
 

For Children with Severe Learning Difficulties 
 

 

 

SENCO and EHCP CO-ORDINATOR 
(Permanent full-time) 

 
To start as soon as possible 

  
MPS/UPS 

Plus a minimum of 1 SEN point 

 

We are looking for an innovative and enthusiastic teacher to complement our very 

committed and highly supportive, resilient and reflective teaching team. We are 

exceptionally proud of the impact our teams have made in ensuring the very best for 

all our pupils now and in the future and welcome candidates who share the ethos of 

valuing everyone’s contribution and working collaboratively with all parties to ensure 

the very best for pupils. 

 

The work will be challenging and rewarding and you will be working in a school where 

we maintain a strong safeguarding culture, where pupils and staff are listened to, 

respected and 

involved in as many decisions as possible. 

 

We offer comprehensive training, including a focus on proven interventions and insight 

into therapeutic practice and further career development opportunities. 

 

The quality of all our staff lies at the heart of our very high standards. Outstanding 

OFSTED 2005, 2008, 2014 & 2017.   

Qualifications, experience and a real commitment to  

special needs would be a significant advantage. 

 

Our school is committed to ensuring a ‘Safe Recruitment’ process including a Criminal 

background check. 

 

Visits are welcome but please note the School will be closed from  

Monday 20 December 2021 until Monday 3 January 2022 inclusive. 

 

Deadline for receipt of applications: Thursday, 6 January 2022 

Date for Interview: Friday, 14 January 2022 
 

 
Fiveways School 
Job Description 

 
Job title:   EHCP Co-ordinator / SENCo 
 
Purpose: Whole-school responsibility to become the schools designated SENCo 

overseeing the Annual Review Process and EHCP Co-ordinator  
 

Responsible to:  Assistant Headteacher 

 
Professional duties and responsibilities 



The duties outlined in this job description are in addition to those covered by the latest School Teachers' 
Pay and Conditions Document. It may be modified by the Headteacher (with the potholders’ 
agreement), to reflect or anticipate changes in the job, commensurate with the salary and job title.  It 
will be reviewed in the context of the School Development Plan and Performance Management cycle. As 
the SENCO and EHCP Co-ordinator you will be responsible for ensuring that Fiveways School fulfils its 
statutory duties related to EHCPs, including annual review meetings and required reports. 
 
Teaching and Learning 

1. Identify and adopt the most effective teaching approaches for pupils attending Fiveways. 
2. Monitor teaching and learning activities to ensure effective provision. 
3. Liaise with other schools / settings to ensure continuity of support and learning when pupils 

transfer. 
4. Promote inclusion, best practice and contribute to the aims and ethos of the school through 

membership of the senior leadership team and attendance at school events. 
 

Recording and Assessment 
1. In liaison with senior leadership team, set targets for raising achievement among pupils and 

other groups as appropriate. 
2. Collate and interpret specialist assessment and performance data and share with other staff and 

Governors as appropriate. 
3. Set up systems for identifying educational needs, and assessing and reviewing provision.   
4. Update the head teacher and governing body on the effectiveness of provision for pupils with 

SEND. 
5. Ensure parents and carers are informed about their child's progress e.g. through individual 

meetings and parent carer evenings. 
6. Co-ordinate, attend Annual Reviews. 
7. Assist Assessment Leader in making applications for additional support, time and/or specific 

papers for end of Key Stage assessments. 
8. Maintain SEND register. 
9. Evaluate the effectiveness of provision. 
 
 

Leadership 
1. Support staff to recognise and fulfil their statutory responsibilities to pupils with SEND. 
2. Provide training opportunities for Teaching Assistants and teachers to learn about Inclusion, 

including whole-school Inset. 
3. Disseminate good practice in Inclusion across the school. 
4. Work with the Headteacher and Governors on the strategic development of SEN & Inclusion, 

including reviewing and formulating appropriate policies. 
5. To be responsible for the supervision and organisation of Teaching Assistants, including their 

performance management, as required. 
6. Support pupil progress meetings, recording agreed provision within provision maps. 
7. To be involved in the appointment of Teaching Assistants. 
8. To work with the Headteacher and other key staff on developing the effectiveness of transition 

arrangements between the Nursery (and other pre-school settings) and Fiveways School. 
9. Liaise with the Educational Psychology service and other specialist and support agencies. 
10. To keep abreast of developments in SEN (e.g. research, changes to the law) and inform staff and 

Governors as necessary. 
11. To attend appropriate training, CPD and conferences and provide feedback to colleagues. 
12. Lead CPD on inclusion and EHCP matters as needed across the school. 
13. Provide EHCP briefing and related training for the parents  
14. Work with the Assistant Headteacher to plan deployment of Teaching Assistants throughout the 

school, based on EHCP strengths and needs.  
15. Liaise with department leaders and all teachers in the successful deployment of Teaching 

Assistants within key stages and year groups. 



16. Undertake self-evaluation, contributing to the school SEF and improvement plan and planning for 
continuous improvement in inclusion practice 

17. Model good practice in teaching pupils including those with severe complex needs, PMLD and 
SLD 

18. Develop links with governors, the LA casework team, external agencies and neighbouring 
schools. 

     19. Line manage a group of PCP facilitators and Communication and Interaction Lead  
 
EHCP Coordinator 

1. As necessary, prepare applications for Education Health Care Plans (EHCPs) 
2. Monitor and update EHCPs and individual plans with teachers and Teaching Assistants. 
3. Organise annual schedule of Annual Review of EHCPs 
4. Support and monitor completion and submission of Annual Reviews of EHCP 
5. Identify resources needed or referred to within EHCPs to meet the needs of pupils 
6. Lead the management of personal budgets. 
7. Complete referrals to external agencies, as directed by SLT or as agreed in reviews. 
8. Contribute to Personal Education Plans (PEPs) for Looked After Children. 
9. Represent School at meetings organised by support services and external agencies. 
5. To have a commitment to the agreed whole School vision, values and goals as detailed in the 

School’s development plans. To positively promote and contribute to the team ethos of the 
School. 

6. To take an active part in internal meetings/working groups. 
7. Communicate effectively with students, parents and carers and collaborate with colleagues and 

other relevant professions within and beyond the school. 
10. Contribute to the development, implementation and evaluation of the School’s policies and 

procedures and actively promote these to support the school’s values and vision. 
8. To relay any concern to the Headteacher, Deputy Headteacher or Assistant Headteacher as 

appropriate 
9. To continue personal and professional development 
10. To safeguard and promote the welfare of students for whom you have responsibility or come into 

contact with, to include adhering to all specified policies and procedures 
 

Other and responsibilities 
1. To willingly undertake any reasonable task requested by the Senior Leadership Team from time 

to time to support the safeguarding of staff and children. 
2. To be willing to undertake the role of Deputy Designated Safeguarding Lead 
3. To undertake the role of Designated Teacher for Children Looked After 

 
The job description, together with any agreed objectives, will normally provide the main criteria against 
which to evaluate a post holder's performance, through the school’s Performance Management process. 
I understand that Fiveways School adopts a rigorous approach and is committed to safeguarding and 
promoting the welfare of children and young people and expects all staff and volunteers to share this 
commitment. 
 
 
Signed_______________________________________________________ date_____________ 
 

 Essential Desirable 

Qualifications Qualified Teacher status SENCO Qualification  

Experience The SENCO EHCP Coordinator should have 
experience of: 

In addition, the SENCO EHCP 
Coordinator might have 



effectively supporting a range of colleagues to 
develop practice; 

keeping EHCPs current and ensuring practice 
reflects this   

experience of: 

Teaching pupils with SEND.  

Managing a team. 

Knowledge and 
understanding 

The SENCO EHCP Coordinator should have 
knowledge and understanding of: 

the monitoring, assessment, recording and 
reporting of pupils’ progress; 

the statutory requirements of legislation 
concerning Equal Opportunities, Health & 
Safety, SEN and Child Protection; 

the positive links necessary within school and 
with all its stakeholders; 

effective teaching and learning styles. 

In addition, the SENCO EHCP 
Coordinator might also have 
knowledge and understanding 
of: 

Somerset’s / Dorset’s Annual 
Review processes.  

 

 

 

 

 

Skills The SENCO EHCP Coordinator will be able to: 

promote the school’s aims positively, and use 
effective strategies to monitor motivation and 
morale; 

develop good personal relationships within a 
team;                  

establish and develop close relationships with 
parents, governors and the community; 

communicate effectively (both orally and in 
writing) to a variety of audiences; 

In addition, the SENCO EHCP 
Coordinator might also be able 
to: 

ensure contributions from all 
agencies  

support; 

lead an effective team of staff. 

Personal 
characteristics 

Approachable 

Committed 

Creative 

Dedicated 

Empathetic 

Enthusiastic 

Organised 

Patient 

Positive attitude  

 



Resilient  

Resourceful 

Candidates should be able to commit 
themselves to actively support the ethos of the 
school 

 

 


