The East Manchester Academy

Job Description

POST: Assistant SENDCo: Grade 6
The post-holder will report directly to the SENDCo. 
Job Purpose: To support the SENDCo with the administration, leadership and faculty development. To ensure students who are identified as having additional needs are supported effectively within the inclusion faculty. To assist the SENDCo, including line management of members of the team and in delivering and coordinating interventions. 
Principal Responsibilities

· To support the SENDCo in ensuring that all staff understand the needs of students with SEND 

· To support the identification and dissemination of the most effective teaching approaches for pupils with SEND, within the faculty 

· To liaise with staff, parents, external agencies and other schools to co-ordinate their contribution, provide maximum support and ensure continuity of provision for those students with EHCPs
· To undertake annual reviews for students with an EHCP and maintain accurate records
· Administer the application for statutory assessment for EHCPs following Local Authority procedures, ensuring that all relevant stakeholders are kept informed throughout the process
· To write CAMHS referrals, support parents with making referrals and liaise directly with CAMHS link for updates and reviews
· To work with external mental health agencies such as Thrive in Education to role out mental health programmes within school
· To ensure staff are effectively able to meet the needs of EHCP pupils through clear dissemination of information and support with implementing advice and guidance
· Develop and review pupil profiles for pupils with SEND
· Liaise with relevant outside agencies to ensure that individual pupil special educational needs are met effectively and that the requirements of statements of special educational need are met fully

· Ensure that accurate and detailed records are kept of meetings and discussions with parents and outside agencies

· Ensure that individual education plans are used to set subject-specific targets and match work well to pupils’ needs
· To teach small groups as allocated by SENDCo 
· To review the timetables of TAs in conjunction with the SENDCo to ensure effective deployment

· To  line manage TAs, where applicable

· To implement policies and practices within the faculty which reflect the school’s commitment to raising standards and achievement.

· Maintain and develop up-to-date knowledge of national and local initiatives which may impact on Policy and practice

· Assist with the observation of Teaching Assistants in order to share best practice
· To take part in quality assurance activities to improve the work of the department

· To implement advice and guidance from external agencies for identified pupils. 
· Develop, enhance and maintain systems for Teaching Assistants to monitor and record progress made by pupils in the care of the learning support Team

· Support developments and initiatives to improve standards in literacy and numeracy as well as access to the wider curriculum

· Deputise for the SENDCo 
· To ensure that there is a safe working and learning environment within the faculty where risks are properly assessed.
Generic Responsibilities for All Support Staff Roles
· To play a full and active part in the life of the school through contributions to initiatives, student facing projects and extra-curricular events, where appropriate or reasonably requested

· To complete duties such as; lunch or break supervision, before or after school duties as directed by the rotas

· To undertake CPD that is relevant to role and working with students and families

· To complete first aid training and be part of the first aid rota 

· To work collaboratively and supportively with colleagues to achieve the vision and mission of the academy

· To undertake reasonable requests from the academy headteacher 

