
 

SENCo 
(Part-time 0.8 FTE) 

September 2022 

or January 2023 start 
 

Alcester Grammar School 



 

I am very proud to be the principal of this wonderful school.  We are one of the 

country’s highest performing state schools, and we pride ourselves on being an 

uplifting place to work and study, and a community where everybody is happy 

and valued.  

Staff who work here have been heard to say it is the best job they have ever had 

and many choose to remain with us for a long time.  If you do join us you will be 

part of a like minded community who enjoy their roles and obtain a great deal of 

job satisfaction. 

I can safely say that working here is a huge amount of fun.  Our students are well behaved, there is 

virtually no poor behaviour or disruption in lessons or around the school premises and the children exhibit 

a voracious appetite for learning.   

We are located in a highly convenient location in South Warwickshire, just over half an hour’s drive from 

Birmingham and easily commutable from Worcester, Stratford, Coventry, Warwick or Cheltenham.  We are 

fortunate to be in a beautiful part of the country with superb amenities and eminently affordable housing, 

including plenty of good quality new build housing nearby.  Anybody joining us is likely to see not just a 

significant increase in the quality of their professional life, but a commensurate increase in the quality of 

life outside of school.  

I look forward to receiving your application and meeting you soon. 

Welcome from the Acting Principal 



Pay and Conditions 

This is a permanent, part-time position (0.8 FTE). 

Responsible to: Helena Tingle, Assistant Principal (Teaching and Learning)  

Start date: September 2022 or January 2023 

(Please specify your preferred start date on your application form, and your covering letter) 
 

Salary: MPS/UPS plus a TLR 2c ( FTE 0.8) 

Hours:   Four days per week, which must include Monday and Friday. 
 

Leadership Structure 

The structure of the current Senior Leadership Team is as follows: 
 

Jeremy Slater:  Acting Principal 

Frances Coyles:  Finance and Operations Director 

Ian Young:   Vice Principal (Head of Sixth Form) 

Helena Tingle:  Assistant Principal (Teaching and Learning) 

Joanna Turner:  Assistant Principal (11-16 school, Safety and Wellbeing) 
 

The Special Educational Needs Department 

Mrs Emma Papantoniou: SENCo 

Ms Jo Vanson:   Learning Support Coordinator 

Mrs Stephanie Shepherd: Learning Support Assistant 

Mrs Clare Hazelwood:  Learning Support Assistant & Sixth Form Support 

SENCo 



The Role & Key Tasks of the SENCo 

Criteria Essential requirements 

Qualifications • QTS 

• Hold or be willing to work towards NASenCo qualification 

Experience • Experience of teaching in a secondary school in any curriculum area 

• Experience of working closely with SEND students is an advantage 

• Experience of working within SEND team is not essential as training will be 

provided in school and externally, if necessary 

Curriculum • Be familiar with learning and intervention strategies which support SEND 

students to access all areas of the curriculum 

Main Purpose of the role 

To support the academic progress of SEN students by working in partnership with teachers, and to 

undertake the designated administrative tasks associated with the post.  

Required attributes  

 

 

 

 

 

 

• Team player  

• Ability to demonstrate initiative and motivation 

• Professional smart appearance  

• Organised and must be able to prioritise, multi task, work under pressure and 

to deadlines 

• Must demonstrate patience, tact, confidentiality and discretion at all times  

• Friendly and calm with a sense of humour 

• Reliable and excellent time keeping  

• Willing and able to undertake training and development to broaden skills 

• Able to relate, communicate and empathise with students and staff 

• A commitment to safeguarding children’s well being 



SENCo - Job Description 

Key Responsibilities Key Tasks 

Strategic development 

of the SEND policy and 

provision 

• Have a strategic overview of provision for students with SEN or a disability 

across the school 

• Monitor and review the quality of provision.  

• Contribute to school self-evaluation, particularly with respect to provision 

for students with SEN or a disability.  

• Work with SLT to review and update the SEND policy and information on 

the website 

• Ensure the SEND policy is put into practice, and that the objectives of this 

policy are reflected in the school development plan.  

• Maintain an up-to-date knowledge of national and local initiatives  

• Network with other SENCOs via SWEP & County meetings to ensure AGS 

SEND provision is consistently outstanding.  

• Evaluate whether funding is being used effectively, and propose changes 

to make use of funding more effective 

Delivery of the SEND 

policy and 

coordination of 

provision  

• Maintain an accurate SEND register, student information profiles and 

records.  

• Provide guidance to colleagues on teaching students with SEN or a 

disability 

• Advise on the use of the school’s budget and other resources to meet 

students’ needs effectively, including staff deployment.  

• Be aware of the provision in the local offer.  

• Be a key point of contact  with other schools, the local education 

authority, educational psychologists, health and social care professionals, 

and other external agencies.  

• Analyse assessment data for students with SEN or a disability.  

• To collaborate with Exams Access Arrangements Officer on ensuring all 

SEND candidates have the correct arrangements (and paperwork) in place 

for all internal and public examinations 



The Role & Key Tasks of the SENCo 

Key Responsibilities Key Tasks 

Support for students 

with SEN or a 

disability 

• Ensure all SEND pupils can access high quality teaching across the 

curriculum, extra-curricular activities and school facilities 

• Assess and identify a student’s SEN needs, including those who have or 

require an EHCP. Coordinate provision that meets the student’s needs, 

and regularly review its effectiveness. 

• Attend Year 6 Annual Reviews for primary pupils with EHCPs to help 

facilitate continuity and progression through the development of a 

transition programme. 

• Facilitate continuity provision throughout the student’s school career: 

when they join in year 7, as they transfer between year groups, students 

starting year 12 and then transitioning on to university 

• Work closely with the Heads of year, assistant principal and sixth form 

teams to ensure appropriate and timely identification and support for all 

SEND students. 

• Work with teaching staff to develop effective ways of bridging barriers to 

learning  

• Communicate regularly with parents 

• Prepare all EHCP paperwork, including annual reviews and lead on all 

meetings.  

• Make referrals to external professionals / agencies as required to support 

students. 

Leadership and 

management 
• Work with the Headteacher and Governors to ensure the school meets its 

responsibilities under the Equality Act and the SEND Code of Practice in 

terms of curriculum provision, reasonable adjustments and access 

arrangements.  

• Prepare and review information the Board of Governors is required to 

publish.  

• Contribute to the school development plan and whole-school policy.  

• Identify training needs for teaching staff. Lead INSET for staff, including 

ITT, ECF and ongoing CPD 

• Share procedural information, such as the school’s SEN policy.  

• Promote an ethos and culture that supports the school’s SEN policy and 

promotes good outcomes for students with SEN or a disability.  

• Line manage the SEND team & carry out performance management 

• Oversee the daily running of the SEND department and liaising closely 

with the department to ensure the best possible provision for SEND 

students 

• Organise weekly departmental meetings and INSET time. 



This Job Profile is intended to provide guidance on the range of duties associated with the role, 

this is not an exhaustive list.  It may be changed by the Senior Leadership Team to reflect, or 

anticipate any changes, or to undertake additional duties as required by the SENCO and / or the 

Principal. 

SENCo - Job Description 

Criteria Essential requirements 
 

Other areas of 

responsibility 

• To be a source of support and guidance to parents or carers with SEND 

students, including updating information on the website 

• Perform duties within the SEND department to include: carrying out 

interventions with students, mentoring, supervision of students 

(including  some lunch supervisions), presence at parents evenings, open 

evenings etc as required. 

• Safeguard and promote the welfare of children and young people, and 

follow school policies and the staff code of conduct. The postholder may 

be required to undertake other duties appropriate to the level of the role, 

as directed by the Headteacher or Line Manager. 



 

 

Application Procedure 
 

Please complete the AGS application form, which is available on the vacancies section of our 

website, and provide a supporting statement (on no more than two sides of A4).                                

Your supporting statement should address your particular strengths and how your        

experience to date has prepared you for this position.   
 

Application forms can also be collected from the school’s reception, and should be submitted 

via email to Jacqui Dyos, HR Manager at  j.dyos@alcestergs.com  

Please note that applications will only be accepted on the Alcester Grammar School 

application form.  CVs and online applications will not be accepted                                                 

or included in the shortlisting process. 

 

The closing date to apply for this role is 9am on Wednesday 8th June 2022. 

Interviews will be held shortly after this date. 

Alcester Grammar School is committed to safeguarding and promoting the welfare of all 

children and young people and expects all staff and volunteers to share this commitment.     

An enhanced DBS (Disclosure and Barring Service) check will be carried out prior                        

to the commencement of any offer of employment. 



Alcester Grammar School 

Birmingham Road 

Alcester 

Warwickshire 

B49 5ED 

 

T: 01789 762494  

E: office@alcestergs.com      www.alcestergs.co.uk 


