
 

  
 

 

 
 

 
 

JOB DESCRIPTION 
 

Form 
JD1 

JOB TITLE: SEN Reintegration 
Officer   
 

POST NUMBER:   

REPORTS TO: 
 

Assistant Headteacher & SENDCo 

DEPARTMENT: Huntington School    
 

GRADE: 7 

JE REF:  PANEL DATE: 19/05/2026 

1. MAIN PURPOSE OF JOB  
To work under the direction of the SENDCo to provide high‑quality, 
coordinated support for children and young people with Education, Health 
and Care Plans (EHCPs) who have experienced periods of absence from 
mainstream education, reduced timetables or placements in alternative 
provision, with a particular focus on successful reintegration into a large 
mainstream secondary setting. 
 
To hold and manage a defined caseload of students, acting as the named 
caseworker and key point of contact for pupils and families, overseeing 
education arrangements, monitoring attendance, engagement, wellbeing 
and progress, and ensuring timely intervention and review where concerns 
arise. 
 
To liaise closely with parents/carers, pupils, school staff and external 
professionals, organising and contributing to reintegration planning, review 
meetings and statutory processes, ensuring that pupils with EHCPs receive 
appropriate, inclusive and well‑coordinated support that enables improved 
outcomes. 
 
To work collaboratively with the SENDCo, pastoral teams, attendance 
team, teaching staff and external agencies, devising, implementing and 
reviewing strategies and reasonable adjustments to support reintegration, 
attendance and engagement, while escalating complex or high‑risk cases 
appropriately. 
 
To coordinate and complete administrative tasks linked to annual and 
interim EHCP reviews for students within the caseload, in line with statutory 
requirements and local authority procedures, ensuring accurate record 
keeping, clear communication and meaningful participation of children, 
young people and families. 
 
To promote inclusive practice, uphold safeguarding responsibilities and 
contribute to the ongoing development and effectiveness of SEND provision 
within the school. 



 

2. CORE RESPONSIBILITIES, TASKS & DUTIES: 
 

 i Works alongside the SENDCo to support children and young people 
with EHCPs, holding a defined caseload and acting as the named 
caseworker to coordinate education arrangements, reintegration 
planning and ongoing review. 

 ii Develops, implements and reviews individual reintegration plans for 
pupils returning to mainstream education following absence, medical 
needs, reduced timetables or alternative provision. 

 iii Monitors attendance, engagement, wellbeing and progress for 
students within the caseload, identifying emerging concerns and 
escalating safeguarding, attendance or inclusion risks appropriately. 

 iv Acts as the first point of contact for parents/carers in relation to 
education provision and reintegration support, maintaining regular 
communication and promoting strong home–school partnership 
working. 

 v Coordinates and contributes to annual reviews and interim reviews for 
EHCP pupils within the agreed caseload, ensuring statutory 
processes, documentation and timescales are met in line with local 
authority guidance, working closely with the SEND Administrator 

 vi Liaises with school staff including the SENDCo, attendance team, 
pastoral teams and teaching staff to ensure reasonable adjustments 
and SEND provision are implemented effectively. 

 vii Works collaboratively with external agencies including Local Authority 
SEN teams, alternative provision providers, health professionals, 
CAMHS, social care and educational psychology to ensure 
coordinated multi‑agency support. 

 viii Organises, attends and contributes to review meetings, reintegration 
planning meetings and multi‑agency forums, ensuring the views of 
children, young people and parents are meaningfully represented. 

 ix Maintains accurate, confidential and up‑to‑date records of attendance, 
interventions, meetings and outcomes using agreed systems and 
processes. 

 x Promotes inclusive practice and supports the most vulnerable pupils 
by adhering to safeguarding procedures and implementing relevant 
school policies, including Child Protection, SEND and Attendance 
policies. 

 xi Contributes to service evaluation, SEND development and continuous 
improvement within the school, supporting positive outcomes for 
pupils with SEND. 

  Participates in supervision, appraisal and professional development 
and works flexibly to meet the needs of pupils and families, including 
occasional meetings outside normal school hours 



 

3. SUPERVISION / MANAGEMENT OF PEOPLE 
The post holder does not have direct line management responsibility. 
Works independently within an agreed framework under the supervision of 
the SENDCo. 
 
Coordinates and influences the work of teachers, pastoral staff, attendance 
staff and external professionals in relation to individual pupils’ reintegration 
plans. 
 
Acts as lead professional for a defined caseload of pupils, ensuring actions 
are followed through by relevant staff and agencies. 

 

4. CREATIVITY & INNOVATION 
 

• Develops and adapts individual reintegration plans to meet the 
complex and changing needs of pupils returning to mainstream 
education. 

• Uses professional judgement to identify barriers to attendance and 
engagement and devises practical solutions in partnership with 
school staff. 

• Contributes to the development and refinement of internal 
reintegration processes and SEND practice, suggesting 
improvements based on casework evidence and outcomes. 

• Works creatively with external agencies, alternative provision and 
Local Authority professionals to secure flexible, appropriate 
education arrangements. 

• Identifies and coordinates bespoke packages of support to facilitate 
successful reintegration into mainstream provision. 

• Adapts approaches to partnership working in response to differing 
agency thresholds, practices and expectations. 

 



 

5. CONTACTS & RELATIONSHIPS 
 
Internal 
 

• Regular contact with the SENDCo to plan, monitor and review 
reintegration arrangements and EHCP provision, including 
escalation of complex cases. 

• Ongoing liaison with teaching staff to support implementation of 
reasonable adjustments and reintegration strategies within lessons. 

• Works closely with pastoral teams, Heads of Year and attendance 
staff to monitor engagement, wellbeing and attendance, and to 
coordinate early intervention. 

• Regular communication with safeguarding leads regarding pupils at 
risk or with emerging safeguarding concerns. 

• Liaises with administrative staff, including the SEND Administrator, 
to ensure statutory processes, documentation and timescales are 
met. 

External    
 

• Acts as the named point of contact for parents and carers, 
maintaining regular, sensitive and professional communication 
regarding reintegration, attendance and EHCP provision. 

• Liaises with Local Authority SEN caseworkers to coordinate statutory 
processes, reviews and changes to provision. 

• Works collaboratively with external professionals including 
educational psychologists, health professionals, CAMHS, Early Help, 
social care and alternative provision providers. 

• Attends and contributes to multi‑agency meetings, review panels 
and planning forums, ensuring effective information sharing and 
coordinated support. 

• Builds and maintains effective working relationships with partner 
agencies to support successful reintegration and positive outcomes 
for pupils. 

 

 6. 
 
 
 

DECISIONS – discretion & consequences 
 

• Recognises when it is necessary to implement agreed de-escalation 
strategies to minimise risk of student disruption or dangerous 
behaviour.  

• Evaluates situations and applies judgement, knowledge and 
professional expertise to ensure service delivery is of a high 
standard, adds value and complies with statutory requirements for 
circa 160 SEND students.  

• Takes action to meet students / staff needs as they arise, to avoid 
undue physical or mental stress.  

• Communicates information effectively to teachers, other 
professionals and parents on a daily basis.  

• Recognise and take action to make adjustments to planned activities 
in order to enable a pupil to access the curriculum fully and make 
progress.  

• Make decisions regarding staffing issues relevant to the supervisory 
responsibilities of the teaching assistant team. 



 

7. RESOURCES – financial & equipment 
(Not budget, and not including desktop equipment.)  

Description Value  
  
Normal office equipment in the Learning Support office. Assisting SENDCo 
with managing Learning Support budget.  

 

8. WORK ENVIRONMENT – work demands, physical demands, 
working conditions & work context 
 
Work demands 
 

• Manages a defined but complex caseload of vulnerable pupils with 
competing priorities and statutory deadlines. 

• Responds to frequent interruptions and unplanned issues, including 
attendance concerns, safeguarding matters and family crises. 

• Works to tight timescales linked to EHCP reviews, reintegration planning 
and multi‑agency processes. 

 
Physical demands 
 

• Regular use of IT systems and office‑based tasks including report 
writing and record keeping. 

• Regular movement around a large secondary school site and 
attendance at meetings across the school day. 
 

Working conditions 
 

• Primarily based within a school environment with occasional work 
outside normal hours to attend meetings with families or external 
professionals. 

• Undertakes work requiring sustained concentration and emotional 
resilience. 
 

Work context 
 

• Regular contact with vulnerable children and young people, and families 
experiencing significant stress, anxiety or challenge. 

• Exposure to emotionally demanding situations, including mental health 
concerns, prolonged absence, medical needs and safeguarding issues. 

 



 

9. 
 

KNOWLEDGE & SKILLS 
 

• Specialist knowledge of SEND legislation and statutory processes, 
including the Children and Families Act, SEND Code of Practice and 
Education, Health and Care Plans (EHCPs), with the ability to apply this 
in practice to ensure compliance and support effective outcomes for 
pupils. 

• Substantial experience of working with children and young people 
with SEND, particularly those with EHCPs, complex needs, medical 
needs or who have experienced absence from mainstream education, 
including involvement in reintegration, alternative provision or inclusion 
support. 

• In-depth understanding of attendance processes, inclusion 
practice and safeguarding responsibilities within a secondary school 
context, including the ability to recognise risk, respond appropriately and 
escalate concerns in line with statutory guidance and school 
procedures. 

• Experience of managing a caseload or coordinating provision for 
vulnerable pupils, including planning, monitoring and reviewing 
interventions, and holding responsibility for ensuring actions are 
progressed across multiple stakeholders. 

• Highly developed analytical and problem-solving skills, with the 
ability to interpret attendance, engagement, behavioural and wellbeing 
data to identify trends, assess risk and inform targeted interventions and 
support strategies. 

• Ability to exercise professional judgement and make informed 
decisions in complex and sensitive situations, balancing competing 
priorities, managing risk and contributing to statutory and multi-agency 
processes. 

• Strong organisational and case management skills, including the 
ability to manage competing demands, meet statutory deadlines (e.g. 
EHCP reviews), and maintain accurate, detailed and legally compliant 
records. 

• Excellent communication and interpersonal skills, with the ability to 
build effective working relationships with pupils, families, school staff 
and a wide range of external professionals, adapting communication 
style to suit different audiences, including those experiencing high levels 
of anxiety or challenge. 

• Experience of multi-agency working, including coordinating and 
contributing to meetings, influencing outcomes and ensuring effective 
collaboration with services such as Local Authority SEN teams, health 
professionals, CAMHS, social care and alternative provision providers. 

• Ability to influence and challenge appropriately, ensuring that 
provision, support and decisions remain in the best interests of the child 
or young person. 

• Commitment to inclusive practice and continuous professional 
development, with an understanding of current developments in SEND 
and reintegration practice and the ability to contribute to service 
improvement. 

 



 

10. Position of Job in Organisation Structure 
 
 
 
 
 
 
 
 
 
 
 

 

Job reports to: Assistant Headteacher & 
Sendco 

THIS JOB Other jobs at this level;   

Jobs reporting up to this one: None  
 


