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	Job Title
	Deputy SENCO – permanent term time only (39 weeks a year including INSET days)

	Name of Postholder:
	

	Date of Review of this Job Description
	June 2026

	Grade/Rate of Pay/Salary
	Grade 9

	Establishment
	Wood Green School

	Location
	Woodstock Road, Witney, OX28 1EB

	Post responsible to
	SENCO

	Working Time/Conditions
	37 hours a week, 39 weeks per annum  

	Posts responsible for
	Teaching Assistants and Higher-Level Teaching Assistants

	Purpose of Post
	To support the Assistant Headteacher for Inclusion and SENCO, assuming responsibility for a case load of students with SEND. Undertaking reviews, parent meetings, and supporting staff with the implementation of inclusion strategies by: 
Deputising for the SENCO, management of additional provision, management of Teaching Assistants and Higher-level Teaching Assistants working with families and external agencies to improve outcomes for children and young people.

	Key responsibilities
	Deputising for the SENCO
1. To be a key middle leader in the Inclusion team.
2. To deputise for the SENCO leading the team responsible for providing support for students with SEND
3. To assume a caseload of students with SEND conducting reviews, attending multi-agency meetings, and monitoring the effectiveness of provision
4. Line management Line manage members of SEN team, providing supervision, guidance and support
5. Set objectives, monitor performance and lead regular 1:1s and appraisals
6. Support staff development through training and performance management processes
7. Allocate workloads and oversea casework to ensure high-quality delivery and statutory compliance
8. Foster a positive, inclusive team culture, while managing absence and wellbeing
Management of additional provision
9. To manage and maintain provision evaluation, identifying areas for development for the department action plan
10. To liaise with SENCO, exams officer, senior teachers, support staff, parents' and external agencies to ensure students with SEND needs are met
11. To track student progress for those on alternative provision trouble shooting and escalating if there are issues with engagement and progress
12. To analyse data to ensure the right students receive the right support at the right time, providing recommendations for developments to the SENCO
13. To collate evidence, analyse student information and make recommendations regarding the assessment of students with SEND
Working with families and external agencies
14. Answering parental enquiries and escalating issues to the SENCO. 
15. Work with parents and external agencies to ensure improved engagement, attendance and punctuality of students with SEN including making timely referrals as required
16. Play a key role at transition points creating and sharing relevant information to support students with SEND.
17. To respond to parental enquiries and requests from the local authority regarding new admissions for students with SEND including responding to the local authority about our ability to meet need
18. To liaise with external agencies as required and attend multi-agency meetings as a representative of the school
19. Contribute to the overall effectiveness of the Inclusion provision in school
20. To complete student focussed reports and referrals securing timely additional provision for students.
21. Liaising with alternative provisions to ensure students are accessing provision in line with our safeguarding policies.





	General Duties

	As a member of staff the postholder will:
· Follow all school policies and procedures
· Uphold the Code of Conduct for staff 
· Safeguard and promote the welfare of all young people he/she is responsible for, or comes into contact with in the school.
· Engage in relevant continuous professional development opportunities and performance management arrangements


	Health and Safety
You have specific responsibilities under Health & Safety legislation to ensure that you:
· Take reasonable care for your own health and safety, and that of others affected by what you do, or do not do
· Cooperate on all issues involving health and safety
· Use work items provided for you correctly, in accordance with training and instructions
· Do not interfere with or misuse anything provided for your health, safety or welfare
· Report any health and safety concerns to your line manager as soon as practicable




Key Attributes - Person Specification
	
	Qualifications / Experience
	Essential
	Desirable
	Evidence

	1
	
Educated to at least Level 3 qualification equivalent, e.g. A-level, NVQ, BTEC, with good basic skills in English and Mathematic or equivalent

	√
	
	Letter of application

	2
	Significant Experience of working with students with SEND
	√

	
	Letter of application

	3
	
Significant or extensive experience of working with families of students with SEND
	√
	
	Letter of application;
interview

	4
	Training or a qualification in SEND
	√

	

	Letter of application

	
	Significant experience in a line management role, with responsibility for managing performance, conducting appraisals and supporting staff development 
	√

	
	Letter of application; interview

	
	Knowledge
	Essential
	Desirable
	Evidence

	5
	Knowledge of SEND code of practice and safeguarding relating to children and young people
	
	√

	Letter of application;
interview


	6
	Significant or extensive knowledge of types of SEND 
	√

	
	Letter of application;
interview


	7
	Awareness of information sharing and Data Protection protocols
	√

	
	Letter of application;
interview


	
	Skills
	
	
	

	8
	Ability to work collaboratively with a variety of stakeholders
	
√

	
	Letter of application;
interview

	9
	Ability to analyse data and draw conclusions
	
√
	
	Interview

	10
	Good ICT skills – Microsoft 360 suite including Excel
	
√

	
	Interview


	11
	Excellent interpersonal skills.
	√

	
	Interview


	12
	Skilled in data analysis and identifying trends
	
	√

	Interview


	
	Abilities and personal competence
	Essential
	Desirable
	Evidence

	13
	A team player who upholds our school values and has excellent organisational skills
	√

	
	Interview


	15
	A commitment to ongoing personal development and willingness to undertake appropriate training
	√

	
	Interview


	16
	An ability to assimilate data and create meaningful analysis  

	√

	
	Interview

	17
	Willingness to be involved in the wider life of the school community.

	√
	
	Interview
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