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Post Title: Assistant SENCO
Salary/Grade: Grade 5 (points 15-22) pro rata (FTE £30,024 - £33,699) 
Contract: Permanent, 37 hrs / week, Term Time Only
Start Date: Easter 2026, or as soon as possible
Reporting to: SENCO / Senior Assistant Principal
Responsible for: Coordination of SEND support; guidance of Learning Support Assistants

1. Purpose of the Role
To support the SENCO in delivering high‑quality, inclusive SEND provision so that pupils with additional needs make strong progress and have access to an ambitious curriculum.
To deputise for the SENCO where appropriate.
To ensure provision of appropriate SEN (wave three) interventions in accordance with the aims of the school and the curricular policies determined by the Governing Body and Principal of the Academy. 
To support SEN development in line with national strategy. 
To support, develop and enhance the teaching practice of others. 
To monitor and support the overall progress and development of SEN students with Moderate or specific learning difficulties. 
To direct, support and develop members of the Learning Support Team.

2. Key Responsibilities
2.1 Strategic Support to the SENCO
· Support the SENCO to implement the Academy’s SEND policy, systems and graduated approach, contributing to improvement planning, quality assurance and staff guidance.
2.2 Identification & Assessment
· Assist with early identification of need through screening, observation and evidence gathering; contribute to needs assessments and maintain accurate SEND records/registers and provision maps.
2.3 Provision Planning, Interventions & In Class Support
· Help design, coordinate and evaluate targeted interventions and in class adaptations; support personalised plans/pupil passports and ensure strategies are shared with staff.
2.4 Teaching, Learning & Curriculum Access
· Promote adaptive, high quality teaching across subjects by sharing strategies, coaching/supporting staff and modelling inclusive practice where appropriate.
· To assist with the provision of resources.
· To support with dyslexia screening advice and guidance.
2.5 Data, Tracking & Reporting
· Contribute to analysis of SEND progress/attendance/engagement data; support the production of reports for leaders and stakeholders, evaluating the impact of provision and interventions.
2.6 Statutory Processes (EHCPs & High Needs)
· Support coordination of EHCP processes and reviews for an identified caseload, liaising with pupils, families and professionals, and assisting with High Needs funding applications.
2.7 Access Arrangements & Examinations
· Work with the SENCO/Exams Officer to secure and implement appropriate exam access arrangements in line with current guidance and evidence requirements. 
2.8 Admissions & Transitions
· Meet in year admissions to assess needs swiftly and coordinate support; contribute to key stage transitions and liaise with feeder/next stage providers to ensure continuity. 
2.9 Staff Deployment & Development
· Provide day to day guidance to Learning Support Assistants and contribute to their effective deployment, induction and ongoing development under direction of the SENCO. 
2.10 Partnerships & Communication
· Build positive relationships with parents/carers and act as a key point of contact; attend parent meetings/reviews and prepare high quality paperwork.
· Liaise with external agencies (e.g., Educational Psychology, health, LA SEND services) to secure timely and effective support.
2.11 Safeguarding, Behaviour & Attendance Interfaces
· Ensure SEND provision interfaces effectively with pastoral, safeguarding, behaviour and attendance systems; escalate concerns and contribute to multi‑agency and safeguarding meetings as required. 
2.12 Resources & Administration
· Help maintain SEND resources and digital/administrative systems, ensuring confidentiality, GDPR compliance and accurate record‑keeping. 
· Undertake general administrative duties for the department.

3. Professional Duties
· Uphold the Academy’s ethos, values and safeguarding responsibilities.
· Contribute to staff training and professional learning.
· Engage in appraisal and CPD.

4. Safeguarding
The postholder must follow the Academy's safeguarding policies and promote the welfare of children at all times.

PERSON SPECIFICATION
	criteria  
	qualities  

	Qualifications   
and training  
	· Relevant qualification (QTS or HLTA/equivalent).
· Evidence of relevant SEND CPD.

	Experience 
	· Experience working with SEND pupils in a school setting.
· Experience contributing to SEND paperwork and progress monitoring.

	Skills and knowledge  
	· Knowledge of SEND Code of Practice and graduated approaches.
· Strong organisational and communication skills.
· Ability to work collaboratively across teams and agencies.

	Personal qualities  
	· Commitment to inclusion and high expectations.
· Reflective, proactive and solutions‑focused.
· Resilient, professional and able to work under pressure.



Notes:  
Please note, this is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade. It is not a comprehensive list of all tasks that the postholder will carry out.   
  
Last review date: March 2026  
Next review date: TBC  
  
Director of HR & Legal’s signature:	_______________________________________  
Date: 						_______________________________________	  
  
Postholder’s signature:			_______________________________________  
Date: 						_______________________________________  
 

	
	
	



image1.png
TH
ELIZABETHAN
ACADEMY

<5




