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Job Description

JOB TITLE:	Assistant SENCo
CONTRACT:	Permanent, Term Time plus inset days (39 weeks per year)
[bookmark: _Hlk155339999]HOURS: 	Fulltime - 37 hours
SALARY:	Kent Scale F 
RESPONSIBLE TO:	SENCO


Purpose of the Role
· All aspects of the job description are to be carried out within a system of supervision by SENCO.
· To manage the day-to-day management of the Inclusion Hubs across TWGSB campuses.
· To support teaching staff, SENCO and LSAs to raise the standards of achievement of all students by utilizing advanced levels of knowledge and skills when assisting with planning, monitoring, recording and assessing data on individual and groups of students. To encourage students to be independent learners.
·  To support all students to be included in all areas of school life and to provide support for their wellbeing.
· Contribute to the safeguarding and promotion of the welfare and personal care of children and young people with regard to the area child protection procedures.

Main Duties

Planning
· Assist with planning and preparation of interventions with SENCO, participating in all stages of the planning cycle, including evaluating and adjusting intervention work plans.
· Collate data relating to student progress in core subjects.
· Collate data spreadsheets in collaboration with department leads to show the progress of students with SEND in core subjects.
· Develop and prepare resources for learning activities in accordance to intervention plans and in response to student need.
· Plan appropriate interventions and resources to support individual students who are not following a full curriculum in collaboration with teachers and the SENCO.

Main Responsibilities
· To provide day-to-day operational function of the SEND team.
· To share line management of LSAs with the SENCO.
· Set up, manage and monitor the effectiveness of the Hub Inclusion rooms during both lessons and unstructured times. Take responsibility for the day-to-day running of the Inclusion rooms. Timetable and plan duties for Learning Support Assistants under the direction of the SENCO.
· To support with the administration with Access Arrangements (training can be provided). 
· Provide support to teachers in classes where necessary.
· Provide programmes of intervention for small groups of students with support from SENCO.
· Summarise EHCP information and circulate to teachers.
· Identification of SEND: maintain SEND register under the direction of the SENCO and lisise with LSAs and SENCO over students of concern.
· Email teachers to ensure they are aware of any changes to SEND register upon direction of SENCO
· Carry out screening and pass information to SENCO (e.g. online Exact or dyslexia screener for dyslexia, issue teacher questionnaire for ADHD or ASC and so on  -  the decision rests with the SENCO as to which screener to use.
· Support the SENCO with the transition process through obtaining previous school information and maintain transition files;  organising and running transition activities for SEND students in collaboration with SENCO and LSAs; making observations of students and feedback to SENCO following transition day; maintaining a transition register and chasing schools where information is missing.
· In collaboration with LSAs, create and review student provision using in school platforms and processes.
· Create and review risk assessments.
· Ensure each intervention data file is maintained as evidence of effectiveness and impact of provision.
· Oversee the LSA timetable in collaboration with the SENCO.
· Support the SENCO in auditing staff training needs annually.

Managing Interventions
· To manage and evaluate the day-to-day data collected on students via observations, timetable rags, feedback from LSAs. To ensure that information from this data is shared an acted on in a timely manner by sharing it with Inclusion Champions, HOYs, tutors and parents (where appropriate) under direction of the SENCO.
· To support the modification and adaptation of resources for K and EHCP students within classes under the direction of the SENCO.
· To support the  SENCO to evaluate students’ progress through a range of assessment activities.


Mentoring, Supervision and Development
· Under the direction of the SENCO develop and implement a programme of recruitment, induction, supervision, coaching/mentoring, monitoring and appraisal for Learning Support Assistants.
· Provide support in the classroom for less experienced LSAs and lead on training for all LSAs with the SENCO.
· In collaboration with the SENCO, develop behaviour support plans for SEND students.
· Contribute to the overall ethos of the school by attending relevant meetings and contributing to the development of policies and procedures within the school. Participate in staff meetings and training days/events as requested.

Behavioural and Pastoral
· Ensure that the school’s behaviour policy is upheld within the Inclusion rooms
· Recognise and challenge any incidents of racism, bullying, harassment, victimization and any form of abuse of equal opportunities, ensuring compliance with relevant school policies and procedures and making sure the individuals involved understand it is unacceptable.
· Understand and implement school child protection procedures and comply with legal responsibilities
· Assist in maintaining good discipline of students throughout the school and escort/supervise students on planned visits and journeys when required.
· Provide support for students’ wellbeing and pastoral needs where appropriate

Other
· Any other duties as required by the SENCO, SLT or Headteacher.
· To promote the safeguarding of children.
· To undertake any other duties appropriate to the post that may reasonably be required from time to time.
· To use information technology systems as required to carry out the duties of the post in the most efficient and effective manner.

Whilst every effort has been made to set down the main duties and responsibilities of the post, each individual task to be undertaken may not be identified. This job description is current at the date shown, but, in consultation with you, may be changed by the Head Teacher to reflect or anticipate changes in the job commensurate with the grade and job title.

The post holder will be expected to work flexibly and carry out all duties in compliance with school policies. 

I acknowledge that I have seen, understood and received a copy of the job description.



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


CONTEXT:  All support staff are part of a whole school team.  They are required to support the values and ethos of the school and school priorities as defined in the SIP.  This will mean focussing on the needs of colleagues, parents and students and being flexible in a busy pressurised environment.  

Because of the nature of this job, it will be necessary for the appropriate level of criminal record disclosure to be undertaken. Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and, if so, for which offences. This post will be exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders 1974 (Exemptions) (Amendments) Order 1986. Therefore, applicants are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the Authority. The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment. 




Person specification: Assistant SENCO

	Please make sure, when completing your application form, that you give clear examples of how you meet the essential and desirable criteria.

	Attributes
	Essential
	How Measured
	Desirable
	How Measured

	Experience

	· You will be a team player with experience of working as an HLTA or Team Leader in a secondary school.  
· Experience of line managing and supporting a team of Learning Support Assistants
· Experience of supporting the development and management of the delivery of educational support to pupils within a mainstream class, in a small group and on an individual basis.
· Experience in supporting the planning of interventions and resources to support both small groups of students and individual students.
· Experience of developing and sharing strategies to meet a specific area of additional need.
· Experience of contributing to the planning, development and review of support to meet the needs of individual students.
· Experience of monitoring, recording, reviewing and preparing data of student progress.

	1 2




1 2


1 2






1 2






1 2



1 2




1 2




	Evidence of CPD in supervision/management

Evidence of CPD in ASC, ADHD, Dyslexia and other barriers to learning

	1 2 4 






	Skills/
Abilities

	· Able to contribute constructively to, and work effectively as a member of, a team.
· Able to communicate effectively at a range of levels, e.g. with children, parents, other professionals (when directed), staff team etc
· Able to keep accurate records and share these with colleagues and senior staff
· Information technology skills in word processing, the use of databases and spreadsheets to support record keeping. 
· Good numeracy/literacy skills.
· Ability to support the planning of effective actions for pupils at risk of underachieving.
· Good communication skills orally and in writing.
· Good organisational skills 
· Ability to use non-confrontational strategies with young people.
· Committed to continually improving performance of self and team.
· Able to work creatively, flexibly, with enthusiasm and with initiative.
· Resilience and determination when faced with difficult tasks.
· Commitment to the protection and safeguarding of children and young people.
	1 2 



1 2 
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	Demonstrate IT skills and ability to use them as part of the learning process or the ability to develop IT skills in a reasonable time frame.

	1

	Equality Issues



	· Able to recognise and act upon common forms of discrimination.
· Able to understand the issues for pupils’ education in an urban, 
multi-cultural context.
	1  2

1  2
	









	

	Education and Training


	· Able to commit to relevant job training.
· Willingness to undertake first aid training and to apply this in the school.
· GCSE or equivalent English and Maths
	1 2





1 2 4

1 2
	
	

	Other Requirements


	
	
	
	



(1 = Application Form    2 = Interview    3 = Test    4 = Proof of Qualification    5 = Practical Exercise)

We will consider any reasonable adjustments under the terms of the Disability Discrimination Act (1995), to enable an applicant with a disability (as defined under the Act) to meet the requirements of the post.

The post holder will ensure that TWGSB policies are reflected in all aspects of his/her work, in particular those relating to: 
(i)   Equal Opportunities
(ii)   Health and Safety
(iii)  Data Protection Act (1984 & 1998).
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FABER EST QUISQUE SUAE FORTUNAE
St John’s Road, Tunbridge Wells, Kent TN4 9XB t. 01892 529551 f. 01892 536833 e. thegrammarschool@twgsboys.kent.sch.uk www.twgsb.org.uk




