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JOB DESCRIPTION

Job Title:		Deputy SENCO

Salary Grade:	Grade 6 scale point 25

Hours/Weeks	30 hours per week
Hours by arrangement with Management to meet the needs of the Trust. 

Location:	The Westwood Academy and any school sites associated with the Trust

Line Manager:	Assistant Headteacher 


Tenure:	Permanent


Core Pupose:

To support the SENCO in leading and managing the provision for pupils with Special Educational Needs and Disabilities (SEND), ensuring high-quality inclusive practice across the school and enabling all pupils to achieve their full potential.
The Deputy SENCO will work closely with teaching staff, support staff, parents/carers and external agencies to identify barriers to learning and implement effective support strategies.

Key responsibilities:

Strategic Support
· Support the SENCO in implementing the school’s SEND policy and inclusive practices. 
· Assist in monitoring and evaluating the quality of SEND provision across the school. 
· Contribute to the development of an inclusive learning environment where all pupils can thrive. 
· Support school improvement priorities relating to SEND and inclusion. 
Pupil Support and Provision
· Assist in identifying pupils with SEND and coordinating appropriate interventions and support. 
· Support with access arrangements.
· Monitor progress and attainment of pupils receiving SEND support. 
· Support the planning, implementation and review of EHCPs and SEND Support Plans. 
· Help coordinate interventions and ensure they are evidence-based and impactful. 
· Promote pupil independence, wellbeing and positive engagement in learning. 
Teaching and Learning
· Work with teachers to adapt teaching approaches and resources to meet individual pupil needs. 
· Provide guidance and practical strategies to staff to support inclusive classroom practice. 
· Support differentiation and reasonable adjustments for pupils with SEND. 
· Model effective SEND strategies and interventions where appropriate.

Communication and Partnership Working
· Develop positive relationships with parents/carers and ensure effective communication regarding pupil needs and progress. 
· Liaise with external agencies including Educational Psychologists, Speech and Language Therapists, CAMHS and Local Authority professionals. 
· Attend and contribute to review meetings, annual reviews and multi-agency meetings. 
Administration and Record Keeping
· Maintain accurate, confidential and up-to-date SEND records. 
· Support the completion of statutory documentation and reports. 
· Assist with preparing documentation for EHCP applications and reviews. 
· Ensure compliance with the SEND Code of Practice and relevant legislation. 
Staff Development
· Support training and professional development for staff relating to SEND and inclusive practice. 
· Provide advice and support to teaching assistants and classroom staff. 
· Promote awareness and understanding of SEND across the school community. 
Safeguarding and Professional Responsibilities
· Safeguard and promote the welfare of children and young people. 
· Adhere to all school policies, procedures and professional standards. 
· Participate in meetings, training and continued professional development activities. 
· Undertake any additional duties commensurate with the role as directed by the SENCO or Senior Leadership Team.

Responsibility for people (other than employees supervised/managed)
The post has considerable impact on the well-being of individuals or groups both directly and through its contribution to the development of policies which have a direct impact on pupils.

Responsibility for staff: 
The post has some responsibility through advising, guiding, directing and co-ordinating the actions of other staff.

Responsibility for budget: 
The post has no direct responsibility for financial resources

Responsibility for physical resources: 
The post has some responsibility for physical resources in terms of record keeping and the maintenance of data in line with GDPR and Data Protection Act.


[bookmark: _Hlk42519662]The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Trust’s Equal Opportunities Policy and Code of Conduct.

This job description is intended to provide a broad outline of the accountabilities and responsibilities only. The post holder will need to be flexible in developing the role in conjunction with the line manager. The post holder may be asked to carry out any other delegated duty or task that is in line with their post.

The Trust reserves the right to alter the content of this job description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility.

Child Protection and Safeguarding:
· Kenilworth Multi Academy Trust recognises the responsibility it has under Section 175 of the Education Act 2002, to have arrangements in place to safeguard and promote the welfare of children.
· As a member of staff, you have a professional duty to operate within this policy and practice to adhere to the Trust’s safeguarding arrangements.

Data Protection:
· To be aware of the Trust’s responsibilities under the Data Protection Act and General Data Protection Regulations for the security, accuracy and relevance of personal data held on such systems and ensure that all administrative and financial processes comply with these as relevant to this role.

Confidentiality:
· You are expected to treat all information acquired through your employment, both formally and informally, in strict confidence.  There are strict rules and protocols defining employee access to and use of the Trust’s databases.  Any breach of these rules and protocols will be regarded as subject to disciplinary investigation.  There are internal procedures in place for employees to raise matters of concern regarding such issues as alleged bad practice or mismanagement.


Signed …………………………………………………..Date…..…..…………………….. 
(Post-holder)


Signed……………………………………………………Date……………..……………….



Deputy SENCO – Person Specification
	Category
	Essential Criteria
	Desirable Criteria

	Qualifications & Training
	Good standard of education including English and Maths
	Relevant SEND qualification or additional SEND training

	
	 
	SENCO qualification or willingness to work towards it

	
	
	

	Experience
	Experience working with children or young people with SEND
	Experience in a school setting

	
	Experience supporting pupils with a range of additional needs
	Experience supporting EHCP processes and annual reviews

	
	Experience working collaboratively with staff and families
	Experience liaising with external agencies

	
	
	

	Knowledge & Understanding
	Good understanding of the SEND Code of Practice
	Knowledge of current SEND developments and best practice

	
	Understanding of inclusive teaching and learning strategies
	Understanding of intervention programmes and assessment tools

	
	Understanding of safeguarding and child protection procedures
	 

	
	Knowledge of a range of SEND needs including ASD, ADHD, SEMH and speech & language needs
	 

	
	
	

	Skills & Abilities
	Excellent communication and interpersonal skills
	Ability to deliver training or support staff development

	
	Ability to build positive relationships with pupils, staff and parents/carers
	 

	
	Strong organisational and administrative skills
	 

	
	Ability to maintain accurate and confidential records
	 

	
	Ability to prioritise workload and meet deadlines
	 

	
	Ability to work independently and as part of a team
	 

	
	Competent ICT skills
	 

	
	
	

	Personal Qualities
	Commitment to inclusion and improving outcomes for pupils with SEND
	 

	
	Compassionate, patient and approachable manner
	 

	
	Professional, reliable and adaptable
	 

	
	Positive and solution-focused attitude
	 

	
	Commitment to safeguarding and promoting the welfare of children
	 

	
	Commitment to equality, diversity and inclusion
	 



This person specification should be read alongside the Deputy SENCO Job Description.
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