
 

    Job Description – SENCO Assistant 

 
  

Post holder:  tbc   

  

Salary scale: MPS (0.4 FTE)  
Exact days and times to be confirmed with the successful candidate 
  

The Role 

To assist the Assistant Headteacher – SENCO in managing the provision for pupils 

identified as having Special Educational Needs (SEN); including promoting high quality 

teaching, effective use of resources, and high standards of learning and achievement for 

all pupils.  Please note that this is a non-teaching post, however the successful candidate 

must hold QTS and have experience of teaching within a primary school setting –ideally 

in a range of key stages. 

 

Status of the post 

In addition to those professional standards common to all teachers in the school, the post 

holder’s key accountability will be for supporting the raising the standards of attainment 

for pupils with special educational needs or disabilities. 

 

Budget Accountability 

N/A 

 

Main duties: SENCO Assistant 

 To assist the SENCO in leading the provision for SEN within the school. 

 To assist the SENCO in maintaining the SEND Resister and ensuring that records 

of all pupils with SEND are kept up to date.  

 To support the SENCO in promoting the implementation of an inclusive 

curriculum.  

 To develop curriculum resources to ensure that pupils identified as having SEN 

have the required levels of support. 

 To offer advice and support to teaching staff to ensure the implementation of the 

mainstream core standards and quality first teaching approaches.  



 

 To assist the SENCO in coordinating the specific provision made 

to support individual pupils with SEN, including those with EHC plans.  

 To assist the SENCO in the design, review and evaluation of Pupil Profiles and 

Individual Personalised/Provision plans as directed.  

 To support with High Needs Funding applications and renewals.  

 To support the application for EHCPs and the Annual Review process. 

 To liaise with external agencies to ensure that individual pupils’ needs are met 

effectively. 

 To liaise with parents about the specifics of the SEND provision for their child, 

under the direction of the SENCO. 

 To collate and prepare information relating to assessments and referrals under 

the direction of the SENCO. 

 To keep accurate and detailed records of meetings and discussions with pupils, 

parents and external agencies. 

 To be able to deputise for the SENCO as required. 

 To support the set-up of positive handling plans where needed. 

 To support the set-up of pupil risk assessments ensuring they are reviewed and 

updated where needed.  

 To assist with the process of access arrangements for SEND pupils. 

 To assist with the transition of pupils across the school.  

 

 

To Whom Responsible:  Headteacher 

  

This job description may be amended at any time after discussion with you, but in any 

case will be reviewed during the performance review cycle. 

  

Signed: ………………………………………… Date: ……………………………… 

  

  

Signed: ………………………………………… (Headteacher) Date: ……………………………………… 

  

  

Your job description is intended as a reference document which identifies your main 

responsibilities and activities and is not a comprehensive list of all roles, responsibilities and 

duties undertaken.  

 

The SENCO Assistant will be required to safeguard and promote the welfare of children and 

young people, and follow school policies and the staff code of conduct. 

 

 


