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KHALSA SECONDARY ACADEMY 

Hollybush Hill 

Stoke Poges 

Bucks SL2 4QP 

Tel: 01753 662009 

Email: info@khalsasecondaryacademy.com 

Website: www.khalsasecondaryacademy.com 

 

Special educational needs co-ordinator (SENCO) 

Date Posted 13th October 2020 

Closing Date 4th November at 4pm 

Interviews W/C 9th November 

Start Date April 2021 or sooner 

Job title: SENCO and Classroom Teacher 

Salary: Teacher + TLR + SEN. Salary dependent on experience. 

Contract type/term: Full-time, permanent 

Reporting to: Assistant Headteacher for Inclusion 

Responsible for: Teaching Assistants, High Level Teaching Assistants, Specialist SEND 

Assistants. 

 

Do you have the drive, passion and commitment to oversee and deliver outstanding provision to 

help young people with additional needs succeed? If so, joining Khalsa Secondary Academy might 

just be the best career move you ever make. This is your opportunity to not only join but lead a 

dedicated team of professionals, in our SEND Department, who are committed to providing the best 

possible education for our students. 

 

About Khalsa Secondary Academy: 

Khalsa Secondary Academy is a thriving, vibrant and caring mainstream secondary school (11-18 

year olds) with inclusive Sikh values and British values at the heart of our educational philosophy. At 

Khalsa, it is our mission to educate the whole child and to support them in becoming confident, 

productive, selfless and ethical members of society. 

We are a rapidly improving school with high personal and academic expectations for all our 

students, offering them an environment of academic rigour, creativity and wider educational 

opportunity beyond the classroom. By valuing every child and by promoting excellent, care, 

kindness and respect we encourage, challenge and support each child to achieve their full potential. 

http://www.khalsasecondaryacademy.com/
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At Khalsa Secondary Academy we are fortunate to have state of the art facilities, allowing us to 

provide our students with the best possible standards in education.  

 

Who we are looking for: 

Our SEND Department, currently led by the Acting SENCO and Assistant Headteacher for Inclusion, 

is on a journey to excellence and expansion. The school recently participated in an external SEND 

audit which highlighted significant strengths in the team and the SEND department’s/school’s plans 

for the new academic year. Consequently, we have a fantastic opportunity to recruit an experienced 

and qualified SENCO who can continue to successfully pursue the school’s SEND improvement plan. 

The ideal candidate will have a passion for and skill working with young people who require support 

with one or more of the following; communication and interaction, cognition and learning, social 

emotional and mental health and sensory and physical needs. Equally, they will have a knowledge of 

working with children with English as an Additional Language and medical needs. In addition, the 

candidate will have excellent classroom experience and an ability to balance a teaching timetable 

alongside the responsibilities of the role.  

We are looking for a dedicated individual to lead our SEND Department and who will continue to 

develop and strive for excellence and outstanding SEND provision across the school. The candidate 

will have had experience of management and leadership at whole school level. 

The successful candidate will be a committed team player and leader with excellent organisational 

and technical skills. They will have the ability to effectively support learning and teaching, and 

develop relationships across our school and the KSA community. 

 

We can offer: 

 The opportunity to make a huge contribution to the education and lives of children who 

respond very positively to high quality teaching; 

 Outstanding results, at both GCSE and A level, from our well-motivated students 

 A staff team who are committed to their own professional development and to improving 

outcomes for the students; 

 A supportive and open leadership team who recognise the importance of outstanding SEND 

provision; 

 An excellent, friendly and inclusive working environment; 

 A commitment to support in developing new skills through a wide range of professional 

development opportunities and experiences; 

 The opportunity to work in a team where skills, enthusiasm and hard work will be 

appreciated. 

 

Religious Observance: 

Khalsa Secondary Academy is an inclusive Sikh faith school, being Sikh is not a requirement 

however, you must be willing: 

 To be sympathetic with the ethos and vales of the Sikh religion; 
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 To follow the prohibition of smoking, consumption of alcohol, meat, fish and eggs anywhere 

on the school premises; 

 Cover your head and remove your shoes when entering the Gurdwara. 

 

Our commitment to Safeguarding: 

Khalsa Secondary Academy is committed to safeguarding children. We believe that children and 

young people should never experience abuse of any kind. We have a responsibility to promote the 

welfare of all children and young people, to keep them safe and to practise in a way that protects 

them. We expect that all staff, volunteers, outside agencies and service providers adhere to our 

policies and share in our commitment to safeguard all children in our care. All staff will undertake 

thorough interviewing and referencing checks and hold, or be prepared to undergo, an Enhanced 

DBS check that must be registered on the Update Service. 

 

We are equally committed to eliminating discrimination and encouraging diversity. We aim for our 

workforce to be representative of society and that each employee feels respected and able to give 

their best. We are committed to providing equality and fairness in our recruitment and employment 

practices and not to discriminate on any grounds. We oppose all forms of unlawful and unfair 

discrimination. 

 

Visits to the Academy are warmly encouraged.  

 

To apply please fill in and return the application and applicant monitoring forms to  

Mrs A Kaur: a.kaur@khalsasecondaryacademy.com 
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Job description: Special educational needs co-ordinator (SENCO) 

Job details  

Job title: SENCo and Classroom Teacher 

Salary: Teacher + TLR + SEN. Salary dependent on 

experience. 

Contract type/term: Full-time, permanent 

Reporting to: Assistant Headteacher for Inclusion 

Responsible for: Teaching Assistants, High Level Teaching 

Assistants, Specialist SEND Assistants. 

 

Main purpose  

The SENCO, overseen by the Assistant Headteacher for Inclusion and under the direction of the 

Headteacher, will: 

 Determine the strategic development of special educational needs (SEN) policy and provision in 

the school 

 Be responsible for day-to-day operation of the SEN policy and co-ordination of specific 

provision to support individual pupils with SEN or a disability 

 Provide professional guidance to colleagues, working closely with staff, parents and other 

agencies  

The SENCO will also be expected to fulfil the professional responsibilities of a teacher, as set out in 

the School Teachers’ Pay and Conditions Document. 

 

Duties and responsibilities  

Strategic development of SEN policy and provision 

 Have a strategic overview of provision for pupils with SEN or a disability across the school, 

monitoring and reviewing the quality of provision 

 Contribute to school self-evaluation, particularly with respect to provision for pupils with SEN or 

a disability 

 Ensure the SEN policy is put into practice, and that the objectives of this policy are reflected in 

the school improvement plan 

 Maintain an up-to-date knowledge of national and local initiatives which may affect the school’s 

policy and practice 

 Evaluate whether funding is being used effectively, and propose changes to make use of funding 

more effective 

Operation of the SEN policy and co-ordination of provision 
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 Maintain an accurate SEND register and provision map 

 Provide guidance to colleagues on teaching pupils with SEN or a disability, and advise on the 

graduated approach to SEN support 

 Advise on the use of the school’s budget and other resources to meet pupils’ needs effectively, 

including staff deployment 

 Be aware of the provision in the local offer 

 Work with other schools, educational psychologists, health and social care professionals, and 

other external agencies 

 Be a key point of contact for external agencies, especially the local authority 

 Analyse assessment data for pupils with SEN or a disability 

 Implement and lead intervention groups for pupils with SEN, and evaluate their effectiveness 

Support for pupils with SEN or a disability 

 Identify a pupil’s SEN 

 Co-ordinate provision that meets the pupil’s needs, and monitor its effectiveness 

 Secure relevant services for the pupil 

 Ensure records are maintained and kept up to date 

 Review the education, health and care plan with parents or carers and the pupil 

 Communicate regularly with parents or carers 

 Ensure that if the pupil transfers to another school, all relevant information is conveyed to it, and 

support a smooth transition for the pupil 

 Promote the pupil’s inclusion in the school community and access to the curriculum, facilities 

and extra-curricular activities 

 Work with the designated teacher for looked-after children, where a looked-after pupil has SEN 

or a disability 

Leadership and management 

 Work with the Assistant Headteacher for Inclusion, Headteacher and Board of Trustees to ensure 

the school meets its responsibilities under the Equality Act 2010 in terms of reasonable 

adjustments and access arrangements 

 Prepare and review information the Board of Trustees is required to publish 

 Contribute to the school improvement plan and whole-school policy 

 Identify training needs for staff and how to meet these needs 

 Lead INSET for staff 

 Share procedural information, such as the school’s SEN policy 

 Promote an ethos and culture that supports the school’s SEN policy and promotes good 

outcomes for pupils with SEN or a disability 

 Lead and manage teaching assistants working with pupils with SEN or a disability 

 Lead staff appraisals and produce appraisal reports 

 Review staff performance on an ongoing basis 
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The SENCO will be required to safeguard and promote the welfare of children and young people, 

and follow school policies and the staff code of conduct. 

Please note that this is illustrative of the general nature and level of responsibility of the role. It is 

not a comprehensive list of all tasks that the SENCO will carry out. The post holder may be required 

to do other duties appropriate to the level of the role, as directed by the Assistant Headteacher for 

Inclusion and Headteacher. 
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Person specification 

CRITERIA QUALITIES 

Qualifications  

and training 

 English and Maths GCSE A*-C 

 Degree 

 Qualified teacher status 

 National Award for SEN Co-ordination 

 (Team Teach trained or another positive handling qualification) 

Experience  Recent teaching experience including understanding and participation of 

curriculum assessment (KS2-5) 

 Experience of specialist assessments (Interventions, Exam Access 

Arrangements, Phonics, Dyslexia, Dyscalculia) 

 Working with external professionals, including organising and/or 

delivering follow up (SALT, OT, EP) 

 Recent experience organising and delivering interventions 

 Working knowledge of the National Curriculum (Primary and Secondary) 

 Experience of working at a whole-school level 

 Involvement in self-evaluation and development planning 

 Experience of conducting training/leading INSET 

 Experience of line management 

 Experience of working effectively with special educational needs (including 

being comfortable with personal care of students with medical needs) 
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Skills and 

knowledge 

 Sound knowledge of the SEND Code of Practice 

 Understanding of what makes ‘quality first’ teaching, and of effective 

intervention strategies 

 Able to share knowledge and experience with colleagues and support 

their development  

 Ability to plan and evaluate interventions 

 Data analysis skills, and the ability to use data to inform provision 

planning 

 Effective communication and interpersonal skills 

 Ability to build effective working relationships 

 Ability to influence and negotiate 

 Good record-keeping skills, including being competent with IT. 

 Able to plan, prioritise and organise own work schedule  

 Able to learn and take responsibility for own development  

 Able to work with students within school teaching and learning and 

behaviour management policy  

 Able to motivate students to learn  

 Able to assist with the organisation of the learning environments 

 Able to work as part of as well as manage teams. also show initiative and 

self-motivation 

 Have optimism, sense of humour and ability to solve problems. 

 A sound understanding of how the surrounding Local Authorities manage 

the provision for special educational needs and disabilities in their 

localities. 

Personal 

qualities 

 Commitment to getting the best outcomes for pupils and promoting the 

ethos and values of the school 

 Commitment to equal opportunities and securing good outcomes for 

pupils with SEN or a disability 

 Ability to work under pressure and prioritise effectively 

 Commitment to maintaining confidentiality at all times 

 Commitment to safeguarding and equality 

 

Notes: 

This job description may be amended at any time in consultation with the post holder.  

 


