
 

 
 
 

SENCO and Head of Learning Support 
Cheltenham College 

 

 
If you would like more information about the role, please contact Amy Cook in the HR 
Department at recruitment@cheltenhamcollege.org 
 
The closing date for applications is: 12 noon on 17 March 2023 
 
Interviews will be held in week commencing 20 March 2023 
 
 
Cheltenham College is committed to safeguarding and promoting the welfare of children and 

young people in its recruitment and selection of job applicants and expects all staff and 
volunteers to share this commitment. The successful candidate will be required to undergo an 

enhanced DBS check. 
 

 
 
 



 

Message from the Head of Cheltenham College, Nicola Huggett 
 
 

         
 
 
 

I am delighted that you are considering a role 
here at Cheltenham College. I hope that you find 
this information helpful and we would welcome 
your application.  

 
The College lies in the heart of one of the 
country’s most beautiful Regency spa towns, 
only a few short miles from the rural delights of 
the Cotswolds. This means that as a place to live 
and work, you truly have the best of both worlds; 
a cosmopolitan centre with wonderful 
restaurants, shops and of course, four major 
cultural festivals a year, in addition to easy access 
to walks, country pubs and the great outdoors. 
Having recently moved to Cheltenham myself 
just a few years ago, with my husband and four 
children, I can assure you that there is something 
for everyone here. 

 
 

Cheltenham College is a thriving community, with over 1100 pupils from the Prep and Senior 
Schools combined, cared for by 600 support and academic staff. We have high class facilities for 
academic development, boarding, sport, music and drama, as well as a truly awe-inspiring chapel. 
We are a 24/7 operation, working a six-day week with Saturday school. With our focus on full 
boarding (80% of our pupils are boarders) we are able to get to know our pupils very well and that 
makes inspiring them in and outside the classroom all the more enjoyable.  
 
As staff, we enjoy the very wide range of activities that our pupils enjoy, with access to wonderful 
sports facilities for you and your family, a beautiful Common room, full IT provision, a thriving staff 
consultation committee and many staff social events. You will also have a tailored professional 
development programme and extensive support from our dedicated HR team.  
 
Whilst we may seem a large organisation, we operate very much as a close community with a family 
feel. I know that as a new member of staff you will find that our focus lies very much in developing 
you as an individual. Just as we expect you to go the extra mile for your pupils, we will engage with 
your own professional and personal development from the start. We will ensure that you enjoy and 
feel valued in your new role as quickly as possible.   
 
 
With best wishes



The appointment   
 
A well-qualified and experienced professional is required to lead inclusion and SEN provision across the 
school and as Head of the thriving Learning Support department. The successful applicant will provide 
vision for the development of SEN provision across the school, strong leadership and skilful team 
management. A Level 7 assessment qualification is essential and the NASENCO award highly desirable. 
The SENCO is responsible to the Deputy Head Learning and Wellbeing, who has oversight of the role and 
liaises directly with SLT.   
  
The Department 
 
The Learning Support Department is well-established within College. It comprises three full-time and two 
part-time members of staff with relevant qualifications. This busy department plays a significant role 
within the school, liaising with teachers about adaptive teaching, providing specialist teaching and a 
range of study skills support and ensuring that the needs of pupils with Special Educational Needs and 
Disabilities are met, including in respect of special exam arrangements. 

 
Job Specification 
 
Leadership  

• Promote an inclusive culture within the school, inspiring inclusive practice and ensuring best 
possible pupil outcomes. Consistently demonstrate personal values and commitment to high 
achievement for all, focusing on removing barriers to learning  

• Support teachers in recognising their responsibility to be teachers of pupils with SEN  
• Promote and develop quality first teaching, supporting teachers with adaptive practices and 

developing teacher knowledge and confidence through coaching and mentoring  
• Ensure high quality provision to meet the needs of young people by supporting staff in 

developing an assess-plan-do-review cycle prior to referral to the LS department  
• Lead staff CPD in respect of inclusion through INSET and the CPD programme  
• Review the Learning Support and SEN Policy, Reasonable Adjustments Policy, Exam Access 

Arrangements Policy, Accessibility Plan and Department Development Plan  
• Responsible for ISI and JCQ inspections  
• Liaise with the SEN Governor  
• Attend HODs meetings to ensure that SEN-related matters are considered  
• Responsible for completion of annual census data   
• Implement current legislation and guidance and remain up to date with developments in the field 

of SEN 
• Undertake the co-ordination of annual reviews of EHC Plans and compile necessary 

documentation to request applications for EHC Plans  
• Monitor the effectiveness of provision to undertake strategic planning in respect of emerging 

trends. Monitoring may include:- learning walks and pupil shadowing; annual analysis of pupil 
performance, including pupil performance in internal and public exams  to monitor the progress 
of pupils with SEN (those who have 25% ET); comparison of school data with national data  

• Responsible for exam access arrangements, including assessment, documentation and 
applications, liaison with Exams Manager, Director of Operations and Compliance and IT Support 
department in respect of assistive technology 

• Liaise as needed with other professionals such as:- local support services eg SEND contact in the 
Local Authority, ASD Advisory Support Service; SENCOs at Cheltenham Prep School, other feeder 
schools and All Saints Academy; share good practice via the Rugby Group SENCO forum  
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Head of Department 
• Establish and maintain good working relationships with the Learning Support team 
• Lead department meetings, relaying College policy to the department 
• Leadership in conducting screening tests taken by all entrants and further assessments 
• Deploy administrative tasks with good forward planning to ensure the work of the department is 

delivered to time and quality 
• Conduct annual Performance and Professional Development reviews with Learning Support 

teachers and facilitate continuous improvement and personal development 
• Provide opportunities for responsibility to be assumed by members of department 
• Work in pupils’ best interests, taking their views, feelings and wishes into account 
• Work in partnership with parents and liaise with them regarding regular SEN support and/or exam 

arrangements are made. Meet with parents who visit College 
• Manage the SEN Department budget  
• Liaise closely with Admissions about prospective entrants, assess the suitability of College and 

engage in Admissions events 
• Take responsibility for Health and Safety within the department 
• Make necessary arrangements if a member of department staff is absent 

 
Teaching and learning  

• Promote pupils’ academic progress and well-being  
• Prepare a termly Individual Learning Programme of support, based on assessment data, reports 

and information from teachers, parents and pupils  
• Assess literacy skills of individuals attending extra lessons using standardised tests, to monitor 

progress and inform teaching and learning activities 
• Teach pupils, supporting the development of pupil confidence, independence and awareness of 

transferable skills  
• Support pupils in developing their use of ICT to aid learning  
• Keep a record of weekly lessons and attendance  
• Report on pupil progress 
• Write and update schemes of work and programmes of study 

 
Skills and characteristics 

• Outstanding knowledge in the field 
• An inspirational professional, with vision and ability to innovate and inspire colleagues 
• Strong leadership skills 
• Excellent administrative and organisational abilities 
• Desire to share best practices within the department and College as a whole 

 
Expectations 

Members of Common Room are expected to teach their subject[s], to act as tutors, to be attached to day 
or boarding Houses, to make a contribution to the co-curricular programme and to support the boarding 
ethos of the College.  

Although hours of work are not specified precisely, the working day in Learning Support usually starts at 
8am and will include some evening commitments during term times. Members of Common Room are 
expected normally to be on site throughout the working day and to be available even when they have no 
formal commitments. Saturdays begin at 8.30 am and all full- time members of Common Room are 
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expected to be in College whether or not they are teaching. There are College and/or House-based 
activities at weekends, in which teachers are encouraged to play a part. Outside of the formal term times 
they are expected to be in College for College or departmental INSET and to be available to fulfil any 
reasonable duties.  

Chapel is central to College life, reflecting its Christian foundation. On nominated weekdays, all members 
of Common Room are expected to attend the brief morning service.  

Terms and conditions  
 

• Teach 22 periods per week, undertake duties, be a Tutor and play an appropriate part in the co-
curricular life of the College  

• The College has its own salary scale  
• College offers a defined contribution Workplace Pension Plan plus a Flexible Benefits Pot. The 

scheme offered is through APTIS: Aviva Pensions Trust for Independent Schools and includes a 
generous College contribution.  

• Permanent members of staff are entitled to a substantial reduction in fees for their children.  

Mar 2023 


