Job Description for the Post of Assistant SENCO.

Accountable to: SENCo
Job Purpose

This post is an important post in our Academy. The role involves working with the SENCO to support all activities to help students with Special Educational Needs to have equal access to educational opportunities at Francis Combe Academy. 
The role will involve teaching small groups of students and could be filled by a teacher or by a Higher Level Teaching Assistant.

Job Details

Organisational Duties

Set up and up date student assessment evidence folders for exam access arrangements and required support.
Liaison with Parents and Staff

Communicate regularly and effectively with the parents of students with SEN by holding meetings, writing letters, conducting surveys and making telephone calls.

Communicate regularly and effectively with staff to collect information and disseminate data and up to date information about students.

Work with the Exams Officer to ensure that students receive the support they are entitled to for exams.

Intervention Programmes.

Carry out specific small group and individual teaching for students with SEN needs and those with low literacy and numeracy skills including assessing students.

Assess students reading ages and carry out screening for other special needs such as dyslexia.

Schedule and manage intervention programmes delivered by Teaching Assistants.

Record the outcome of student assessments of progress on a regular basis so that records are always up to date.

Multi-Agency Work

Contact external agencies to support students as appropriate and to attend multi-agency meetings as appropriate.

Adminstrative Tasks

Take and keep accurate records of minutes of meetings.

Populate students profiles

Other Accountabilities

· The proper use of the Academy’s communication devices, i.e. phones, computers, etc., for the purpose of Academy business. 

· Acting at all times in accordance with the Academy’s published policies and procedures.

· Ensuring that the Academy’s Equal Opportunities Policies are complied with and promoted in carrying out the specific duties of the post.

· Ensuring that the requirements of the Data Protection Act 1998 c.29 are complied with in carrying out the specific duties of this post.

· Ensuring that any expenditure incurred or committed is in accordance with approved provision and with the agreement and permission of the Finance Officers or other person with delegated authority.

· Participating in the training of staff both formally and informally.

· Promoting the Academy in a positive manner.

· Ensuring all Health and Safety and COSHH regulations and guidelines are observed.

· Use the equipment and materials supplied by the Academy in accordance with the manufacturer’s recommendations and instructions of use.  

