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Job Description

	Job Title:

	Special Educational Needs Coordinator (SENCo)

	Department: 

	Academic Support

	Accountable to:

	Deputy Head Academic 

	Number of direct reports:
	Deputy SENCo, Academic Support Coordinator, Academic Support Development Assistant, Academic Support, EAL Teachers and Teaching Assistants

	Budgetary responsibility:
	SENCo Department 

	Location:

	Stowe School

	Purpose of the role: 



	
We are seeking a qualified and experienced person to take responsibility for the leadership of the Academic Support Department within the school. The successful candidate will be an excellent communicator with strong inter-personal and administrative skills. They will possess the drive and energy to operate as the lead teacher with whole School responsibility for those pupils with Additional Needs, such as EAL, and with Special Education Needs. The candidate must be well qualified in supporting those with Special Educational Needs and have extensive experience in a school, college or similar environment. He or she will have the ability to work closely with other teaching staff, as well as winning the confidence of pupils and communicating clearly with parents. We are looking for someone to lead and inspire pupils of all abilities and to lead an able and committed team. The Academic Support Department at Stowe benefits from a strong sense of teamwork, thus leading to a happy and rewarding environment in which to work.


	The Stowe Group 

	
The Stowe Group of schools (Stowe, Ashfold, Swanbourne House and Winchester House) is situated on four separate sites in Buckinghamshire and Northamptonshire and educates children from 3-18 years. Within The Stowe Group there are more than 1,800 pupils and 800 members of staff. The schools occupy sites of historical significance in Swanbourne, Dorton, Brackley and the world-famous landscape gardens at Stowe, where we work with The National Trust to manage 880 acres and open the grounds to over 200,000 visitors a year. Stowe House is open to the public during the School holidays and for guided tours during term time. The Stowe Group is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. In 2021, The Stowe Group launched its transformational Change Makers vision and Change 100 programme. 


	Vision & Ethos 

	We are Change Makers 

Stowe stands in the most sublime setting of any school in the world. Historic buildings, landscaped gardens and the very spirit of the Enlightenment sit at the heart of its founding. But, as this remarkable landmark enters its second century as a leading public school, we believe that beauty and tradition are not enough: our future vision for the School embraces change, uncertainty and the challenges that will face our pupils not just during their academic careers, but throughout the rest of their lives in a world which is increasingly complex and ambiguous. Within that volatile environment we see our pupils and staff as Change Makers. They will make a lasting impact not only while they are here at Stowe, but, perhaps more importantly, in the wider world. The history of this place, both as a stately home and as a pioneering school remains important to our mission of education, and at the heart of a Stowe education remains intellectual enquiry, academic curiosity and a love of learning. We strive for a balance of rights and responsibilities, equality and inclusion and to treat each pupil and member of staff as an individual. Our vision is inspired by a history of progressive thinking, and has been developed through collaboration with our pupils, parents, teachers, support staff, governors and alumni. Yes, we teach pupils how to excel in exams, but we also teach them how to collaborate, how to solve problems and how to think critically. Stowe is educating a generation of Change Makers ready to transform the world.

The Group’s talented and committed workforce is one of our greatest strengths. We are committed to fostering team engagement, attracting, mentoring, developing and retaining our best teachers and support staff. We focus on employee wellbeing, provide opportunities for professional growth and we create a culture of community and partnership. 

	Key Tasks:

	The Head of Department is expected to:
· encourage high standards in all aspects of School life
· contribute to the effective and efficient management of the School
· support and motivate students, teachers and other School employees
· encourage consultation and discussion in the Department
· communicate effectively with parents and guardians
· be prepared to take part in extra-curricular activities
Heads of Department (HoDs) are responsible for the academic progress of students who study their subject. They are responsible for supporting the work of subject teachers and making sure that all members of the Department participate effectively. They should encourage, manage and support the professional development of staff within their Department and promote a working atmosphere which encourages co-operation and values the contribution which individuals make to the work of the Department.
The Head of the Academic Support Department is accountable to the Head through the Faculty Chair and Deputy Head (Academic). As Head of Department, he or she will be responsible for the personal and professional welfare of department staff, for the efficient organisation of the Department and the quality of educational experience offered to the pupils. The Head of Academic Support will be expected to contribute to teaching in the Department (or other areas of the curriculum where appropriate qualifications are held).
Responsibilities as Head of Department:
· To remain up-to-date and aware of all relevant legislation for SEN: for example the Disability Discrimination Act, SEN Code of Practice, Safeguarding Children in Education, Children’s Act, JCQ EAA.
· To consult, communicate and liaise with colleagues to ensure full access to the curriculum for all pupils.
· To keep an annual up-to-date Pupils With Additional Needs Register (on ISAMs), with files for all pupils on the register to provide instant information for teaching staff.
· To ensure that all teachers of pupils on the Additional Needs Register are equipped with information and guidelines to support these pupils: monitoring and advising on the type and range of teaching and learning resources being utilised to meet the needs of pupils with SEN and EAL.
· To arrange for assessments to be conducted as necessary.
· To promote a variety of different teaching styles and study skills to support the learning styles of different pupils.
· To be available to all colleagues for Learning Support issues and take responsibility for arranging INSET where appropriate.
· To attend training and INSET to keep up-to-date with developments relating to Additional Needs.
· To advise the Deputy Head (Academic) in updating Stowe’s Additional Needs Policy, ensuring that staff are aware of their responsibilities, both as subject teachers and as tutors.
· To organize, attend, chair and administer Annual Reviews (including writing the Schools Advice and Recommendation Report).
· To carry out or commission the requirements for an application for an EHCP.
· To participate in tutoring, boarding house duties and activities as required.
· To make sure that teachers are clear about teaching objectives in lessons and to encourage visits by others both inside and outside the department.
· To embrace the Change Maker skills and make sure they are regularly incorporated in lessons, and to promote the School’s aims and ethos at all times with colleagues, parents, pupils and the public.
· To keep up-to-date with changes within the subject curriculum and, within that context, make recommendations to Deputy Head (Academic) about: new courses, staffing needs, new materials and INSET needs; and to review and update schemes of work and the Departmental Handbook on a regular basis.
· To hold and minute weekly department meetings.
· To negotiate departmental staffing requirements and teaching loads.
· To co-ordinate the annual budget and maintain an inventory of departmental stock.
· To ensure appropriate cover work is set in the case of a Department member’s absence and the Cover Administrator is informed of the absence.
· To liaise with the Examinations Officer regarding external exams; entering pupils for appropriate exams; checking entries and checking the exam papers.
· To liaise with the Examinations Officer for setting of internal exams, supplying correct papers and exam marking and results are completed by published deadlines.
· To attend allocated Open Mornings.
· To set and mark Lower 6th (Year 12) entry papers as required.
· To store, sort & update EAL resources & materials.
· To update the departmental virtual learning environment portal site.
· To support and mentor new staff in the department.
· To complete all relevant exam entries.
· To provide a detailed exam results analysis after each academic year.
Matters Relating Specifically to Pupils with SEN:
· To devise screening procedures, assessing results and formulating follow-up policies.
· To work with the Registrar to interview and assess prospective pupils who may have SEN requirements. To liaise with prep schools to ensure continuity of support and learning when SEN pupils transfer to Stowe.
· To receive referrals for pupils whose progress is causing concern, carrying out assessments and implementing a plan.
· To send information to teachers, interviewing pupils, consulting parents, tutors and house parents.
· To manage interventions and the development of alternative teaching strategies and individual programmes where necessary.
· To refer pupils to an outside agency if appropriate. To complete administration requirements in advance of assessments, liaising with educational psychologists, external assessors, speech therapists, occupational therapist and physiotherapists. To summarise findings and recommendations for staff.
· To monitor and review subsequent progress of pupils on the Learning Support register and liaising with pupils, parents, teachers, tutors and the exam officer.
· To advise on set placements, subject choices and behavioural interventions.
· To assist with the completion of UCAS forms and other references for SEN pupils.
· To identify pupils entitled to exam access arrangements and putting in place the appropriate arrangements for both external and internal exams and to liaise with the Exams Office around managing these arrangements.
· To manage applications for exam access arrangements for international exams.
· To provide continuous pastoral care and learning support of pupils with learning difficulties – social/emotional/behavioural problems.
· To manage the procedures and paperwork of pupils who have an EHCP.
· To contribute to the management of LAC (Looking After Children).
· To manage the activities for prep club and ‘super-tutoring’ sessions.
Matters Relating Specifically to Pupils with English as an Additional Language:
· To assess English levels when pupils first arrive and to work with the Registrar to interview and assess prospective pupils who may have EAL requirements.
· To arrange for appropriate lessons with the team of teachers qualified to teach EAL.
· To ensure all pupils required to take IELTs or other EAL qualifications have lessons and are entered for the qualification.
· To ensure complete curriculum coverage, continuity and progression in the subject for all students, including those with high ability and those with special needs. 





	Person Specification: The selection of candidates for short-listing will be based on this specification and candidates should bear this in mind when preparing their application and completing the application form

	Attributes
	Essential 
	Desirable 

	Qualifications
	· Honours Degree.

· PGCE.
	· SENCo Qualification. 

· Level 7 Assessor.




	Specialist Skills and Experience
	· Experienced and successful teacher.
· Experience of meeting the needs of pupils with SEN in a school or college.
· Experience of leading a team. 
· Knowledge and administration of the JCQ exam access arrangement.


	· Has good knowledge of the GCSE curriculum and UK exam boards. 

· Has delivered inset to staff on SEN. 

· Excellent record keeping.

·  Experience of applying for access arrangements for international exams. 

·  Experience of working with pupils with English as an Additional language.


	Personal Qualities 
	· A willingness to participate fully in the pastoral care, School duties and extra-curricular activities
· Excellent communication skills
· Excellent organisational skills
· Excellent time management skills

	



	This job description and Person Specification reflects the present requirements of the post and as duties and responsibilities change/develop, the job description will be reviewed and be subject to amendment in consultation with the post holder

	Date Agreed: March 2025
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