
JOB DESCRIPTION

	Post Title: Assistant SENCO
	Director/Service/Sector:  Schools
	Office Use

	Grade: TLR 2
	Workplace: Collingwood School & Media Arts College – (Special School Age range 2–19)
	JE ref: 
HRMS ref:



	Responsible to:  Director of SEND
	Date: April 2021
	Manager Level: 
	

	Job Purpose:
To assist the Director of SEND to ensure the successful teaching and learning of the school. To assist with the Annual Review process and to help remove barriers to learning where they exist.

	Staff
	Staff
	To deputise for the SENCO as required in the relevant fields of expertise.

	Finance
	Deployment of SEND resources

	Physical
	None

	Clients
	Teachers, Pupils/Students, SLT, Parents, External Agencies

	Duties and key result areas:

Supporting Pupils

· Support student learning
· Analyse and interpret pupil data to ensure pupils are receiving the correct support.
· Provide guidance and advice to staff on appropriate teaching and learning methods to meet pupil’s needs.
· Monitor progress and report back to the SENCO
· Monitor interventions and report back to the SENCO
· Support pupils by ensuring their safety and access to learning, attend to their needs and implement related personal programmes.

· Promote inclusion and acceptance of all pupils.

· Ensure pupils adhere to the school’s behaviour policy

· Ensure staff are kept up to date with pupils needs
· Liaise with teachers and the SENCO and where necessary refer students to appropriate external agencies for further support. 
· Alongside the DSL and Support Service Lead, advise TAs of the needs of students and suitable methods and strategies to remediate the needs e.g. model good practice or support and review. 
Supporting the SENCO

· Work under the direction of the SENCO and complete tasks as directed

· Support the SENCO to implement inclusive practices in the curriculum

· Work with the SENCO to establish robust interventions to support the pupils

· Set targets based on current attainment and areas of improvement

· Help monitor the day to day implementation of practices

· Support the SENCO to identify, and organise, training for staff

· Under the direction of the SENCO engage in liaison meetings with appropriate outside agencies to facilitate working with pupils.

· Under the direction of the SENCO plan and deliver suitable programmes of work and in-class support strategies for pupils.

· Support the SENCO to review IEP targets

General Duties
· Responsibilities carried by all teachers in the school comply with the School Teachers Pay and Conditions.
· To play a full part in the life of the school community, to support the ethos and encourage staff and pupils/students to follow this example.
· To assist in the management of the SEND provision, including EHC plans and pupil profiles.
· Assist the SENCO and teaching staff to provide support to pupils
· Manage resources available to pupils and, with the DSL and Support Staff lead, ensure they are used effectively throughout the school.
· Develop resources, in collaboration with the SENCO and relevant teachers, to ensure that pupils can access a full and well-rounded curriculum with the required support.
· Provide guidance, support and challenge to teachers and pupils/students to sustain motivation and improve attainment.
· Maintain a provision map.
· Maintain a thorough working knowledge of the school policies and procedures i.e. SEN information report, child protection and inclusion policies.
· Establish good relationships with pupils and staff to build a rapport with them, acting as a positive role model. 
· Positively engage with parents and carers, forming strong links of communication. 
· Attend relevant training and development events as required
· Deputise for the SENCO when required.
The duties and responsibilities highlighted in this job description are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and extent of the post and the grade has been established on this basis.

	Work Arrangements

	Transport requirements:

Working patterns:

Working conditions:
	Required to use own transport to attend meetings locally and regionally.

Normal hours.

Normally indoors.



PERSON SPECIFICATION

	POST:  Assistant SENCO
	Director/Service/Sector: Maintained Schools
	Ref: 

	Essential
	Desirable
	Assess

By

	Qualifications and Knowledge

	Educated to degree level.
QTS

Evidence of continuous professional development
Evidence of having skills to be an outstanding/good classroom practitioner
Ability to teach across all key stage levels

Ability to implement strategies

Demonstrate a good knowledge of the SEND code of practice.

Demonstrate knowledge of current educational issues in SEND
Demonstrate knowledge of quality assurance processes within curriculum areas
Ability to use and interpret data at a strategic level

Up to date knowledge of safeguarding

A good knowledge of how pupils learn
	Postgraduate level 
	

	Experience

	Experience of effective teamwork and empowering others
Experience of writing action plans

Experience of monitoring targets

Experience of effective impact on student learning behaviours

Experience of raising attainment
	Experience of supporting the development of other teaching and support staff.
Experience of implementing inclusive practices
	

	Skills and competencies

	Ability to use and interpret data at a strategic level

Ability to work with pupils and staff

Excellent communication skills (written and verbal)

Excellent time management and prioritisation skills

Ability to work confidently as part of a team or individually

Confident user of ICT

Ability to implement techniques to boost self-esteem, motivation and resilience.

Ability to keep accurate records especially in line with data protection
	A clear and methodical thinker.


	

	Physical, mental and emotional demands

	Concentrated mental attention is required for lengthy periods.  Work-related pressures arise from conflicting priorities, interruptions and deadlines outside of the potholder’s control.
	
	

	Other

	Commitment to promote high quality care and education of pupils

Dedicated to professional development and desire to achieve any necessary qualifications

Commitment to contribute to the wider school community

Full driving licence and car available to meet the travel requirements essential to the post.

Able to work flexibly

No disclosure about criminal convictions or a safeguarding concern that makes applicant unsuitable for this post
	
	


Key to assessment methods; (a) application form, (c) certificates, (i) interview, (r) references, (t) ability tests, (q) personality questionnaire, (g) assessed group work, (p) presentation, (o) others e.g. case studies/visits

