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	Beaumont Leys School
“Together We Achieve Success”

	
	Job Description: Special Educational Needs Supervisor               
Grade 8


Job Description

	All support staff at Beaumont Leys School contribute to the achievement and well-being of students, either directly or indirectly, and therefore play a vital role in the school’s success. 
The Professional duties and tasks of all support staff in schools   have been determined by   Leicester City Council’s Single Status Job Evaluation scheme. Within the major objectives for support staff will be, as appropriate, those that reflect key Leicester City Council priorities e.g.  Cultural Diversity, Social Justice, Environmental Quality and Economic Prosperity.  
The description of the requirements for the post of Special Educational Needs Supervisor at Beaumont Leys School has been closely based on the Single Status job description that best fits this post but has been written to reflect the culture, ethos, requirements and expectations of Beaumont Leys School.         

	Overall Purpose of this post:
To enhance SEN pupils’ education, life skills and emotional well-being by providing specialist learning support for pupils with complex needs by planning and undertaking activities to fully support learning and personal and social development.

	Major Objectives: These will include, as appropriate, those that reflect key corporate priorities, for Example, Cultural Diversity, Social Justice, Environmental Quality and Economic Prosperity.

1. To plan, deliver and provide specialist support to pupils with identified disabilities, SEN, sensory impairments and complex needs to access a broad and balanced curriculum of education by modifying and adapting learning activities as appropriate.
2. To teach small groups of students.
3. To maintain accurate records and assist in administrative tasks.
4. To assess, record and report on development, progress and attainment using detailed specialist knowledge.
5. To support the aims and ethos of the School/Unit, Special Needs Teaching Service. 
6. To set a good example in terms of dress, punctuality, and attendance.
7. To support parents and enable them to understand their children’s complex needs and give sound advice in regards of their child’s education. 
8. To use teaching and learning objectives to plan, evaluate and adjust lessons and work plans within agreed systems of supervision.
9. To attend to pupils’ personal needs including toileting, hygiene, dressing and eating as well as providing help with social, welfare and health matters.
10. To be proactive in matters relating the Health & Safety, Child protection/safeguarding and administration of medication/ First Aid etc.
11. To provide appropriate supervision to individuals or groups in a variety of settings - school, pupils home environment or unit monitoring their conduct and behaviour.
12. To liaise with staff and other relevant professionals and provide specialist support and advice to meet the needs of the pupils, including attendance at, and contribution to, reviews.
13. To share and adopt best practice and specialist training with other staff. 
14. To implement and promote Leicester City Council’s and School, units, SNTS policies and procedures relating to all areas of employment and service delivery. 
15. To undertake work and responsibilities in line with the training and development agency.
 



	Summary of job tasks: The tasks listed are, generally, only those taking at least 10% of the post holder's time.
1. Supports the special education and personal social wellbeing of pupils by adapting and differentiating activities to enable them to access the curriculum under the direction and guidance of teachers or advisory staff. 
2. Contributes to the implementation of pupil’s Individual Education Programmes, Assessment & monitors and records progress and advises senior leadership team, deputising for members of the SLT if appropriate.
3. Provides full-time supervised support for individual pupils and groups inside and outside the classroom (children’s homes) to enable them to fully participate in activities.
4. Assists with administrative tasks, e.g. maintaining pupil records, creating displays of work, etc. 
5. Plans for and works towards pupil’s recommendations and targets from their statement of educational needs or Education & health care plans by documenting and recording progress. 
6. Works with parent/carers to support pupils’ learning, social emotional needs, and medical needs and Liaises with other professionals, such as speech therapists and occupational therapists, etc. 
7. Follows advice and instructions from medical professionals in delivering support to pupils with active medical conditions, e.g. Diana Nurses, occupational therapists, and the administration of medicines etc.
8. Attends mandatory SEN training e.g. Speech & Language, Team-Teach, Autism, ADHD, behaviour, physical multiple learning difficulties (PMLD), child protection, safeguarding etc. 
9. Manages, directs, allocates and sets targets of allocated teaching assistants. This involves providing full supervision to a group of assigned staff, including the provision of appraisals. 




	
	Job Requirements: Essential (E) or Desirable (D).
	E/D

	A.	Training & Education
	Higher Level Teaching Assistant Status or other relevant accreditation
Maths GCSE (A*-C) or equivalency test (Level 2 Basic Skills Numeracy).
Preferably at least NVQ Level 4 or equivalent qualification e.g. a Foundation degree.
Literacy and numeracy sufficient to perform the job tasks.
Able to use ICT to support and advance their own and pupils learning.
	D
E
E
E
E

	B.
Experience
	Experience of using areas of expertise/training to develop SEMH appropriate strategies to support students to advance their learning whilst recognising the student’s particular barrier to learning (e.g. SEMH etc).
Experienced of supporting parents to find after school provision, respite care etc. and facilitate meetings with relevant support agencies.
Experience of planning schemes of work, lesson plans and offsite visits etc.
Considerable experience of working to support children’s learning.
Experience of managing and developing staff.
Knowledge of school/college policies relevant to the subject/support provided and how they relate to local and national frameworks/policies.
	E


E

E
E
E
E

	C. Equal Opportunity

	Must be able to recognise discrimination in its many forms and be willing to put the Council’s Equality policies into practice.
	E

	D. 	Other Skills 
	Ability to lead, motivate and develop a group of staff.
Ability to manage pupil behaviours.
Ability to manage budgets for after school provision or targeted areas within the school e.g. sensory room.
Ability to use assessment information for future planning and target setting for individual or groups of pupils.
Ability to design relevant intervention programme or behaviour management activities. 
Ability to plan and organise staff and resources in the arrangement of events and activities.
Ability to put together schemes of work, assisting with lesson plans, offsite visits, etc.
Ability to lead class assemblies as required.
Ability to work without close supervision.
Ability to adapt lesson plans to suit individual pupils.
Ability to identify and share information with colleagues regarding the needs of each individual pupil.
Excellent communication skills sufficient to work effectively with professionals, parents/carers and pupils.
	E
E
E

E

E
E
E
E
E
E
E

E

	E. Other Conditions 
	Willing and able to attend meetings in different locations, some which may be beyond the usual working hours and days. 
Willing and able to undertake home visits and teaching sessions.
Willing to liaise with dieticians, kitchen managers and parents to ensure pupils with medical, sensory needs are catered for safely at lunchtime.
Willing and able to support pupils with health and personal care duties on a daily basis.
Must satisfy relevant pre-employment checks.
This post will involve contact with vulnerable groups (children, young people and/or adults) and is therefore exempt from the Rehabilitation of Offenders Act 1974 and subject to an Enhanced Criminal Records Bureau (CRB) Disclosure check.  This exemption means that applicants for this post are required to declare all criminal convictions, cautions, reprimands and bind-overs both spent and unspent in their application, regardless of the passage of time.
	E
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