
                               
 

Holme Grange School 

Job Description 

Joint Head of ALC and SENCo 
 

 

Holme Grange School 

As a teacher at Holme Grange School you should: 

• Be true to the Holme Grange Mission Statement and work to achieve the ideals set 
out 

• Foster a good quality relationship with children and their families, particularly those in 
their class, being aware of the pastoral role that is necessary in a good school 

• Be wholeheartedly committed to the Christian aims and ethos of the school and be 
able to implement those aims in your work 

• Contribute to the ethos of Holme Grange  

• Treat all children as in your care and not just in your class 

• Encourage the home/school partnership and contribute to the life of the school 
 
 
Job Purpose  

The joint SENCO and Head of ALC, with the support of the Head and Governing body, takes 
responsibility for the day-to-day operation of provision made by Holme Grange School for 
pupils with SEND and provide professional guidance in the area of SEND in order to secure 
high quality teaching and the effective use of resources to bring about improved standards of 
achievement for all pupils. 
 
The SENCO is responsible for ensuring the School’s practice reflects current guidelines, and 
for promoting the voice of our SEND pupils.  

 
Code of Practice  

The SENCo needs to be familiar with the SEND Code of Practice and be able to support 
colleagues in their understanding of SEND in order that the needs of individual pupils are 
met. 

 
Responsibilities 

• Establishing and maintaining an accurate SEND Register.  

• Oversee production and implementation of learning plans for pupils. 

• Review progress and produce Individual Education Plans. 

• Maintain appropriate record keeping for SEND pupils including electronic records.  

• Liaise with and inform other school staff about pupils. Ensure all teaching staff have 
adequate support and knowledge to meet the needs of pupils in their class who have 
SEND needs. 

 



Teaching and Learning 

• Teachers of Learning Support will need to be qualified to teach pupils with Specific 
Learning Difficulties, both individually and in small groups, especially those with 
Dyslexia.  

• The SENCo should be qualified to assess pupils in order to ascertain the level of 
provision required and the nature of support needed.  

• Assess/screen pupils either with or suspected of having Specific Learning Difficulties. 

• Liaise with visiting psychologists, external professionals, parents and other teachers. 
 
The SENCo will set out plans and set expectations for effective teaching and 
managing of pupil learning: 

• Support staff in understanding the learning needs of pupils with SEND and the        
importance of raising their achievement; 

• Analyse and interpret relevant school data, research and inspection evidence to inform 
the SEND policy, practices, expectations, targets and teaching methods; 

• Work with pupils, subject leaders and class teachers with tutorial/pastoral responsibilities 
to ensure that realistic expectations of behaviour and achievements are set for pupils with 
SEND; 

• Identify and disseminate the most effective teaching approaches for pupils with SEND; 
• Monitor the effectiveness of appropriate teaching and learning activities and target setting 

to meet the needs of pupils with SEND; 
• Support the development of improvements in literacy, numeracy and information and 

communication technology skills, as well as access to wider curriculum; Identify and 
develop study skills to support pupils in their ability to work independently and learn more 
effectively; 

• Develop effective liaison between schools to ensure there is good continuity in terms of 
support and progression in learning when pupils with SEND transfer; 

 
RECORDING and ASSESSMENT 

The SENCo is responsible for assessment and evaluation of SEND pupil achievement: 

• Collect and interpret specialist assessment data gathered on pupils and use it to inform 
practice; 

• Devise, implement and evaluate systems for identifying, assessing and reviewing pupils’ 
SEND in relation to the school’s SEND policy; 

• Provide regular information to the Head or Governing body on the evaluation of the 
effectiveness of provision for pupils with SEND, to inform decision making and policy 
review; 

• Monitor the progress made in setting objectives and targets for pupils with SEND, assist 
in the evaluation of and the effectiveness of teaching and learning and use analysis to 
guide further improvement; 

• Ensure opportunities to review the needs, progress and targets of pupils with SEND. 
 
PARENTS 

The SENCo is responsible for developing positive relations with parents and the wider 
community: 

• Develop and maintain effective partnerships between parents and the school’s staff so as 
to promote SEND pupils’ learning; communicate effectively; providing information to 
parents about targets, achievements and progress; 

• Develop effective liaison with external agencies in order to provide maximum support for 
pupils with SEND. 
 

 



LEADERSHIP 

The SENCo is responsible for managing performance and development of self and 
other staff: 

• Chair reviews, case conferences and meetings effectively; 
• Judge when to make decisions, and when to consult with others including external 

agencies; 
• Prioritise and manage their own time effectively, particularly in relation to balancing the 

demands made by administrative duties, teaching and acting as a resource for 
colleagues; 

• Take responsibility for their own professional development; 
• Encourage all members of staff to recognise and fulfil their statutory responsibilities to 

pupils with SEND; 
• Advise, contribute to and, where appropriate, co-ordinate the professional development 

of staff to increase their effectiveness in responding to pupils with SEND and provide 
support and training to trainee and newly qualified teachers in relation to pupils with 
SEND, understanding their needs and importance of raising their achievement; 

• Support staff by ensuring that all those involved have the information necessary to secure 
improvements in teaching and learning, disseminating good practice in SEND across the 
school in relation to standards for the award of Qualified Teacher Status, Career Entry 
Profile and standards for induction; 

• Support staff in developing pupils’ understandings of the duties, opportunities, 
responsibilities and rights of citizens; 

• Support staff in developing constructive working relationships; 

 
The SENCo is expected to offer strategic leadership: 

• Contribute effectively to the development of a positive ethos in which all pupils have 
access to a broad, balanced and relevant curriculum and which contributes to pupils’ 
spiritual, moral, cultural, mental and physical development and in preparing pupils for the 
opportunities, responsibilities and experiences of adult life; 

• Ensure the objectives of the SEND policy are reflected in the school development plan, 
that effective systems are in place to identify and meet needs, and that they are co-
ordinated, monitored, evaluated and reviewed; 

• Set standards and provide examples of best practice for other teachers in identifying, 
assessing and meeting pupils’ SEND needs; 
 

RESOURCES 
The SENCo is responsible for the effective management of resources: 

• Establish staff and resource requirements to meet the needs of pupils with SEND, advise 
the Head, Senior Management Team, Governing body of likely priorities for expenditure 
and allocate resources made available with maximum efficiency to meet the objectives of 
the school and SEND policies to maximise pupils’ achievements and to ensure value for 
money; 

• Deploy, or advise the Head on the deployment of staff involved in working with pupils with 
SEND to ensure the most efficient use of teaching and other expertise; 

• Organise and co-ordinate the deployment of learning resources, including information 
and communication technology, and monitor their effectiveness; 

• Maintain existing resources and explore opportunities to develop or incorporate new 
resources from the wide range of sources inside and outside the school; 

• Use facilities available to create an effective and stimulating environment for teaching 
and learning; 

• Ensure that there is a safe working and learning environment in which risks are properly 
assessed; 



The SENCo will have knowledge and understanding of: 

• The characteristics of effective teaching and learning styles, including the main strategies 
for improving and sustaining high standards of pupil achievement and promoting their 
spiritual, moral, social and cultural development and their good behaviour, and how those 
strategies can be used to support pupils with SEND; 

• How information and communication technology can be used to help pupils gain access 
to the curriculum, as an aid to teaching and learning and as a means of communication 
between those teaching pupils with SEND; 

• Relevant research, national inspection evidence and legislation, including the SEN Code 
of Practice and equal opportunities legislation and how these apply to pupils with 
Education, Health and Care Plans as well as those without; 

• Access Arrangements and JCQ requirements for examinations; 
• The requirement to communicate information effectively to parents and other schools 

upon transfer, and also to external agencies; 
• How to contribute to the professional development of other staff in relation to pupils with 

SEND; including how to recognise and deal with stereotyping in relation to disability or 
race; 

• The purpose of individual education plans, including leading their formulation and 
planning their implementation and review; 

• Access Arrangements and JCQ requirements;  
 
General 

1. To set an example in terms of continuous personal development, participating in 
appropriate training to maintain up-to-date professional expertise.  

2. To undertake other duties appropriate to the general purpose of the post that may 
from time to time be reasonably assigned by the Headteacher including 
chairing/participating on such committees and working parties as the Headteacher 
may require.  

3. To be pro-active on behalf of the school in external matters, particularly in relation to 
those concerning I.A.P.S and local partnerships with schools. 

4. Ensure that each child is working to the best of his/her ability, is well disciplined, well 
mannered, considerate and happy! 

 
 
Agreed by: Liz Philip    Date:     5th December 2021 
 


