procedures are followed 

 Make any required applications to the Local Authority regarding 

individual children with more complex Special Educational Needs 

 Implement and co-ordinate the SEND Code of Practice 

   

 

 

Achievement and 

Standards 

  Develop strategies to support staff in the delivery of universal quality 

first teaching to meet the needs of all pupils and groups and monitor the 

quality of teaching students with additional needs 

 Ensure that all staff follow the agreed support strategies for SEND 

students and that our universal provision is tailored to students’ needs 

 Build cohort profiles from primary school and identify key learning 

needs/characteristics 

 Monitor, analyse and interpret relevant school, local and national data  

 Develop knowledge and understanding of teaching and learning in 

primary schools so this can inform practices in school 

 Track and monitor different cohorts of students on the SEND register 

and co-ordinate appropriate interventions to tackle under-achievement 

of these groups 

 Analyse baseline data and exam results to ensure students and staff are 

working towards aspirational targets 

 Assist with the celebration of all student achievement in line with school 

policy 

 Provide students and parents with high quality feedback in order to 

improve attainment 

 Ensure students with pupil premium make excellent progress 

   

 

 

  Liaise with other schools to ensure the continuity of support and 
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Communication 

learning when transferring students with SEND or specific groups to the 

school 

 Develop and maintain effective links with external agencies and 

partnerships with other providers 

 Lead effective multi-agency meetings 

 Work with Heads of Faculty and Heads of Year to ensure intervention 

is timely, personalised, effective and evaluated to ensure all students 

with SEND make exceptional progress.  

 Liaise with Heads of Year, Faculty and Department Leaders and 

Examinations Officer in order to advise on appropriate provision for 

SEND students 

 Maintain regular and productive communication with parents and 

carers, including those families who are hard to engage 

 Serve as a member of the CLP SENCo working group 

 Liaise with Strode College with regard to the Teaching Assistant 

Apprentice Scheme 

   

 

 

Additional Duties 

  Teach up to 25 periods a fortnight 

 Be a Sixth Form Tutor 

 Play a full part in the life of the school community, to support its 

distinctive mission and ethos and to encourage staff and students to 

follow this example. 

 Promote actively the school’s corporate policies 

 Continue personal professional development as agreed including 

attending training sessions or training courses when these may be 

outside duty days 

 Promote, reinforce and model the school’s commitment to safeguarding 

and promoting the welfare of children and young people and expect all 

staff to share this commitment.  Safeguarding is everyone’s responsibility 

 Undertake other responsibilities as determined by the Headteacher 

 

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual 

task undertaken may not be identified.  A review of the post and its responsibilities will be undertaken 

periodically and may result in modification to the tasks of the post holder. 

 

The school will endeavour to make any necessary reasonable adjustments to the job and the working 

environment to enable access to employment opportunities for disabled job applicants or continued 

employment for any employee who develops a disabling condition. 

 

 

 

 

 


