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SENCO

Job Description and Person Specification

Responsibilities:
The following areas of responsibility are for guidance only; they are neither comprehensive nor exhaustive:
· Ensuring assessment and provision for all children with Special Educational Needs or Disabilities.
· Providing a strategic vision for the Learning Support department alongside the Head of Inclusion.
· Liaising with SLT, Learning Support staff, Heads of Year and Heads of Department, Safeguarding team, primary schools and class teachers about students with SEN and, where necessary, refer students to the appropriate external agencies for further support.
· Engaging in liaison meetings appropriate outside agencies, e.g. Ed Psych, Speech and Language service, ASC service etc. and to facilitate opportunities for external agencies to work with students and staff when appropriate.
· Advising Teaching Assistants of the needs of students with learning needs and of suitable methods and strategies to remediate these needs. This may include the modelling of good practice or support with planning and review.
· Managing and deploying available resources including day-to-day line-management of staff working within the Learning Support department.
· Leading CPD to ensure Teaching Assistants and teachers are aware of how best to work together to support the needs of pupils in the classroom, drawing on research into best practice
· Delivering and developing interventions (such as reading, numeracy, literacy, functional skills etc) to support pupils to make good progress and to secure qualifications that will help them be successful

Key Tasks
· To ensure the smooth day-to-day running of the Learning Support Department
· Planning suitable programmes of work and in-class support strategies for students with SEND.
· To assist with staff development and INSET training with regard to SEND
· Oversee intervention impact with relevant staff
· Keep detailed records of the progress of key students receiving Learning Support, including writing and reviewing PCP’s, Annual Reviews, one plans, provision map, consultations and funding.
· To work with Heads of Department and class teachers regarding timetable and provisions for SEND students.
· Taking every opportunity to positively engage with parents and carers, forming strong links to communicate regarding all SEND issues related to their children.
· To write or assist with applications for statutory assessment if required.
· Commitment to ongoing CPD
· Alongside the Head of Inclusion, advise on the use of the school’s budget and other resources to meet pupils’ needs effectively, including staff deployment
· Analyse pupil data to monitor and track progress and support with appropriate interventions
· Oversee the transition of students with SEND from the primary to secondary, secondary to Sixth Form phase of the school
· To identify SEND pupils who will benefit from interventions and alternative curriculums and to help deliver some of these in the school
· To coordinate referrals to Education Access to support pupils.


Person specification
E = Essential D= Desirable
1. Qualifications & Training
	Criteria
	E/D

	Qualified Teacher Status (QTS).
	E

	Degree or equivalent.
	E

	National Award for SEN Coordination (NASENCO) or the NPQ for SENCOs (completed or in-progress)
	E

	Evidence of recent, relevant professional development related to SEND and leadership.
	D

	Level 7 qualification in CPT3A (Certificate in Psychometric Testing, Assessment and Access Arrangements).
	D



2. Experience
	Criteria
	E/D

	Substantial, successful teaching experience within a secondary setting (Years 7-13).
	E

	Proven experience in managing and leading a team (e.g., Teaching Assistants or a department).
	E

	Experience in conducting Annual Reviews and writing/contributing to EHCP applications.
	E

	Track record of using data to track pupil progress and implementing successful interventions.
	E

	Experience in working effectively with external agencies (Ed Psych, SALT, Specialist Services).
	E

	Experience in a school with a dedicated Special Resources Provision (SRP).
	D



3. Knowledge & Understanding
	Criteria
	E/D

	Comprehensive knowledge of the SEND Code of Practice (2015) and relevant legislation (Equality Act 2010).
	E

	Deep understanding of "Quality First Teaching" and how to model this for colleagues.
	E

	Knowledge of the specific barriers to learning across the four broad areas of need.
	E

	Understanding of the funding processes for SEND (High Needs Funding, etc.) in a local authority context.
	E

	Up-to-date knowledge of the Ofsted framework regarding SEND and Inclusion.
	E



4. Skills & Abilities
	Criteria
	E/D

	Leadership: Ability to inspire, challenge, and support a diverse team of staff.
	E

	Communication: Exceptional verbal and written skills for liaising with parents, staff, and external professionals.
	E

	Strategic Thinking: Ability to work with the Head of Inclusion to develop a long-term vision for Learning Support.
	E

	Organisation: Ability to manage a complex workload, meet statutory deadlines, and maintain meticulous records.
	E

	Analytical Skills: Ability to interpret complex data to identify underperformance and evaluate intervention impact.
	E



5. Personal Attributes & Ethos
	Criteria
	E/D

	A "can-do" attitude with a commitment to high expectations for all students, regardless of background.
	E

	Empathy and resilience when dealing with sensitive family situations or challenging student needs.
	E

	Collaborative spirit; able to work seamlessly with the Head of Inclusion and the wider SLT.
	E

	Commitment to the values-based ethos of The Priory School, Hitchin.
	E

	Suitability to work with children and a commitment to safeguarding and promoting the welfare of young people.
	E
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