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	North Ridge Community School

Send Support Officer
Generic Role Description




Post:                          Send Support Officer
Scale:                        Grade 6 Scale Point 18--21 (Term time only + 5 training days)


Responsible to:       Head teacher/Designated Teacher


Job purpose: :         To provide support to students with special educational needs (SEN), and to work in collaboration with the SEN Manager and subject teachers to establish supportive and nurturing learning environments in which students on the SEN register can make good academic progress.
Responsible for:      Keeping appropriate pupil records and implementing Individual Learning Plans in

                                   collaboration with the SEN Manager.
Duties:
This job description describes in general terms the normal duties which the post-holder will be expected to undertake. However, the job or duties described may vary or be amended from time to time without changing the level of responsibility associated with the post.
Job Specification
Operational

· To support individual students and address their specific needs.

· To lead small-group, targeted interventions for students outside of the classroom.

· To support the SEN Manager and subject teachers in the implementation and review of Individual Learning Plans.

· To work with teachers to assess the needs of individual students.

· To work with the SEN Manager and other teachers to implement Individual Learning Plans and develop resources for students.

· To plan and undertake direction for one-to-one and small-group teaching and intervention.

· To observe, record and feedback information on student performance.

· To apply behaviour management within and outside the classroom.

· To assist in creating materials for curriculum delivery and display boards.

· To assist students' achievement outside of the classroom.
Administrative

· To undertake all necessary clerical and administrative tasks as required.

· To ensure that all administrative duties, checks, documentation, reports and returns (internal and external) are completed accurately and submitted within required deadlines.

· To collate information, statistics and prepare reports as required by your line manager, the Headteacher and the governing body. 

· To undertake responsibility for administration relating to all areas within your remit.

· To input and extract information from the school’s database system/s.

· To maintain both manual and computerised records and filing systems relating to all areas within your remit, as required.

· To take minutes/notes in meetings as required and circulate associated information.

· To deal with correspondence promptly and as required.

· To administer and assess routine tests and undertake the marking of students’ work.
General

· To attend parents’ evenings, open days, school events and meetings with parents/ carers and other professionals as required.

· To supervise students on educational visits and participate in extra-curricular activities as required.

· To invigilate school and public examinations and tests as required.

· To attend relevant meetings and training sessions.

· To undertake first aid training and responsibilities as required.

· To recognise own strengths and areas of specialist expertise, and use these to lead, advise and support others.

· To implement, in conjunction with other staff and members of the SLT, all health and safety procedures and requirements.

· To keep up to date with developments and changes in requirements and regulations, and communicate appropriate information to colleagues.

· To comply with and assist in the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
Experience

· Experience of establishing successful learning relationships with a variety of students. 
· Experience of working with students on the autistic spectrum.
· Experience of planning and delivering in line with the curriculum.

Personal characteristics

· Genuine passion and a belief in the potential of every student.

· Helpful, positive, calm and caring nature.

· Able to establish good working relationships with Learning Support Assistants and teachers.

· Able to follow instructions accurately but make good judgments and lead when required.

Specific skills

· Good communication skills, including written and oral.

· Good numeracy and literacy skills.

· Competent with computers and other technology.

· Good administrative and organisational skills.

· Able to lead intervention sessions for students after receiving comprehensive training. 

· Able to understand and implement particular strategies and methods to help students to improve their learning and enjoyment of learning.

· Able to help implement the necessary routines and patterns to establish good behaviour management within the school.

· Able to deal with minor incidents, first aid, and the personal health and hygiene of the students. 

· Understand the importance of confidentiality and discretion.

Other desirable training and skills

· First aid training. 

· ASD training.

Other  

· Commitment to the safeguarding and welfare of all students.

· This post is subject to an enhanced DBS check.

This is an outline Role Description only and the post holder will be expected to undertake duties commensurate within the range and grade of the post or any lesser duties as directed by the Manager/Principal.  The aim of the Role Description is to indicate the general purpose and level of responsibility of the post. Duties may vary from time to time without changing the character of the post or general level of responsibility.

Other duties and responsibilities 

To be agreed as necessary.

The postholder’s duties must be carried out in compliance with the school’s policies and procedures including child protection procedures and the Council’s Equal Opportunities Policy, Information Security Policies, Financial Regulations and Standing Orders, the Health and Safety at Work Act (1974), and subsequent health and safety legislation.

These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the postholder may be required to undertake other reasonably determined duties and responsibilities, commensurate with the grading of the post, and in particular as contained in the employers guide entitled ‘School Support Staff – The Way Forward’ commensurate up to and including Level 2.

Updated January 2017.
This job description is subject to review as and when appropriate and may be amended following negotiation.

Signed:…………………………………………………………………………              

Date:…………………………
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