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Job description for: Assistant SENDCo (Assistant Special Educational Needs and Disabilities Coordinator)
· Responsible for: Supporting SEND provision staff, teaching assistants, and pupils with SEND under the direction of the SENDCO and Senior Leadership Team (SLT)

Main Purpose of the Role
· To assist the SENDCo in the leadership, management and development of high‑quality SEND provision for pupils identified as having Special Educational Needs and Disabilities (SEND) at Newton Leys Primary School and Nursery.
· To promote inclusive practice, high standards of teaching and learning, and effective use of resources so that pupils with SEND achieve positive outcomes, make sustained progress and access the full curriculum where appropriate.
· To contribute to Newton Leys’ vision and values by supporting a welcoming, community-focused school that acts as a centre point for families new to the area, including those from mixed socio‑economic backgrounds and high mobility cohorts. The post-holder will work to ensure our Butterfly Provision and mainstream classrooms operate in an integrated, consistent and child-centred manner.
Key Responsibilities and Duties
Leadership and Strategic Support
· Assist the SENDCO in leading the strategic development and day-to-day management of SEND provision, contributing to school improvement priorities and the school’s development plan.
· Act on behalf of the SENDCo for delegated tasks and meetings, as directed, noting that statutory responsibility remains with the SENDCo
· Contribute to the preparation and maintenance of the SEN Information Report, SEN Policy and Accessibility Plan, ensuring these documents reflect accurate, accessible information for families and stakeholders.
· Support the alignment of external specialist support with school priorities and policies, working with the SENDCO to liaise with the local authority, and external agencies.

Identification, Assessment and Planning
· Support an efficient SEND identification process: maintain and contribute to the accuracy of the SEND Register and records, incorporating core assessment data and early indications of SEND.
· Work with teachers, pastoral leads and the SENDCO to apply the graduated approach (assess, plan, do, review) for pupils with SEND and to implement timely, evidence-informed provision.
· Assist in selecting and applying standardised tools and screeners appropriately and with fidelity, advising staff on interpretation and next steps where appropriate.
· Help prepare paperwork for EHCP processes, High Needs Funding applications and other statutory assessments, supporting families and ensuring the school participates proactively.

Operational Management and Provision

· Assist in managing and maintaining personalised plans, pupil passports, provision maps and provision plans, ensuring timely update and secure storage in line with GDPR.
· Assist with the co‑ordination and implementation of targeted interventions (small group and 1:1) linked to classroom learning, ensuring these are well organised, time‑limited and evidence informed.
· Under the direction of the SENDCo and SLT, and in line with agreed deployment plans, assist with the appropriate deployment of SEND resources and support staff (including teaching assistants and specialist TAs), ensuring interventions are delivered under effective supervision and that TAs receive direction consistent with their role.
· Support provision within the Butterfly Provision: help ensure individualised curriculums, environment adaptations and therapeutic/pastoral approaches are in place and delivered with compassion and consistency.

Teaching, Monitoring and Evaluation
· Work directly with pupils as allocated by the SENDCO, modelling effective teaching approaches and supporting teachers to provide quality first teaching.
· Monitor and evaluate pupil responses to learning and intervention using a range of assessment strategies; analyse progress and attainment and produce reports and evidence of impact for the SENDCO and class teachers.
· Identify pupils who are seriously underachieving and, under the direction of the SENDCO, develop and implement plans to address barriers to learning.
· Ensure that classroom support enhances pupil independence and does not replace the role of the classroom teacher.

Families, Multi‑agency Working and Communication
· Establish and maintain high-quality communication and meaningful co‑production with families, ensuring they are informed and involved in decisions about SEND provision for their child.
· Liaise with outside agencies (educational psychologists, therapists, health professionals, social care and others) to arrange assessments, review meetings and to ensure external advice is incorporated into school provision.
· Attend and prepare paperwork for pupil review meetings, annual reviews, and multi‑agency meetings as required by the SENDCO, with the SENDCo retaining statutory oversight and final responsibility.
· Facilitate timely transition planning and pre‑emptive liaison with other settings when pupils join or move on from Newton Leys.

Administration and Compliance
· Maintain accurate records of meetings, assessments and interventions; ensure documentation is GDPR-compliant and accessible to relevant staff.
· Support the SENDCO with the tracking of funding, including High Needs Funding and any delegated SEND budgets, ensuring appropriate evidence is available for auditing and decision making.
· Contribute to the preparation of statutory returns and reports as required.

Pastoral, Therapeutic and Behavioural Support
· Respond to pupils’ therapeutic, pastoral and personal care needs in partnership with pastoral staff (Learning Mentor, Welfare Officer), supporting inclusion, attendance and positive behaviour.
· Work with staff to develop approaches that reduce barriers to learning and support pupil wellbeing and resilience, mindful of the school’s OPAL playtimes and wider wellbeing initiatives.

Quality Assurance and Staff Development
· Provide advice, guidance and in‑school training for staff to improve SEND practice and confidence, under the leadership of the SENDCO.
· Contribute to quality-assurance activities, including observation, intervention evaluation, and review of provision maps and impact evidence.
· Ensure staff are aware of pupils’ needs and adapt classroom practice and planning accordingly.

Skills and Competencies
· Qualified teacher status (QTS) or equivalent, with relevant experience in primary education. Additional SEND qualifications (e.g. National Award for SENDCOs) are desirable or a willingness to work towards further SEND leadership training.
· Strong understanding of the SEND Code of Practice (2015) and familiarity with the school’s statutory duties, including the Equality Act (2010) and local authority processes (EHCPs, High Needs Funding).
· Practical experience of implementing the graduated approach (assess, plan, do, review) and of producing high-quality SEND documentation (Pupil Profiles, provision maps, outcomes).
· Excellent interpersonal and communication skills to build strong relationships with pupils, families, staff and external agencies; sensitivity to working with families new to the area and with potentially high mobility.
· Skilled in data analysis and using progress/attendance/behaviour data to identify need and plan interventions; competent with school MIS and record-keeping systems.
· Strong organisational and time-management skills with the ability to manage caseloads, maintain accurate records and meet statutory deadlines.
· Knowledge of effective evidence-based interventions for literacy, numeracy and social communication needs, and the conditions that make interventions successful (timing, length, resources, trained staff).
· Ability to lead, motivate and support colleagues (including teaching assistants), with a collaborative approach to inclusion and classroom support.
· Commitment to safeguarding, confidentiality and professional ethical practice; ability to recognise signs of harm and follow school procedures.
· Flexibility, resilience and a problem-solving approach to working in a growing school context with changing demand and a rising number of pupils with high SEND needs.

Professional Development
Access to ongoing professional development aligned with Newton Leys’ vision and values, including:

· INSET and annual safeguarding training (Keeping Children Safe in Education updates).
· Opportunities to work toward or further develop the National Award for SENDCOs or other specialist SEND qualifications.
· Coaching and mentoring support from the SENDCO and SLT, and opportunities to attend local SENDCO networks and LA SEND forums.
· Structured CPD around evidence‑based interventions, provision mapping, data analysis, and multi‑agency working.
· The school values continuous learning and will support career development through performance management, appraisal and access to externally accredited training relevant to the role.

Safeguarding
Have responsibility for promoting and safeguarding the welfare of children and young people within the school, in line with Newton Leys’ Safeguarding Policy and statutory guidance.
Specific safeguarding duties include:

· Being alert to signs of abuse or neglect and acting promptly and appropriately by reporting concerns to the Designated Safeguarding Lead (DSL) or Headteacher.
· Ensuring that SEND pupils, who may be particularly vulnerable, have their needs considered in safeguarding plans and risk assessments.
· Keeping clear, contemporaneous, confidential records of safeguarding concerns and meetings, ensuring GDPR compliance.
· Participating in mandatory safeguarding training and ensuring up-to-date knowledge of guidance (Keeping Children Safe in Education).
· Supporting families and staff in understanding safeguarding processes when a child with SEND is at risk, liaising with external agencies where required.
· All staff must follow school procedures for safeguarding, attendance and wellbeing, and contribute to creating a safe environment where children feel able to report concerns.



[bookmark: _GoBack]Additional Information and Notes
· The job description sets out key responsibilities but does not prescribe the precise allocation of time; duties may be varied following consultation to meet the changing needs of the school.
· The post-holder is expected to contribute to the wider life of Newton Leys Primary School and Nursery, supporting community links and the school’s role as a hub for families new to the development and surrounding areas.
· Newton Leys is committed to equality, diversity and inclusion. The Assistant SENDCo will ensure practice reflects the school’s values, supports pupils from a range of backgrounds and responds to the increasing numbers of pupils with high SEND needs.
· The school has a growing Butterfly Provision and the Assistant SENDCo will play a key role in supporting the further development and embedding of this resource.
· in further developing and embedding this resource so that children receive high quality individualised provision while also facilitating inclusive practice across the mainstream school.
· This role does not hold statutory responsibility for SEND provision. The SENDCo remains the named and accountable lead in line with the SEND Code of Practice.

Person Specification (summary)
· Essential: QTS (or equivalent), experience of primary SEND provision, strong interpersonal and organisational skills, knowledge of SEND Code of Practice and statutory duties, commitment to safeguarding.
· Desirable: National Award for SENDCOs (or working towards), experience with EHCP processes and High Needs Funding, experience of leading or coordinating provision in a primary context, experience working with high mobility and diverse communities.
Newton Leys Primary School and Nursery is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. Successful appointment will be subject to satisfactory references and an enhanced DBS check.
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