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Job Description

Post Title:

SENCO
Grade/salary:

MPS/UPS + TLR1
Reporting to:

Deputy Headteacher: Pastoral Leadership and Inclusion
Contract:

Full time, permanent















Purpose:

To ensure SEND students are fully supported to flourish at Hilbre
Liaising with:

SLT, teaching/support staff, LA representatives, external agencies and 


parents/legal guardians
Disclosure level:
Enhanced

MAIN CORE DUTIES:
· Support the Deputy Headteacher: Pastoral and Inclusion in the strategic and operational leadership of SEND provision across the key stages at Hilbre High School.

· Ensure students with SEND receive high‑quality, inclusive support that enables them to achieve their full potential.

· Lead day‑to‑day coordination of SEND systems, interventions and statutory processes in line with school priorities and the SEND Code of Practice.

· Contribute to the school’s pastoral and inclusion agenda by promoting equitable access, wellbeing and positive outcomes for all learners.

· Work collaboratively with staff, families and external agencies to remove barriers to learning and strengthen inclusive practice.

· Provide accurate SEND information, monitoring and reporting to the Deputy Headteacher: Pastoral and Inclusion to support strategic decision‑making and continuous improvement.

· Ensure compliance with safeguarding, equality and SEND legislation.

· Support development of a nurturing, inclusive school culture where students feel supported, valued and able to thrive.

· Line manage specialist teaching staff and designated learning support assistants.

· Strengthen primary links to aid transition and curriculum continuity.

Main duties:
· Lead and coordinate the operational delivery of SEND provision across the school, ensuring consistency with school priorities.

· Maintain and monitor the SEND register and accurate SEND records (including EHCPs, support plans, intervention tracking and access arrangements) and ensure staff are informed of students’ needs.

· Identify students with additional needs using assessment data, observations and collaboration with teaching staff.

· Monitor the effectiveness of interventions and adapt provision to secure positive student outcomes; ensure intervention time minimises time away from mainstream teaching.

· Coordinate annual reviews, SEND meetings and statutory processes in line with the Code of Practice; prepare referrals and documentation for external professionals, eg. educational psychologists, LA services.
· Liaise with teachers to support high‑quality inclusive teaching and classroom strategies (Quality First Teaching); provide practical advice, resources and training to staff.

· Ensure reasonable adjustments and targeted support are implemented consistently across the school.

· Analyse SEND data and contribute to reports for senior leaders and governors.

· Manage SEND timetables, intervention schedules and deployment of support staff; support operational management of SEND funding, resources and provision mapping.

· Coordinate transition arrangements for students between key stages or settings.

· Develop and maintain strong partnerships with families to support student progress, attendance and engagement.

· Attend multi‑agency meetings and represent the school in SEND‑related discussions.

· Ensure the school’s SEND information/report on the website is kept up-to-date and reflects current practice.

· Deliver INSET at departmental and whole‑school level, as required.

· Ensure Health and Safety policies, risk assessments and departmental practice meet national and school requirements.

Leadership and Line Management:
· Manage the Assistant SENCO, a team of HLTAs, First Aider, Access Arrangement Assessor/s and the SEND PA.

Teaching and Learning:
· Ensure effective teaching and interventions occur through structured monitoring, evaluation and review.

· Promote and support Quality First Teaching across the school so staff meet the needs of SEND students.

· Provide a programme of teaching as required by the duties of a standard scale teacher.

· Create opportunities for SEND students to develop teamwork, confidence and independence; promote extra‑curricular and out‑of‑hours learning that enhances opportunities.

Curriculum Development:
· Lead curriculum development for the SEND Department and ensure curriculum choices support inclusion and progression.

· Keep up to date with national, regional and local developments in SEND Policy, practice and the use of comparative data; respond to relevant initiatives.

Recruitment, Deployment and Staff Development:
· Work with the Assistant Headteacher: Teaching and Learning to identify staff development needs and design appropriate programmes.

· Undertake performance management reviews and act as reviewer for departmental staff.

· Participate in recruitment, including for Teaching Assistant posts and ensure effective induction and deployment of new staff.

· Make appropriate arrangements for cover when staff are absent, liaising with the Cover Administrator.

· Promote teamwork, motivate staff and act as a positive role model.

· Participate in the school’s ITT programme.
Person Specification:
Quality Assurance:
· Establish and maintain quality control systems and common standards of practice within the SEND Department.

· Set departmental targets, monitor progress and implement improvements, where required.

· Contribute to the school’s lesson observation and self‑evaluation processes.
Management Information:
· Maintain accurate management information relating to the department on the school’s MIS.

· Use data analysis to evaluate performance, identify issues and take appropriate action with deadlines and review.

· Provide relevant information on departmental performance and development to the Headteacher and Governors.
Communications, Marketing and Liaison:
· Ensure all departmental staff understand aims and objectives and that effective communication occurs with parents/legal guardians.

· Facilitate SEND department meetings and attend relevant middle‑leader, pastoral and multi‑agency meetings.

· Promote SEND provision at events and contribute material for school communications and marketing, where appropriate.
Pastoral Responsibilities:
· Work closely with the Deputy Headteacher: Pastoral and Inclusion, Heads of Key Stage and Heads of Year to support the pastoral needs of SEND students.

· Ensure Behaviour Management systems are implemented within the SEND Department to support learning.

· Support development of positive student attitudes, motivation and engagement.
Other Specific Duties:

· To 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.

· To support the school in meeting its legal requirements for worship.

· To promote actively the school’s corporate policies.

· To continue personal development, as agreed.

· To comply with the school’s Health and Safety Policy and undertake risk assessments, as appropriate.

· To undertake any other duty as specified by STPCD not mentioned in the above.

SAFEGUARDING REQUIREMENTS:

· All staff are required to undertake training with regard to the safeguarding and welfare of children and young people and the school commits to providing this training, eg. via induction, on-line, briefings at staff meetings, Inset Days, etc., as appropriate.
· All staff should familiarise themselves with ‘Keeping Children Safe in Education’, Part 1 and local policies and procedures, as directed by the school.
· All staff have a responsibility for promoting and safeguarding the welfare of children and young persons for whom they are responsible, or with whom they come into contact and to adhere to, and ensure compliance with school policies and procedures at all times.  If, in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risks to the safety or welfare of children, they must report any concerns to the Designated Safeguarding Lead.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this Job Description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

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.

This Job Description is current at the date shown, but following consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job, which are commensurate with the salary and job title.

Date: 
May 2026
Hilbre High School is committed to safeguarding and promoting the welfare of children and young people, and expects all staff to share this commitment.
This post is subject to a satisfactory Enhanced DBS Disclosure.
