
 

 
JOB DESCRIPTION 

 
 

 
Post Title: 
 

SENCO 

Conditions of 
Employment: 

Refer to CLPT Teachers’ Pay and Conditions Document 

Disclosure level Enhanced 
Responsible to: Head of School 
 
PURPOSE 

 
To ensure under the direction of the Headteacher that all secondary phase children, including 
those with Special Educational Needs and Disability (SEND) receive appropriate support.  To be 
responsible for all-through systems and processes relating to the SEND code of practice 
 

 
MAIN (CORE) DUTIES & ACCOUNTABILITIES 

 
Strategic  

 

• Support the Head of School and Deputy in providing a clear vision and direction for the 
development of systems and processes designed to support Inclusion across the secondary 
phase 

• To monitor interpretation of the SEND policy and ensure that SEND code of practice is 
implemented and embedded across the school 

• Deliver INSET to colleagues on SEND and strategies to support students with SEND 

• As SENCO, promote inclusion throughout the secondary phase and ensure consistency across 
the school 

• Lead the development of good practice for Inclusion across the school, support the 
production of a whole school Inclusion development plan with clear aims, objectives and 
strategic priorities to meet the needs of all pupils. 
 

 
Operational 
 

 
▪ Ensure that the needs of individual students are met through a broad, balanced, relevant and 

differentiated curriculum 
▪ Update the SEND register as and when necessary 
▪ Assist staff in the development and implementation of targets for individual students on 

Provision Map 
▪ Work with colleagues to produce detailed plans/programmes to meet the needs of individual 

students and targeted groups of students 
▪ Set up systems for identifying, assessing, tracking and reviewing student needs 
▪ Set up systems for immediate assessment of new arrivals and liaise with the data manager to 

get assessments uploaded onto SIMS/G4S 
▪ To liaise with feeder schools and Sixth Form institutions to aid transition of students with 

SEND  
▪ Monitor actively and respond immediately to curriculum developments related to Inclusion  
▪ Arrange, attend and prepare materials, where appropriate, for annual and/or termly review 

meetings 
▪ Ensure that parents are consulted and informed about their child’s progress at all times 
▪ Develop supported and improved home learning 
▪ Liaise with pastoral staff in the care and support of children who may require additional 

pastoral care at some time in their school life (eg. bereavement, separation, mental health, 
sickness) identifying the right systems to support them 

▪ Hold responsibility for the school’s access arrangements for students with SEND so that they 
receive appropriate support during mock and public exams 

▪ Identify students who qualify for access arrangements and liaise with appropriate authorities 
to confirm and carry out these arrangements 

 
 

Staffing, 
 

• Line manage, organise, monitor and support teaching assistants (TAs) in the secondary phase 



resources and 
accommodation 

to ensure that they provide effective and appropriate support for students and teachers  

• Lead and manage the professional development process for all Learning Support Assistants 
 

 

Communication 
 

 

• Work with parents to ensure the best possible outcomes for children 

• Liaise with Learning Leaders and other pastoral staff in the Student Support department 
concerning the progress and well-being of students with SEND 

• Liaise with other schools and outside agencies to ensure the best possible outcomes for 
students 

• Attend and contribute to appropriate middle leadership, senior leadership and governing body 
meetings 

• Attend meetings with external agencies to support progress and well-being of students 
 

 
Monitoring, 
Assessment, 
Recording and 
Reporting 

 
▪ Use internally set progress targets and performance data to evaluate pupils' progress and 

set appropriate targets for improvement; 
▪ Use a range of assessment evidence to inform planning and teaching of appropriate 

lessons matched to the needs of all students 
▪ Use a range of assessment evidence to identify where specific help is required and inform 

differentiation and intervention strategies 
▪ Mark work regularly giving diagnostic feedback 
▪ Provide oral and written assessments, reports and references relating to individual students 

and groups of students 
▪ Participate in arrangements that prepare students for external examinations 
▪ Assess students for the purposes of internal and external examinations, recording and 

reporting such assessments 
▪ Participate in parents’ evenings and events to report on progress, learning, personal 

development and well-being 
▪ Report on progress to all stakeholders 

 
 
Climate for 
Learning 

 
▪ Promote and maintain an appropriate climate for learning among students in line with school 

policies and the school’s ethos 
▪ Safeguard the health and safety of students on school premises and when they are engaged in 

authorised school activities elsewhere 
 

 
Pastoral Duties 
 

 
▪ Be a personal tutor to an assigned group of students 
▪ Promote the general progress and well-being of individual students and of the form tutor 

group as a whole 
▪ Liaise with the Deputy Headteacher and relevant members of SLT to ensure the 

implementation of the school's pastoral system 
▪ Register students, accompany them to assemblies, encourage their full attendance at all 

lessons and their participation in other aspects of school life 
▪ Contribute to individual student plans, progress files and other reports 
▪ Alert appropriate staff to problems experienced by students and make recommendations 

as to how these may be resolved 
▪ Communicate, as appropriate, with parents or carers regarding the welfare of individual 

students, after consultation with appropriate staff 
▪ Contribute to CEIAG, PSHCE and student well-being programmes according to policy 

 
 
Other 
Professional 
Requirements 
 
 

 
▪ Have a working knowledge of teachers' professional duties and legal liabilities  
▪ Operate at all times within the stated policies and practices of the school, including 

professional duties 
▪ Perform duties as part of a duty team 
▪ Maintain an up to date knowledge of effective practice in teaching techniques 
▪ Know subject(s) or specialism(s) to enable effective teaching 
▪ Take account of wider curriculum developments 
▪ Contribute positively and effectively to the Inclusion agenda 
▪ Undertake professional development to enhance teaching and pupils' learning, and: apply 



outcomes and identify impact; share outcomes with colleagues 
▪ Take responsibility for professional learning 

 
 
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. 
 
This post is subject to the current conditions of employment for Class Teachers contained in the School Teachers' Pay 
and Conditions Document, the 1998 School Standards and Framework Act, the required standards for Qualified 
Teacher Status and Class Teachers and other current legislation.  
 
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 Executive 
Headteacher to reflect or anticipate changes in the job which are commensurate with the salary and job title. 
 

 
Endorsement 
 
I accept the specified job description.  Name: ………………………………………….………………………………………. 
 
Signed: ……………………………………………………………….………….………..  Date: ………………………………… 
 

 


