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Job Vacancy
Assistant SENDCo

 

Contract
Fixed-term, Part-time, 0.5-
0.8FTE across 5 days per
week

Location
Ipswich, Suffolk

Salary
0.5FTE-0.8FTE -
£16,458.00-£36,282
Main Pay Scale

Summary of Key Responsibilities
Track progress for learners within SEND interventions,
taking action where necessary 
Help to maintain an accurate SEND register and provision
map with the Assistant Principal for SEND and Assistant
SENDCo Admin
Provide guidance to colleagues on supporting pupils with
SEN or a disability, when appropriate both within the
Foundation Learning Department and the wider school

Why Join Our Trust? 
Belong to a compassionate and inclusive trust that values
you and the role you play.
Join an experienced group of people that are fully dedicated
to delivering the best for our children.
Gain access to our VivUp employee benefit system, Cycle to
Work scheme and teacher pensions.

Contact
If you wish to discover more about this exciting opportunity,
then please contact: Savannah La'Thangue at,
savannah.lathangue@sidegate.net.

Join Sidegate Primary as our Assistant
SENDCo and help every child thrive! 
Sidegate Primary School is seeking a passionate and dedicated
Assistant SENDCo to support our inclusive learning
environment. You will work closely with the SENDCo and
teaching staff to identify, plan, and deliver support for children
with additional needs, ensuring all pupils reach their full
potential. This is a 2-year fixed-term contract, offering the
opportunity to make a real difference in a supportive, forward-
thinking school community.

Our People-First Philosophy 
At Active Learning Trust, Everyone is valued in their role, and
we make sure that the right people have the right
opportunities to find their purpose and progress within our
Trust. Guided by our values of open dialogue, bold thinking
and supportive teamwork, we put our staff's growth and
wellbeing at the heart of everything we do – so that they can
focus on making a real difference in our schools and our
communities. 



 

     

 
Job description 

Assistant SENDCO 
 

Salary: Main Pay Scale 

Academy Site: Sidegate Primary School 

Reporting to:  Assistant Head & SENDCo 

 

Main purpose 

To support the SENDCo with the day-to-day operation of the SEND policy and co-ordination of specific 
provision to support individual pupils with SEN or a disability. To provide professional guidance to 
colleagues as appropriate, working closely with staff, parents and other agencies. To deliver 
intervention groups for pupils with SEND.  

Duties and responsibilities 

SEND policy and provision 

• Contribute to academy self-evaluation, particularly with respect to provision for pupils with SEN 
or a disability 

• Maintain up-to-date knowledge of national and local initiatives that may affect the Trust’s policy 
and practice 

Operation of the SEND policy and co-ordination of provision 

• Evaluate the effectiveness of SEND interventions and provide supportive advice for colleagues 
to improve practice 

• Track progress for learners within SEND interventions, taking action where necessary  
• Help to maintain an accurate SEND register and provision map with the Assistant Principal for 

SEND and Assistant SENDCo Admin 
• Provide guidance to colleagues on supporting pupils with SEN or a disability, when appropriate 

both within the Foundation Learning Department and the wider school 
• Be aware of the provision in the Cambridgeshire local offer, and engage external services from 

this when needed 
• Work with other schools, educational psychologists, health and social care professionals, and 

other external agencies as needed 
• Lead department meetings as directed by the Assistant Principal for SEND 
• Analyse assessment data for pupils with SEN or a disability 

Support for pupils with SEN or a disability.  

• Where directed to do so by the Assistant Principal for SEND: 
• Identify a pupil’s SEND through the school systems 



    

• Co-ordinate provision that meets the pupil’s needs, and monitor its effectiveness 
• Secure relevant services for the pupil 
• Ensure records are maintained and kept up to date 
• Support the SENDCo to review the education, health and care plan (EHCP) with parents or 

carers and the pupil 
• Communicate regularly with parents or carers 
• Ensure if the pupil transfers to another school, all relevant information is conveyed to it, and 

support a smooth transition for the pupil 
• Promote the pupil’s inclusion in the academy community and access to the curriculum, 

facilities and extra-curricular activities 
• Work with the designated teacher for looked-after children, where a looked-after pupil has SEN 

or a disability 
• Take part in quality assurance processes such as lesson visits and book looks  

 

Generic responsibilities of all Active Learning Trust employees 

• To consistently uphold the Trust’s Aims, Visions and Values.  
• To work in a co-operative and polite manner with all stakeholders and visitors to promote and 

enhance the reputation of the academies and Trust.   
• To work with children and young people within the framework of the academy in a courteous, 

positive, caring, and responsive manner.   
• To take an active and positive role in the Trust’s commitment to the development of staff and 

review procedures, undertaking training as required. 
• To act in a professional way that is consistent with the values and expectations of the Trust.   
• To be responsible for promoting and safeguarding the welfare of children and young persons.   

 

The Active Learning Trust is committed to safeguarding and promoting the welfare of all children 
and young people. We expect all staff to actively share this commitment. All adults working in 
our Trust in whatever capacity will be part of a thorough safer recruitment process. All 
appointments will be subject pre-employment checks including the taking of satisfactory 
references and enhanced criminal record clearance (via the Disclosure and Barring Service) in 
line with the need to create and maintain a safe culture. 

Please note that this is illustrative of the general nature and level of responsibility of the role. It is 
not a comprehensive list of all tasks expected to be carried out. It will be reviewed annually in 
conjunction with the appraisal process and planning for the next academic year. It will be 
reviewed, and it may be subject to modification or amendment at any time after consultation with 
the holder of the post. The duties may be varied to meet the changing demands of the Trust at the 
reasonable discretion of the Reports to Manager. 

 

 

 



 

   

 
Person Specification 
Assistant SENDCo 
 

E = Essential / D = Desirable 

Qualifications & Training 

Degree E  

Qualified Teacher Status E  

National Award for SEND Co-ordination 
 D 

Experience 

Proven track record of consistently good or better teaching 
E  

Experience of working at a whole-school level 
E  

Involvement in self-evaluation and development planning 
E  

Experience of leading CPD 
 D 

 



  

Skills and Knowledge 

Sound knowledge of the SEND Code of Practice 
E  

Understanding of what makes ‘quality first’ teaching, and of effective intervention 
strategies E  

Ability to plan and evaluate interventions 
E  

Data analysis skills and the ability to use data to inform provision planning 
E  

Effective communication and interpersonal skills 
E  

Ability to build effective working relationships 
E  

Ability to influence and negotiate 
E  

Good record-keeping skills 
E  

 

Personal Qualities 

Embodies of the Active Learning Trust’s values: 
- I aspire, we achieve 
- We’re curious, creative and bold 
- A family, not a house share 
- Comfortable being candid 
- Humour, humility, humanity 

E  

Commitment to uphold the seven principles of public life (the Nolan principles) at all 
times 

E  

Commitment to maintaining confidentiality at all times E  

Equal Opportunities 

Commitment to inclusion, equality and diversity E  

Safeguarding 

Commitment to safeguarding and promoting the welfare of children and young 
people. E  

 

https://www.gov.uk/government/publications/the-7-principles-of-public-life
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