
 
 

 
 

Birchwood Primary School 

Job Description and Person Specification 

KS1 Class Teacher and SENDCO 

Salary: MPR 

Hours: Part Time 

Contract type: Fixed term maternity cover contract  

Reporting to: Head of School  

Main purpose 

The teacher will: 

• Fulfil the professional responsibilities of a teacher, as set out in the School Teachers’ Pay and 
Conditions Document 

• Meet the expectations set out in the Teachers’ Standards 

 

Duties and responsibilities 

 

Teaching 

• Plan and teach well-structured lessons to assigned classes, following the school’s plans, 
curriculum and schemes of work 

• Assess, monitor, record and report on the learning needs, progress and achievements of 
assigned pupils, making accurate and productive use of assessment 

• Adapt teaching to respond to the strengths and needs of all pupils 

• Set high expectations which inspire, motivate and challenge pupils 

• Promote good progress and outcomes by pupils 

• Demonstrate good subject and curriculum knowledge 

• Participate in arrangements for preparing pupils for external tests 

• Overall responsibility of Key Stage 1 Class 

• Teaching, planning and assessment of Subject Lead Responsibilities 

 

 



 

Whole-school organisation, strategy and development 

• Contribute to the development, implementation and evaluation of the school’s policies, 
practices and procedures, so as to support the school’s values and vision 

• Make a positive contribution to the wider life and ethos of the school 

• Work with others on curriculum and pupil development to secure co-ordinated outcomes 

• Provide cover, in the unforeseen circumstance that another teacher is unable to teach 

 

Health, safety and discipline 

• Promote the safety and wellbeing of pupils 

• Maintain good order and discipline among pupils, managing behaviour effectively to ensure a 
good and safe learning environment 

 

Professional development 

• Take part in the school’s appraisal procedures 

• Take part in further training and development in order to improve own teaching 

• Where appropriate, take part in the appraisal and professional development of others 

 

Communication 

• Communicate effectively with colleagues, pupils, parents and carers 

 

Working with colleagues and other relevant professionals 

• Collaborate and work with colleagues and other relevant professionals within and beyond the 
school 

• Develop effective professional relationships with colleagues 

 

Personal and professional conduct 

• Uphold public trust in the profession and maintain high standards of ethics and behaviour, 
within and outside school 

• Have proper and professional regard for the ethos, policies and practices of the school, and 
maintain high standards of attendance and punctuality 

• Understand and act within the statutory frameworks setting out their professional duties and 
responsibilities 

 

Management of staff and resources  

• Direct and supervise support staff  

• Contribute to the recruitment and professional development of other teachers and support 
staff 

• Deploy resources delegated to them 

The teacher 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 teacher will carry out. The post holder may be required to do 
other duties appropriate to the level of the role, as directed by the Executive Headteacher or Head of 
School. 

Person specification 

Criteria Qualities Essential Desirable 

Qualifications 
and experience 

• Qualified teacher status  

• Degree 

• Successful primary teaching 
experience with proven success of 
teaching Key Stage 2.  

• Experience as a curriculum subject 
leader 
 

✓  

✓  

✓  

 

 

 

 

✓  

 

 
 
 
 

✓  
 
 
 
 

 

Skills and 
knowledge 

• Knowledge of the National Curriculum 

• Knowledge of effective teaching and 
learning strategies 

• A good understanding of how children 
learn 

• Ability to adapt teaching to meet 
pupils’ needs 

• Ability to build effective working 
relationships with pupils 

• Knowledge of guidance and 
requirements around safeguarding 
children 

• Knowledge of effective behaviour 
management strategies 

• Good ICT skills, particularly using ICT 
to support learning 

• Experienced at working with children 
with a range of SEND and behavioural 
needs 

✓  

✓  

 

✓  

 

✓  

 

✓  

 

✓  

 

✓  

 

✓  

 

 

 

 

 

 

 

 

 

 

 

✓  

Personal 
qualities  

• A commitment to getting the best 
outcomes for all pupils and promoting 
the ethos and values of the school 

• High expectations for children’s 
attainment and progress 

• Ability to work under pressure and 
prioritise effectively 

• Commitment to maintaining 
confidentiality at all times 

• Commitment to safeguarding and 
equality 

 

✓  

 

✓  
 

✓  
 

✓  
 

✓  

 

 

  



Special Educational Needs and Disabilities Coordinator (SENDCO) 
 
Main Purpose 
The SENDCo is responsible for leading and managing the provision for pupils with Special 
Educational Needs and Disabilities (SEND), ensuring that all pupils receive the support necessary to 
access the curriculum, make strong progress, and achieve their full potential. The role involves 
strategic leadership, rigorous monitoring, staff development, and effective collaboration with families, 
external agencies, and school leaders. 

 
Key Responsibilities 
 
Identification and Assessment of Need 

• Establish and maintain robust systems to identify pupils who are not making expected 
progress within the school's curriculum. 

• Ensure that pupils joining the school are assessed promptly and accurately to identify any 
additional needs or barriers to learning. 

• Coordinate timely interventions and support strategies for pupils identified as working below 
age-related expectations. 

• Monitor the effectiveness of assessment processes to ensure that SEND needs are 
recognised and addressed at the earliest opportunity. 

Curriculum Access and Pupil Progress 
• Ensure that pupils with SEND are provided with high-quality support that enables them to 

make strong progress and, wherever possible, achieve the same curricular goals as their 
peers. 

• Work with teaching staff to plan appropriate adaptations and additional component steps that 
support pupils' access to learning and readiness for future curriculum content. 

• Monitor the progress and attainment of pupils with SEND through regular analysis of 
assessment data and curriculum outcomes. 

• Lead termly subject-by-subject evaluations of SEND pupil achievement, identifying gaps in 
knowledge and implementing strategies to address them. 

Quality Assurance and Provision Monitoring 
• Regularly monitor SEND provision across the school, including at least fortnightly reviews of 

classroom practice and intervention delivery. 

• Evaluate the implementation and impact of SEND provision maps, ensuring agreed support 
strategies are consistently applied and effective. 

• Ensure that learning barriers are clearly understood by all staff and that appropriate support is 
in place for individual pupils. 

• Promote inclusive practice and high expectations for all learners. 

Staff Development and Leadership 
• Provide guidance, coaching, and professional development to teaching and support staff to 

strengthen SEND provision and inclusive classroom practice. 

• Ensure staff are equipped to plan and deliver effective adaptations and interventions for 
pupils with SEND. 

• Lead and coordinate SEND-related continuing professional development (CPD) across the 
school. 

• Engage in ongoing professional development to maintain and enhance SEND expertise. 

Statutory Duties and Compliance 
• Manage and oversee all SEND-related systems, processes, and statutory requirements. 

• Coordinate and lead Education, Health and Care Plan (EHCP) annual reviews and associated 
documentation. 

• Prepare and submit High Needs Top-Up (HNT) funding applications and supporting evidence 
where required. 

• Maintain accurate SEND records and ensure compliance with statutory guidance and local 
authority requirements. 

• Lead SEND reviews and quality assurance activities to support continuous improvement. 

  



Strategic Leadership and Stakeholder Engagement 
• Work collaboratively with senior leaders to develop and implement the school's SEND 

strategy and improvement priorities. 

• Meet termly with the SEND Governor to report on provision, outcomes, compliance, and 
strategic developments. 

• Liaise effectively with parents, carers, external agencies, and professionals to ensure 
coordinated support for pupils with SEND. 

• Contribute to whole-school improvement planning and promote an inclusive culture across the 
school. 

Key Outcomes 

• Early and accurate identification of pupils with SEND. 

• Effective interventions that enable pupils to make strong progress from their starting points. 

• Consistent, high-quality SEND provision across all classes and subjects. 

• Staff confidence and competence in meeting the needs of pupils with SEND. 

• Full compliance with statutory SEND requirements and deadlines. 

• Positive outcomes and improved curriculum access for all pupils with SEND. 
 


