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Job Description 

Job Description 
 
Park High School’s SEND Faculty comprises of the SENDCO, Assistant Faculty Lead, Teaching Assistant Co-ordinator and a 
team of Level 3 and Level 2 Teaching Assistants.  The leadership of the faculty is supported by the Deputy Headteacher 
(Safeguarding), who works closely with the SENDCO to ensure the school as a whole works collaboratively to meet the 
diverse needs of all students. 
 
SENCO Responsibilities  
 

 Leadership and management of the SEND Faculty. 

 Develop appropriate curriculum provision for students with SEND, including Nurture Group provision and 
Foundation Learning. 

 Provide appropriate staff training and support to ensure students with SEND receive high quality teaching and 
learning. 

 Communicate and liaise with parent / carers, LCC and other external agencies as appropriate. 

 Evaluate the effectiveness of SEND provision. 

 Line management of Faculty members. 
 
Strategic direction of SEND provision 
 
Lead on strategic development planning taking into account the current position of the Faculty and the future vision, in 
conjunction with the whole school aims. 
Ensure effective systems of communication, including feedback about pupil’s learning to inform future planning. 
Monitoring the quality of SEND support by establishing effective systems to identify and meet the needs of pupils, whilst 
ensuring that the systems are coordinated, evaluated and regularly reviewed. 
Ensure that the objectives of the SEND policy are reflected in the school improvement plan. Liaise with and coordinate 
the contribution of external agencies. 
Up-to-date knowledge of National and local initiatives which may impact upon policy and practice. 
Ensure that the school meets all its legal obligations under the SEND Code of Practice 0-25.  
Participate in inspections of Park High School’s SEND provision  
Work with the SLT line manager and the SEND link governor to ensure that the school’s SEN policy and/or local offer are 
reviewed as necessary and presented to the Governing Body for approval.  
Advise on and contribute to the school’s policies on Equalities and Accessibility  
Liaise with all feeder primary schools before transfer of students into Year 7, to ensure effective transfer of information 
relating to students requiring additional support from the Learning Support department, including (but not restricted to) 
those with Education Health Care Plans (EHCP).  
Ensure all SEND documentation and records are kept securely within the department and are updated in a timely fashion.  
Establish good working relationships with the Local Authority, Educational Psychology services and other outside 
agencies as appropriate.  
 
Progress and Achievement of Students 
 
To monitor the achievements, welfare and discipline of students, and to follow up the progress reviews, liaising with the 
pastoral team and parents when appropriate. 
To liaise with subject departments, feeder schools particularly regarding transition, and external agencies such as Exam 
Boards, EP, Alternative Education providers etc. 
To co-ordinate the application for and of special arrangements in external examinations in conjunction with the 
Examinations Officer. 
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Job Description continued…. 

Teaching and learning 
 
Influencing the whole Teaching and Learning policy to promote aspects of inclusive teaching. 
Leading INSET regularly and where appropriate; this may include chairing and be a part of working parties. 
Providing opportunities for observation of colleagues/visits to other schools in order to share best practice. 
Collect and interpret specialist assessment data gathered on pupils and use to inform practice. 
Work with pupils, subject leaders, class teachers with tutorial/pastoral responsibilities to ensure realistic expectations of 
behaviour and achievement is set for SEND pupils. 
Support developments and initiatives to improve standards in literacy and numeracy as well as access to the wider 
curriculum. 
Overseeing and monitoring the quality of tracking systems and maintaining detailed information for subsequent 
meetings with parents and colleagues. 
Develop systems for colleagues to monitor and record progress made by pupils with SEND towards the achievement of 
targets. 
Review support plans at least termly with parents, students, teachers and agree and communicate new targets. 
Supporting the Head in meeting statutory responsibilities for SEND. 
Lead the Annual Review meetings for students with Education, Health and Care Plans. 
 
Leadership and Management 
 
To lead the team and to be instrumental in planning for continual improvement and to make a contribution to the 
evaluation of the work of the department. 
To promote an atmosphere of continuing professional development and to share good practice with colleagues. 
To contribute to the school’s development plan. 
To support the professional development of all staff, including newly qualified teachers and initial teacher training 
students. 
To review annually a coherent set of job descriptions and oversee their implementation. 
Contribute to the selection, and promotion, of staff including the writing of references. To be involved in short-listing 
and interview procedures. 
To manage effectively all staff connected with the department. 
Advise the Head and Deputy Head on all staffing matters within the department. 
To appraise all departmental colleagues on an annual basis. 
Encourage all staff to recognise and fulfil their statutory responsibilities. 
Develop pro-formas for essential repetitive paperwork, in order to create an administrative infrastructure as part of an 
effective communications system. 
Identifying the training needs of staff and organising/coordinating INSET to be delivered by other professionals. 
Disseminate procedural information such as recommendations of the code of practice or the schools own SEN policy. 
Ensure the establishment of opportunities for SEND Teaching Assistants to review the needs, progress and targets of 
pupils with learning difficulties. 
Provide regular information to the Head, governing body on the evaluation of the effectiveness of provision for pupils 
with SEN, to inform decision-making and policy review. 
 

Efficient and effective deployment of staff and resources 
 
Draw up the annual department budget and annual Departmental Development Plan. 
Provide advice to Head/SLT relating to resource requirements, the deployment of staff and timetabling in relation to the 
support of SEND. 
Organise and coordinate the work of colleagues to ensure appropriate deployment of learning resources including ICT. 
Maintain existing resources and explore opportunities to develop or incorporate new resources from the wide range 
available within and externally to the school. 
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Job Description continued…. 

Curriculum 

To ensure that work in support of schemes of work is developed and reviewed regularly in co-operation 

with all members of the department. 

To manage the department’s financial, teaching and material resources to ensure the effective learning 

of all students. 

To contribute to the work of the school’s Pastoral Support Team. 

To contribute to the work of the school’s Curriculum development to support SEND students. 

To lead and manage the timetable provision of the SEND team. 

To contribute to the implementation of the safety regulations in accordance with the Health and Safety at Work Act 1974 

and other DFE guidelines. 
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Selection Criteria 
Criteria Essential Desirable Method of  

Assessment 

Qualificati
ons 

 Have a degree or equivalent higher 
qualification and be able to demonstrate 
proficiency in Maths & English 

 DfE recognised Qualified Teacher Status 

 To hold the National Award in 
Special Needs Coordination (Or a 
commitment to obtain within 3 
years of taking up the post or 
relevant experience as a 
SENDCO for more than 12 
months prior to Sept 2008 ) 

Application form 

Knowledg
e & 
Specialist 
Qualities 

 Have a proven track record as an 
excellent classroom practitioner 

 Knowledge of how to support students 
with SEND 

 Knowledge of current educational trends, 
curriculum developments and 
educational initiatives 

 Knowledge of SEND guidelines and how 
they might be implemented 

 Knowledge of behaviour management 
strategies 

 Knowledge of the social and emotional 
development of children 

 Knowledge of the issues around 
multi-agency working 

 Have knowledge and experience 
of the SEN Code of Practice: 0 to 
25 years 

 

Letter and  
interview 

Experienc
e 

 Experience of teaching in secondary 
schools 

 Experience working with parents/carers 
to support student welfare and 
achievement 

 Experience of teaching SEND students 
 Experience of leading initiatives to raise 

achievement 
 Experience of working with challenging 

students 
 Experience of working under the SEN 

Code of Practice 
 Experience of working with students who 

have additional needs. 

 Middle Leadership experience. 
 An understanding of procedures 

related to exam access 
arrangements 

 Effective collaboration with 
external agencies 

 Experience of timetabling support 
staff 

 Experience of writing policies 
 Experience of developing 

effective structures and systems 
 Have experience of producing 

Individual Education Plans, 
creating a SEND register and 
managing a budget 

Application form, 
letter and 
interview 

Personal 
qualities, 
skills and 
characteri
stics 

 Good or outstanding teaching ability 
 Build and maintain effective relationships 

through effective interpersonal skills 
 Excellent communication skills, both 

written and verbal 
 Think creatively to anticipate and solve 

problems 
 Develop effective teamwork 
 Inclusive approach to education 
 Ability to effectively analyse internal and 

external data to track progress of SEND 
students 

 High expectations of self and others 
 Ability to manage and resolve conflict 
 Work under pressure, maintaining a 

sense of perspective and humour. 
 Ability to think strategically 
 Commitment, honesty and dedication 
 Ability to establish, implement and 

articulate a strong vision for the 
department 

 High levels of ICT literacy 
 Ability to inspire, challenge, 

motivate and empower others 
 Ability to carry out assessments 

for specific areas of SEND 

Letter and  
interview 



 Selection Criteria 

Professional 
Development 

 Evidence of continuing professional 
development 

 Evidence of keeping up to date with 
the pedagogy of education and 
teaching 

 A strong commitment to quality 
professional development of staff 

 Safeguarding and 
Child protection 
training. 

 Delivering training 
on addressing 
specific areas of 
SEND (e.g 
dyslexia, ASD). 

Application form, letter 
and interview 

Safeguarding 
and welfare of 
children 

 Suitability to work with young children 
 Able to form and maintain appropriate 

relationships and personal 
boundaries with children and young 
people 

 Positive attitude to use of authority 
and maintaining discipline 

  Application form, 
references and 
interview. In addition to 
the candidates’ ability 
to perform the duties of 
the post, the interview 
will also explore issues 
relating to safeguarding 
and welfare of children. 



 Faculty Information 
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Contact Information: 

Park High School 
Venables Avenue 
Colne 
Lancashire 
BB8 7DP 
 
Headteacher: Dr P Parkin 
 
Telephone: 01282865200 
Enquiries: enquiries@park-high.co.uk 


