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JOB TITLE:


Assistant SEND Co-ordinator
JOB PURPOSE:
To assist the SENDCo; supporting the SENDCo and leading in their absence.

ACCOUNTABLE TO:

SENDCo 
SCALE: 


Band 7 Points 26 – 29 
Our vision is to nurture well-rounded citizens of the future who are knowledgeable, happy and resilient so that they make a valuable contribution to the world in which they live, and are empowered to make informed and positive life choices.

The Assistant SENDCo will be required to safeguard and promote the welfare of children and young people, and follow school policies and the staff code of conduct.

Duties and Responsibilities
Altrincham College is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. The Assistant SENDCo will assist in:

· Determining the strategic development of the Special Educational Needs (SEN) Policy and provision in the school. 

· The day-to-day operation of the SEN policy and co-ordination of specific provision to support individual pupils with SEN or a disability.
· Providing professional guidance to colleagues, working closely with staff, parents and other agencies.
· Providing targeted interventions and mentoring for pupils with Social, Emotional and Mental Health needs.

· Establishing therapeutic relationships with pupils and interacting with them according to their individual needs.

· Developing a holistic approach that enable learners to make progress by working with school staff, parents and external agencies. 


Core Responsibilities: 

1) Strategic development of SEN policy and provision

The Assistant SENDCo, will the support of the SENDCo as required, to:
· Monitor and review the quality of SEND provision.
· Contribute to the self-evaluation of provision for pupils with SEN or a disability.
· Ensure the SEND Policy is put into practice, offering support to staff to maintain effective provision.
· Maintain an up-to-date knowledge of national and local initiatives which may affect the school’s policy and practice.
· Deliver training and share best practice with other school staff. 

2) Operation of the SEND Policy and co-ordination of provision

The Assistant SENDCo, will support the SENDCo as required, to:

· Maintain an accurate SEND register.
· Provide guidance to colleagues on teaching pupils with SEN or a disability, and advising on the graduated approach to SEN support.
· Be aware of the provision in the local offer.
· Work with educational psychologists, health and social care professionals, and other external agencies as required.
· Be a key point contact for external agencies, especially the local authority.
· Analyse assessment data for pupils with SEN or a disability.
· Evaluate the effectiveness of intervention groups for pupils with SEN.
· Co-ordinate and deliver screening and assessment for access arrangements. 

· Complete planned Do review meetings. 

· Track the progress of students with SEMH needs using the available data and monitor the impact of interventions. 
3) Support for pupils with SEN or a disability

The Assistant SENDCo, will support the SENDCo as required, to:

· Identify a pupil’s SEN.
· Co-ordinate provision which meets the pupil’s needs, and monitor its effectiveness.
· Secure relevant services for the pupil.
· Ensure records are maintained and kept up to date.
· Review EHCPs (Education Health Care Plans) with parents or carers and the pupil.

· Gather together EHCP evidence in line with the application process.

· Manage and oversee the completion of One Page Profiles. 

· Communicate regularly with parents or carers.
· Promote the pupil’s inclusion in the school community and access to the curriculum, facilities and extra-curricular activities.
· Work with the designated teacher for looked-after children, where a looked-after pupil has SEN or a disability.

· Co-ordinate and deliver screening and assessment for Access Arrangements. 

· Take a leading role in transition. 

· Help students develop resilience and independence – forming positive relationships with staff and peers. 

4) Leadership and management

The Assistant SENDCo, will support the SENDCo as required, to: 

· Working with the Headteacher and Governors to ensure the school meets its responsibilities under the Equality Act 2010 in terms of reasonable adjustments and access arrangements.

· Prepare and review information the Local Governing Body is required to publish.

· Contribute to the Acaemy Improvement Plan (AIP) and whole-school policy. 

General Requirements

All staff are expected to:

· Work towards and support the academy vision and current objectives outlined in the Academy Improvement Plan.

· Contribute to the school’s programme of extra-curricular activities.

· Support and contribute to the school’s responsibility for safeguarding students.

· Work within the school’s health and safety policy to ensure a safe working environment for staff, students and visitors.

· Work within the Trust Board’s Single Equalities Policy to promote equality of opportunity for all students and staff, both current and prospective.

· Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents/carers and colleagues.

· Adhere to policies and circulars.

· To undertake any other duties commensurate with the grading of the post as directed by the Headteacher.

Review:

This job description is not necessarily a comprehensive definition.  It will be reviewed as and when deemed appropriate in line with the needs of South Manchester Learning Trust.   It may be subject to change or modification at any time following consultation. 

Name of Postholder:____________________________________________

Signed:_______________________________ Date:____________________ 

Name of Line Manage:_________________________________________

Signed:_______________________________ Date:____________________ 


PERSON SPECIFICATION
	REQUIREMENTS
	METHOD OF ASSESSMENT *
	

	1.  Qualifications/Training etc.
	

	Meet Higher Level Teaching Assistant standards or equivalent qualification or experience

Excellent numeracy/literacy skills equivalent to NVQ level 2 in English and Maths or GCSE A-C

Relevant qualifications and training (e.g. Lego therapy, drawing and talking, creative therapy etc.)

Specialist skills/training in curriculum or leaning area e.g. bi-lingual, sign language
	A/C

A/C

A/C

A/C


	Essential

Essential

Desirable

Desirable

	2.  Experience
	

	Successful experience of handling difficult and sensitive situations

Relevant and recent experience of working with children and young people

Experience of working in a SEMH setting
	A/I

A/I

A/I
	Essential

Essential

Desirable

	3.  Knowledge
	

	Have an understanding of mental health issues that affect young people and be able to adapt their working practices to each individual child. 

A good working understanding of SEMH needs of young people.

An awareness of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection. 
	A/I

A/I

A/I
	Essential

Essential

Essential 

	4.  Skills & Abilities
	

	Ability to plan and evaluate interventions

Data analysis skills, and the ability to use data to inform provision planning

Effective communication and interpersonal skills

Ability to build effective working relationships

Ability to influence and negotiate

Good record-keeping skills

	A/I
A/I

A/I

A/I

A/I

A/I
	Essential
Essential

Essential

Essential

Essential

Essential

	5. Attitude and Approach
	
	

	Commitment to getting the best outcomes for students and promoting the ethos and values of the school

Commitment to equal opportunities and securing good outcomes for students with SEN or a disability

Ability to work under pressure and prioritise effectively

Commitment to maintaining confidentiality at all times

Commitment to safeguarding and equality
Smart Professional Appearance
	A/I                     

A/I

A/I

A/I

A/I
A/I
	Essential
Essential

Essential

Essential

Essential
Essential


* Method of Assessment

A = Application form, C = Certificate, I = Interview, 





[image: image1.png]


[image: image2.png]


[image: image3.png]


[image: image4.png]



	© The Key Support Services Ltd | For terms of use, visit thekeysupport.com/terms
	


Page | 1

