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	SEN Assistant & Pupil Social, Emotional and Mental Health Lead
Job Description




Health and Safety at Work

All staff in school have a personal responsibility for the health and safety of themselves, their colleagues, pupils and visitors. They also have a duty in law under the Management of Health and Safety regulation 1999 to report any shortcomings in the employers H&S arrangements.
	Job Title: SEN Assistant 
Job Holder: 
Line Managed By: directly by SENCo
Job holder signature: …………………………………………………………………

Line Manager signature: …………………………………………………………..

Date: 



	Job Purpose: 

To provide administrative and organisational support to the SENCo in relation to SEN and issues.

To take a lead on well-being for pupils in school and lead provision for these pupils.



	Principal Accountabilities:

· To lead and deliver well-being / nurture / ELSA based interventions with individual pupils or small groups. 

· To be trained as a deputy Designated Safeguarding Lead and support pupils and families alongside safeguarding agencies including making referrals when required.

· To performance manage some teaching assistants as capacity requires.

· To be part of the welcome staff on the gate every morning and support  any pupils with separation anxiety.

· To be a trained First Aider at Work and administer first aid when required.
· Manage preparing SEN documentation, drafting correspondence, record keeping, coordinating, preparing referrals and filing records.
· Carry out identified assessments and report on findings.
· To maintain and update pupil records relating to SEN needs, including use of SIMs; sharing information with colleagues and parents as appropriate. 
· Under the direction of the SENCo support the administration of provision maps and personalised plans.
· Manage and prepare information relating to assessments, EHCPs and referrals to other agencies

· Manage routine liaison with external agencies and parents / carers.
· Support the SENCo in ensuring the SEN register is kept up to date.

· Arrange in-school appointments with visiting outside agencies– eg school nurse, physio, speech and language, specialist teacher service etc.  Keep track of processes to ensure all deadlines and action points followed up.

· Be a liaison point for all stakeholders on days SENCo is class based.

· Comply with policies and procedures relating to safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Manage SEN resources and ensure these are returned for end of school year.

· Attend relevant meetings and INSET to enable post holder to carry out role effectively.  



