1. Purpose of the Role
The Assistant SENCO supports the SENCO in coordinating high‑quality provision for pupils with Special Educational Needs. The post holder will assist in monitoring pupil progress, liaising with parents and external agencies, supporting staff, maintaining SEN records, and contributing to inclusive teaching and learning across the school.

2. Key Duties and Responsibilities
A. Supporting SEN Leadership
· Assist the SENCO in implementing the school’s SEN Policy.
· Support the identification and assessment of pupils with SEN.
· Help triage SEN referrals and gather relevant evidence.
· Contribute to the planning and evaluation of SEN provision across the school.
B. Working With Pupils
· Assist in carrying out assessments, observations and progress checks.
· Support the development, implementation and review of IEPs and personalised plans.
· Contribute to the design and delivery of targeted interventions.
· Support small groups or individual pupils when required.
C. Working With Staff
· Support teachers and TAs to plan and deliver appropriate provision.
· Assist with modelling inclusive classroom strategies and differentiation.
· Share relevant SEND information with staff and contribute to in-house training.
D. Working With Parents and External Agencies
· Support communication with parents/carers regarding pupil outcomes and support plans.
· Help maintain positive working relationships with external agencies (e.g., educational psychologists, therapists).
· Assist with gathering and sharing information needed for multi-agency work.
E. EHCP and Administrative Support
· Assist the SENCO in preparing for EHCP Annual Reviews.
· Contribute to collecting evidence, drafting reports and coordinating staff input.
· Support the maintenance of accurate SEN records and documentation.
· Help organise and maintain SEN resources and Sensory Rooms/Areas.
F. Professional Development
· Stay up to date with local and national SEND developments.
· Undertake relevant training.
· Contribute to staff training sessions where appropriate.

Experience
Essential:
· Experience teaching or supporting pupils with SEN.
Desirable:
· Experience in both primary and secondary settings.
· Experience working with external support agencies.

Knowledge and Skills
· Good understanding of SEND Code of Practice and inclusive practice.
· Ability to analyse data and use it to inform planning and intervention.
· Strong interpersonal skills for working with pupils, parents and professionals.
· Effective written communication for reports, plans and reviews.
· Good organisational skills with the ability to prioritise.
· Ability to support teachers in adapting curriculum and classroom practice.
· Empathy, patience and the ability to handle sensitive situations.

Personal Qualities
· Commitment to improving outcomes for pupils with SEN.
· Positive, proactive and solution-focused mindset.
· Ability to work collaboratively as part of a team.
· Flexibility to adapt to changing priorities.
· High standards of professionalism and confidentiality.

Additional Information
· The post holder may be required to work across sites depending on school needs.

