
 
 

 
 
 
 
 
 

 

 
 
 

Prep School – Learning Support Coordinator 

Independent Co-Educational Day School for Boys and Girls aged 3 to 18 years 

INSPIRE – ENGAGE - EXCEL 

 
Job Title:   Learning Support Coordinator – Full Time 
 
Job Location:  Pre-Prep and Prep School Sites  
 
Reporting to:  Deputy Head & Prep SLT 
 
Start Date:   September 2022 or January 2023 
 
 

 
 



The Role  
 
We are seeking to appoint an enthusiastic and passionate SENDCO to help lead all 
aspects of learning support within the Prep School. The successful candidate will 
manage and develop resources within the department in addition to providing the 
best possible opportunities and educational experiences for pupils with learning 
difficulties, additional needs or disabilities.  
 
Every member of staff at Ewell Castle is committed to ensuring that we help pupils 
learn through innovative and passionate teaching in our supportive ‘family’ 
environment. We are a relatively small Prep school and work very closely as a whole 
Prep staff team as well as working with the Senior School staff at Y6 transition. We 
therefore welcome applications from excellent teachers who demonstrate an ability 
and genuine desire to see children shine and exceed their own and our own 
expectations.  

 
Job Description  
 
Role: 
 

• To ensure appropriate and professional conduct at all times, supporting and 
fostering the aims and safeguarding policies of Ewell Castle School;  

• To be responsible for offering an education to Ewell Castle pupils that upholds 
academic excellence whilst supporting individual learning.  

• To promote and safeguard the welfare of children and young people for whom 
you are responsible and with whom you come into contact; 

• To lead and manage the SEND curriculum and whole Prep School approach to 
SEND in collaboration with the SLT; 

 
Specific Responsibilities and Skills: 
 

• To lead and take overall responsibility for the school’s SEND policy and 
learning support provision across the school from Nursery to Year 6; 

• To take responsibility for the identification of learning support needs in both 
prospective and current pupils; 

• To co-ordinate the production of support plans for all pupils requiring 
learning support;  

• To lead the co-ordination of the school’s intervention programme ensuring 
specific needs are met; 

• To liaise with pupils, parents, SLT and external agencies to ensure that the 
learning support provided is effective and communicated clearly and with 
integrity; 

• To lead the Prep School’s provision for pupils with English as an Additional 
Language; 

• To review the SEND policy and Accessibility plan and be aware of any changes 
made to legislation on an annual basis; 

• To work alongside teachers and Cas/Tas or LSAs 



 

• To lead and take responsibility for the training of all Prep Staff to equip them 
with tools and effective SEND support within and outside of the classroom 

• To liaise with external agencies including, education psychologists, 
occupation therapists, health an social services and any visiting therapists 

• Be a high-level classroom practitioner with a wide range of teaching skills;  

• Possess high level inter-personal skills enabling effective team leadership;  

• Show ability to evaluate the work of others and enable their development 
through consultation, coaching and support; 

• Show ability to analyse data and information, identify patterns and trends; 
and formulate strategies for improved learning as a result; 

• Help to prepare pupils for entry to the senior school; 

• Encourage and monitor the integration of digital learning opportunities to 
assist SEND pupils with their learning;  

• To be able and willing to teach at KS1, KS2 and KS3 level as required; 

• Be responsible for maintaining and updating all paperwork pertaining to 
SEND pupils EHCP, Reviews, pupil progress documents, policies, schemes of 
work and examination papers; 

• Liaise and work with parents regularly in supporting SEND children 

• Ensure that the requirements of the SEND department are properly met and  
guide, monitor and support any other members of the SEND teaching 
department; 

• Liaise where needed with the Senior School Head of Learning Support; 

• Take responsibility for all Whole Prep School meetings where SEND training is 
required. 
 

Other: 
 
• Work collaboratively with all colleagues across all sites; 
• Follow up any initiatives, directives or recommendations made by SLT and/or 

Senior Teachers; 
• Liaise with and plan for any TAs/CAs effectively to promote children’s learning 

using a positive and child-centred approach; 
• Show commitment to the safety and welfare of all pupils; 
• Possess strong team working skills with a high degree of self-confidence, 

personal energy and dynamism;  
• Embody personal warmth, good rapport with pupils, colleagues and parents; 
• Display excellent organisational skills and ability to work effectively under 

pressure; 
• Have a willingness to lead and run co-curricular enrichment opportunities; 
• Participate in Performance Management and Appraisal & Review arrangements.  
 
This job description will be reviewed as and when necessary, in accordance with the 
needs of the school.  
 
 
  



 

 
 

Person Specification: Learning Support 
Coordinator 

 
 

 

 

 Essential 
 

Desirable 

Qualifications • Degree and/or appropriate SEN 
qualifications at degree level (Ideally 
Level 5 or 7). 

• High standard of literacy and 
numeracy. 
 

• Evidence of continual 
professional development. 
 

Experience 
 

• Evidence of successful SEN support in 
the Primary phase 

• Experience of working with pupils 
who have dyslexia, dyspraxia, ADHD 
and ASD  

• Experience of teaching Key Stage 1 
and/or 2 pupils with a range of 
abilities. 

• Experience of leading people 

• Very good attention to detail as well 
as vision 

• Know how to challenge and support 
pupils of varying ability and 
differentiating 

• Experience of coordinating SEN 
registers and pupil progress files  

• Understanding how to read and 
decipher specialist reports from EP 
and other professionals  

• Demonstrate a sound understanding 
of the SEND code of practice and 
other legislations 

• Awareness of working with or 
creating Wave 1,2,3 and provision 
maps 

• Experience of meeting with parents 
and liaising with specialists 

• Experience of drafting a SEND action 
plan 

 

• Experience teaching EYFS 
and/or Key Stage 1, Key Stage 
3 

• Experience of working with a 
(school) management 
information system. 

• Experience of drafting EHCP 
applications 
  

 

Knowledge & Skills • Ability to use data effectively to help 
assess current and prospective pupils 
individual needs 

 

• Ability to teach a specialist 
foundation subject  -   or 
Maths/Science/English 



• A passion for teaching and a 
commitment to high achievement. 

• Be an effective and confident 
communicator, having a good 
command of English, both spoken 
and written. 

• Ability to work as a team and 
independently.  

• Ability to use current Windows based 
packages including Microsoft Word, 
Excel, Outlook and PowerPoint. 

• Ability to deliver INSETs and work 
with a range of different colleagues 
 

• Understanding of ISI 
inspection standards relating 
to SEND provision 
 

 
 

Personal Qualities  
 

• To display the highest levels of 
integrity and complete 
trustworthiness and discretion.  

• Be able to teach and motivate pupils. 

• Be committed to the extra-curricular 
life of the school and willingness to 
invest in the school community. 

• A commitment to safeguarding and 
promoting the welfare of children. 

• Have an awareness of the importance 
of confidentiality and data 
protection.  

• Be a problem-solver, and to be able 
to reflect upon one’s own practice. 

• Be highly organised with the ability to 
prioritise and work to tight deadlines 
whilst retaining a professional 
composure. 

• Have an excellent punctuality and 
attendance record. 

• Be of smart professional appearance 

• Display excellent teamwork skills. 

• Flexible, versatile and self-motivated. 

• Be confident yet humble in dealings 
with all stakeholders 

• Ability to grasp the ethos of the 
school and to contribute positively to 
the pastoral life. 

• Excellent sense of humour! 

• Have good conflict resolution skills 
 

• Conversant with relevant 
educational issues and 
developments within the 
specific field but also in more 
general areas. 

• Displaying very good 
understanding of servant 
leadership 
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