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JOB DESCRIPTION – ASSISTANT SENCO / DSP CO-ORDINATOR
MPS/UPS + TLR 2A ( + up to 2 SEN points)
Responsible to:  Deputy Head / SENCO (Liaise with / work with; Teaching Staff, Leaders, TAs and HLTAs, external agencies and parents /carers.)

Overview of the Role

This post is to support the SENCO but the role is also sited in the Specialist Provision within Parkside School which provides support for pupils with Autistic Spectrum Disorders (ASD), their families and designated local mainstream schools.

This Specialist Provision is part of a range of provision for children with Autistic Spectrum Disorders in mainstream schools which includes provision within EYFS, KS1 and KS2 at schools and provision within KS3 and KS4 at School. These specialist provisions form one of four strands of support for children with: Autistic Spectrum Disorders.
This role is required to lead a team including teachers, support staff and a range of other professionals to support the learning and welfare of all targeted pupils. The post holder will provide vision and direction for the team to develop and lead strategies which will impact upon the learning and inclusion of children with Autistic Spectrum Disorders ensuring successful transition into mainstream schools.

This role will involve organising, delivering and evaluating learning for children with complex needs across the ASD strand. The post also involves working in partnership with parents/carers and families in order to build confidence and trust.
Key Functions:

· To support SENCO as a lead learner within school and promote excellence of teaching and learning through leading/supporting significant continued professional development within school and modelling practice.

· To support the school in securing effective education for all pupils and the continuous improvement of teaching and learning in the school for disadvantaged students.

· To make strategic evaluations of teaching, learning, and personnel issues as a supportive and well-motivated team member.

· Carry out the duties of a school teacher, primarily focussing on DSP/SEN/Disadvantaged students

· To teach groups as allocated by the Headteacher / SENCO (where appropriate)

· To assist in leading and managing the provision of special educational needs learning support; and to take on the role of Assistant SENCO to support high quality learning, teaching, and behaviour, effective use of resources, and high standards of achievement and progress for all pupils

· To support and sustain effective SEN whole school teaching, evaluating the quality of teaching and standards of pupils’ achievement, and setting targets for improvement.

· Support the SENCO in the coordination, implementation and evaluation of interventions.

In addition you are required to undertake the following responsibilities, which may or may not be included above:

As a colleague at Parkside you will:  

· Whilst the role focusses on SEN/DSP/Disadvantaged students, you may be required to teach pupils across the full age and ability range, aiming always for the highest possible standards of pupil achievement, personal development and well-being.  

· Develop and foster links with the school’s partners, stakeholders and other outside agencies. 

· Support the vision and values of the school

· Act as a role model to students

· Put the well-being, development and progress of students first

· Demonstrate respect for diversity and promote equality

· Work effectively as part of whole-school teams

· Cooperate professionally with other colleagues

· Take responsibility for maintaining the quality of any teaching 

· Help students to become confident and successful learners

· Strive to establish productive and supportive partnerships with parents and carers

· Demonstrate honesty, integrity and uphold public trust and confidence in the teaching profession

· Promote and be committed to the aims, objectives and values of Parkside

· Within Parkside and Faculty policies:

· Effectively teach in the Faculty  

· Set appropriate homework

· Mark work, assess, record and report student progress

· Create a stimulating learning environment

· Follow and uphold all guidelines on health and safety and security

· Be able and willing to teach in other subject areas as required.

· To undertake any other duty as specified in the Teaching Standards.

· Support students with exams ( internal / external)

Strategic Direction, Support and Development of the Team

· Drive the raising of attainment for students in the DSP/SEN through high expectations for staff and students across all key stages 

· Identify priorities for development of Faculty attainment and ensure plans are developed, implemented, have impact and are reviewed.

· Review, develop and promote the positive behaviour ethos across the faculty through high expectations for staff and students

· Ensure that whole-school policies are incorporated into relevant documentation, implemented and reviewed.

· Liaise with other Faculties and Pastoral staff when required

· Be responsible for Quality Assurance processes and procedures across the team, and be responsible for driving improvements that ensue from findings.

· Inform and communicate priorities and targets

· Support, guide, organise and motivate team

· Evaluate the effectiveness and progress towards targets for students and staff

· Lead sustainable improvements and raise standards 

· Plan for progression and raise expectations by creating and developing a climate of learning

· Secure performance consistency across own leadership area and develop personal, team and student learning

· Lead and manage staff and resources effectively

· Ensure that accurate and detailed records are kept of meetings and discussions with parents and external agencies / providers.

· Ensure that the SEN Register is kept accurate and up to date and that staff are kept informed of pupil special educational needs.

· Work with the SENCO and other staff to ensure that individual education plans are used to set subject-specific targets and match work well to pupils’ needs.

· Support the rewards, positive behaviour policy and inclusion agenda within the Faculty.

· Assist with the effective leadership of Faculty and pastoral teams, individually and with others by:

· Leading on new developments in schemes of work and resources

· Monitoring and evaluation and the development of working practices

· Taking a lead role in working groups and projects

· Leading in other professional development activities

· Providing regular feedback and updates to your Line manager / senior team

Support for Attainment and Behaviour

· Take a role in driving the vision for Inclusion with staff and students.

· Further develop the inclusion agenda by ensuring that all students have clear programmes of interventions and strategies to support their learning.

· Develop a range of systems and procedures to ensure that barriers to learning are identified, addressed and monitored.

· Set targets for raising achievement among pupils with SEN 

· Collect and interpret specialist assessment data 

· Be proactive in using/analysing systems set up for identifying, assessing and reviewing SEN 

· Update the SENCO / head teacher and governing body on the effectiveness of provision for pupils in the DSP / SEN 

· Develop understanding of learning needs and the importance of raising achievement among pupils with disadvantages 

· Attend consultation evenings and keep parents informed about their child's progress 

Supporting the Leading and Managing of Staff

· Lead / support staff in line with School’s high expectations.

· To manage a team of TAs/HLTAs on a day-to-day basis.

· Support the SENCO with the monitor of staff performance and act to ensure high standards of performance and professionalism.

· Promote the development and training of the Faculty members, including participation in performance review arrangements and the supervision of newly appointed team members.

· Manage own workload and that of others to allow an appropriate work/life balance.

· Ensure all team members are treated with equity and respect and be proactive in supporting all team members regardless of their need.

· Take time to listen to the views of team members.

· Celebrate successes of team members – both work related achievements and life events.

· Have highest aspirations for staff and students.

· Encourage all members of staff to recognise and fulfil their statutory responsibilities to pupils with SEN 

· Provide training opportunities for learning support assistants and other teachers to learn about SEN 

· Disseminate good practice in DSP/SEN across the school 

· Identify resources needed to meet the needs of pupils with SEN and advise the head teacher of priorities for expenditure

PERSONNEL SPECIFICATION – HEAD DSP
	
	ATTRIBUTES
	RELEVANT CRITERIA
	E / D

	1
	RELEVANT EXPERIENCE
	· Recent experience of teaching and having responsibility for KS3 and KS4 pupils with complex needs

· Experience of leading, managing and delivering personalised learning programmes / interventions for pupils with complex needs.

· Experience and knowledge of managing and assessing pupils with autistic spectrum conditions

· Excellent classroom practitioner with the ability to motivate and inspire pupils and meet individual needs.

· Experience of leading and supporting staff in the writing of IEPs/annual reviews/EHCPs.

· Experience of working in partnership with parent(s)/ carer(s) and colleagues in other agencies and provisions

· Experience of monitoring and evaluating the effectiveness of teaching and learning, including personalised learning programmes and using data to help facilitate this.

· Experience of managing support staff/ staff (inc Performance Management)

· Good classroom teacher / manager with a proven commitment to improving the quality of children’s learning

· Evidence of participating in and developing extra-curricular activities 
	E                              

E

E

E

E

D

E

D

E

D

	2
	EDUCATION AND TRAINING
	· Qualified Teacher Status.

· Degree or equivalent

· Recent and relevant INSET 

· Commitment to continued professional development
	E
D

E

E

	3
	GENERAL / SPECIAL KNOWLEDGE
	· A thorough working knowledge of the SEN Code of Practice. 

· Extensive knowledge and understanding of autistic spectrum conditions and effective strategies and approaches to support children with ASD 

· Ability to promote inclusion and meet the additional needs of all pupils. 

· Ability to organise and manage annual and interim reviews for pupils. 

· A well-developed understanding of the principles and practices associated with excellence within secondary education. 

· Commitment and ability to raise standards for all pupils 

· A well-developed current knowledge of the secondary curriculum. 

· A working knowledge of the assessment procedures including the recording, reporting and analysis of children’s progress and development. 

· A good working knowledge of ICT and its use across the curriculum.
	E
E

E

E

D

E

D

E
D

	4
	SKILLS / ABILITIES
	· Ability to lead and support staff development. 

· Ability to work in a solution-focused, flexible manner. 

· Ability to develop a positive team spirit, communicate effectively, delegate and negotiate, when necessary, with sensitivity. 

· Willingness to lead aspects of INSET. Ability to remain calm and supportive at all times. 

· Effective communication skills. 

· Ability to line manage teaching staff including Performance Management. 

· Ability to participate in policy and school improvement decisions as part of the Senior Leadership Team. 

· Ability to review and evaluate the effectiveness of the specialist provision The ability to analyse and interpret data.

•
A commitment to promoting high expectation of pupil outcomes 

•
Sense of humour  

•
Stamina and resilience

•
Ability to foster excellent relationships with pupils 

•
Ability to promote inclusion at all times 

•
To be committed to the safeguarding of all pupils  
	E
E

E

E

E

E

E

E
E

E

E

E

E

E

	5
	OTHER ADDITIONAL FACTORS
	· Ability to adapt and be flexible to the needs of the school and specialist provision sector

·  Positive approach to the management of change
	E
E

	
	
	
	


Please make sure that you demonstrate your ability to meet the requirements of the job by giving clear, concise examples of how you meet each criteria on your application form. 

We recognise and welcome our responsibility to remove any barriers in our Recruitment and Selection process for disabled people. We have tried to do this, but if you have a disability and identify any barriers in the job description or employee specification, please tell us of these in your application. We are committed to making reasonable adjustments to the job wherever possible and it would help us to know your needs in order to do this. Where criteria are to be identified through the "Selection Process", this may involve written exercises, group discussions, presentations, interview etc.
Undercliffe Lane, Bradford, BD3 0DU
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