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JOB DESCRIPTION
	JOB TITLE:
	Assistant SENDCO 


	Job Purpose:
	To be responsible for the strategic leadership inclusion within the school and to take a lead role in the provision of additional support to address the needs of students who need particular help to overcome barriers to behaviour, organisation and learning.

To utilise systems and equipment effectively and efficiently and maintain systems, equipment, records and files in good order.

To ensure pupils have the best chance of remaining in a learning environment when their behaviour/attitude requires modification.

To work to minimise exclusions and promote re-integration when pupils have been removed from the classroom situation.
To act as SENDCO in the absence of the substantive postholder in collaboration with Assistant Sendco (teaching).
To manage the EHCPs in collaboration with Assistant SENDO (teaching) for Communication & Interaction (C&I) pupils

	Reporting to:
	Headteacher, Senior Assistant Headteacher (Behaviour, Attendance & Intervention), SENDCO, School Business Manager.


	Liaising with:
	School Business Manager, Senior Leadership Team, Heads of House, teachers, support staff, PSLs, IMs, pupils, parents and carers, Virtual Head and team, LA and external support agencies as required.


	Hours:
	36.25 hours per week.  Term time + 1 week.
8.00am – 4.00pm (Monday to Friday)
(45 minute unpaid lunch break to be taken to suit the demands of the role)



	Special Conditions of Service:
	· Annual Leave – this post is employed on a Term Time basis and therefore all staff are required to be in school during school term. There is no further annual leave. 
· Term Time plus 1 week – will be required to work the 2 inset days in September. The 3 other days are to be agreed with the line manager.
· May be required to work additional hours subject to service requirements.



	Salary/Grade:
	Support Staff - Grade G8 (pro rata)


	Disclosure level:
	Enhanced




	MAIN DUTIES:

	· Assist with the leadership and management of the iClass specialist area ensuring that appropriate work is carried out in liaison with subject teachers..
· Ensure delivery of learning activities to students within agreed system of supervision, adjusting activities according to student responses / needs.

· Liaise with Curriculum Leaders and subject teachers to target intervention for students facing barriers to learning.

· Assist with the re-integration of students following exclusions or long term absence from school where appropriate
· Liaise with staff, parents, behaviour support services and other external agencies.

· Develop, lead and deliver bespoke programmes both in one to one and small groups to remediate identified behavioural and social problems which act as a barrier to learning and development.

· Promote a restorative justice approach and deliver conflict resolution.

· Reward and support differences and ensure that all students have equal access to opportunities to learn, develop and integrate.
· Co-ordinate and liaise with students, parents, staff and relevant agencies and to lead meetings to implement strategies and action plans.

· Work with groups of students to improve their attitude to school and attendance and punctuality.
· Liaise with the SENDCO and teachers in the development of and implementation of individual education / behaviour / support / mentoring plans.
· Arrange and develop one to one group support arrangements with students to provide guidance for disaffected students.

· Train identified students as Mentors and organise their activities to the greatest effect.
· Attend case conferences as required.

· Prepare case studies of vulnerable ‘at risk’ students.

· Prepare detailed written reports for the Senior Management Team, Governing Body and outside agencies.
· To manage KS2 to KS3 transition for SEND students, liaising with primary schools.

· To work with the SENDCO and other staff to ensure that Pupil passports are used to set subject-specific targets and match work well to pupils’ needs.

· To support the SENDCO in the devising, implementation and updating of SEN policies which reflect the school’s commitment to high achievement, and effective teaching and learning.

· To analyse and interpret relevant national, local and school pupil data, plus research and inspection evidence, practices, expectations, targets and teaching methods.

· To use data effectively to identify pupils who are seriously underachieving and where necessary create and implement effective plans of action to support those pupils.

· To support the SENDCO to lead the production of a Learning Improvement Plan as part of the School Improvement Plan, to include staff development and training implications.

· To monitor with the SENDCO the day-to-day management of the SEN work areas, creating a safe, effective and stimulating environment for the teaching and learning of Learning and Support.

· Work with the SENDCO to manage the SEN Team capitation budget and resources, establishing staff and resource needs for the subject.

· Deputise for the SENDCO.
· Working closely with the SENDCO, scrutinising applicants for school places with EHCPs (Education, Health and Care Plans), identifying the extent to which the school can meet their needs, making recommendations for additional resources needed.

· Liaising with primary schools for Year 7 entrants or other schools for mid-term admissions, attending annual reviews for individual students where practical and where thus delegated by the SENDCO.
· Working with the AP/EP with regard to individual students as required, advising the school on strategies to be implemented or action to be taken, supporting and lead group and individual interventions in collaboration with the AP/EP. 
· Identify and adopt the most effective teaching approaches (including interventions) for pupils with SLCN, including Autism.
· Liaise with other schools to ensure continuity of support and learning for all pupil groups.

· Take an active part in the timetabling of teaching assistants.

· To support class teachers in compiling provision maps and incorporating these targets into half termly and weekly planning.

· To organise or administer testing/assessment of need for pupils identified as having a special education need (SLCN).
· Lead and arrange INSET training for all staff.



	ADMINISTRATION, PERSONNEL & TECHNICAL FUNCTIONS:

	· Completion of data and records relevant to student welfare as required.
· Oversee resources for the Unit.
· Keep accurate records of behaviour and attendance in iClass.

· Provide and maintain up-to-date records, feedback and detailed reports relating to students.

· Collate and provide information for and attend Pastoral Support Plan meetings and Inclusion Forum.

· Professional Development – participate in professional development by attending relevant training sessions.

· Monitor inclusion and intervention programmes throughout the school.

· Support the Headteacher and Senior Leadership Team in creating and promoting positive strategies for meeting the school’s equalities duties.

· Lead pupil progress meetings with class teachers on a regular basis to support them in their task of breaking down barriers to learning.

· In consultation with the Headteacher and SSC members, establish, review, amend and action policies relating to Inclusion (e.g. SEND, Accessibility plan, equalities) and monitor the impact of these policies on the different learning groups throughout the school to ensure high quality consistent practice.
· Identify resource needs for SEND provision and advise the SENDCO accordingly.
· To lead and attend review meetings for children with EHCPs.

· Organise and chair review meetings for parents/carers to discuss progress of individual children.
· To lead on Early Help meetings where necessary


	ICLASS:

	· Work with the Pastoral Team under the direction of the SENDCO/Pastoral SLT and to participate and contribute to the management of Inclusion work throughout the school.
· Liaise with a wide range of people including Heads of House, SLT, classroom teachers, external agencies, parents and other schools.
· Contribute to motivating students to promote and reinforce positive behaviour and self esteem.

· Work with individual and small groups of students to help them achieve their potential, combat disaffection and engage them with school.

· Promote inclusion, high standards of behaviour and learning amongst the student body.

· Develop learning resources for use in consultation with subject leaders and other designated curriculum managers.

· Contribute to the ethos of educating the whole child.

· When required, act as lead professional in multi agency meetings to address the additional needs of students.

	GENERAL:

	· Help to ensure that all members of the team are kept informed of school requirements and standards are familiar with the school’s aims and objectives.
· Help to ensure effective communication of information internally and externally with other team members, staff and parents of students.

· Help to foster school culture.

· Ensure compliance with legal, regulatory, ethical and social requirements.

· Help to improve overall school improvement.

· Participate in contributing towards the school development plan and Inset training as required.

	OTHER:

	· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.
· This job description is current at the date below but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.

· This job description forms part of the contract of employment of the person appointed to the post. 
· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

· Golborne High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  This role requires enhanced Disclosure and Barring Service clearance.
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