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JOB DESCRIPTION
Assistant SENDCo


Job Description for: 	Assistant SENDCo 
Salary Level: 		Grade 6
Responsible To: 	Director of SEND 
Hours: 		Permanent, Term time only, 37 hours per week plus 5 training days
Base School: 		Finham Park School

Job Purpose 
· To support the work of the Director of SEND to ensure that students with SEND are supported to reach their full potential, raising standards of student attainment and achievement.
· To support the Director of SEND and Gateway Provision Co-ordinators to co-ordinate daily operational duties for the SEND team.
· To deputise for the Director of SEND /Deputy SENDCo when necessary and be able to make decisions regarding appropriate SEND support and provision independently.
· To support the Director of SEND and Head of English with Literacy Skills screening of the Year 7 and 8 cohort.
· To carry out screening testing and co-ordinate the provision of specialist teacher assessments for students who require exam access arrangements, maintain records for individual students which comply with JCQ regulations and liaise with the Director of SEND to co-ordinate the provision of access arrangements in external examinations and in-class assessments.


Duties and Responsibilities
Under the supervision of the Director of SEND:

· Support the Director of SEND and Deputy SENDCo to meet the needs of learners with SEND, including conducting meetings with parent/carers and outside agency professionals, contributing to Annual Reviews and implementing strategies to improve outcomes for students with SEND and writing bespoke support plans.

· Deputise for the Director of SEND and Deputy SENDCo, when necessary.

· Lead in writing individual, bespoke support plans for all students with SEND from Year 7 – 13, using information gathered.

· Lead in meeting with Primary SENDCo’s and Year 6 parents to gather information for transition to Year 7.  Support Year 6 students who need additional transition support and liaise with the Director of SEND and Deputy SENDCo to plan and deliver additional transition support in the summer term, prior to entry into Year 7.  Prepare initial pupil passports for new Year 7 cohort, ready for admission in September.  

· Carry out screening assessments and liaise with Director of SEND to allocate and arrange formal assessment by a specialist teacher.  Ensure that evidence of need & provision is collated to inform the completion of Form 8’s and meet JCQ regulations, so that the Exams Officer has all relevant information and supporting documents to make formal requests for access arrangements to the exam board. To ensure that students who are entitled to access arrangements are supported appropriately in external exams and in-class assessment from Year 7 – 13.

· Carry out 1:1 screening testing and gather information to inform discussions with parents and the Director of SEND/Deputy SENDCo on the allocation of further Specialist Teacher and/or Educational Psychologist intervention/assessment.

· Line manage up to 4 members of the Gateway team & take a lead in training and support for staff within the Gateway.

· Deliver training on SEND to teaching and associate staff, including teacher trainees.

· To liaise with and deploy external agency staff, such as specialist teachers.

· Liaise with the Deputy SENDCo to coordinate staffing and provision within the Gateway, including during unstructured times of the day.

· Supervise the work of the HLTA Intervention in the delivery of literacy programmes with students in Years 7 and 8 whose reading and spelling skills are significantly below ARE.

· Use appropriate skills to undertake those activities necessary to meet the physical and emotional needs of individuals and groups of children/young people, including those pupils with special educational, physical or emotional needs.

· Monitor individual pupils’ progress, achievements, problems, conditions and development needs reporting to/liaising with the Director of SEND and Deputy SENDCo as appropriate.

· Access resources and attend any relevant or refresher training courses relating to SEND and other areas of responsibilities.

Main tasks and responsibilities include
· Working alongside the Director of SEND, gather information about new Year 7 cohorts:
· Attend Annual Reviews and Year 6 reviews. Disseminate information to Year 7 teachers and key staff
· Collate SEND paperwork from Primary school; meet with parents and students to contribute to support plans in the Autumn Term of Year 7
· Arrange additional transition visits for SEND students and supervise the plans for activities on that day.
· Support on Transition Day, meeting with TA’s to disseminate paperwork and collate feedback to inform further conversations with parents ahead of the new academic year.
· Plan and write bespoke pupil passports for students in all year groups, including Sixth Form.
· With the Director of SEND / Deputy SENDCo and outside agency specialist staff, plan support and deliver ‘Team Around the Child’ meetings with teaching staff.
· Monitor Year 7 students through emotional timetables and data monitoring of behaviour and homework DT’s and progress checks
· Alongside the Director of SEND and Deputy SENDCo arrange and carry out meetings with Year 7 parents of students with SEND in the Autumn Term and update pupil passports with student voice
· Arrange the purchase of Year 7 literacy assessments and liaise with the English KS3 Lead 
· Provide the Year 7 spelling assessments, oversee marking and collate the results for English KS3 Lead
· Collate the assessment reports and disseminate to English KS3 Lead. 
· Identify students for reading and spelling intervention
· Liaise and advise HLTA Intervention to provide intervention for Year 7 students, before or following Year 7 screening tests
· Carry out further assessment of students in intervention, monitoring progress and administering re-resting for progress data
· Arrange and contribute to planning meetings with outside agencies; EPS, CCT, SEMHL Specialist Teachers
· Make sure that actions are carried out and their impact assessed for reviews
· Respond to teacher and parental queries with regards SEND
· carry out specific baseline assessments and interpret results. Arrange parental feedback meetings and give advice and support
· Contribute to and deliver staff training as required including new staff and whole school delivery
· Lead on the induction process of all new HLTAs.
· Meet with teachers, offering advice about individual student’s needs
· Respond to the day-to-day individual needs of students with SEND; maintaining close relationships with key students and parents
· Respond to the emotional needs of students with SEND; social stories, comic strip conversations
· Contribute to and support the Director of SEND with Annual Reviews of EHCPs
· Update SEN register as required and school data systems when required
· Identify students requiring Access Arrangements by carrying out 1:1 testing of students in key areas such as reading, spelling, working memory and writing efficiency; arrange assessments and liaise with parents and the Exams Officer to make applications to the exam boards.
· Provide information for ‘Form 8s’ for exam board access arrangements.
· Collate exam evidence files information for Exams Officer to meet the requirements for JCQ inspection.
· Disseminate information to teachers of new Access Arrangements for in class assessments
· Arrange rooms, readers, scribes for assessments and external exams.
· Respond to students in crisis; managing a bespoke approach to daily attendance as required.
· Liaise with WBO’s, EWO’s and the Attendance team and College Leaders when bespoke attendance plans are put in place and maintain close parental liaison to work towards a positive outcome.
· Maintain student SEN records and filing systems Year 7-13 and ensure secure storage of information.
· Liaise with 6th Form on student transition.
· Liaise with 6th Form to advise on student support.
· Re-write support plans that are more appropriate for KS5.
· Arrange Access Arrangements for newly arrived KS5; liaise with exams officer.
· Where necessary, support the Lead Teacher for SEND to plan and deliver training on understanding a range of SEND and supporting students with SEND to Teaching staff, Teacher Trainees and Associate staff.
In addition:
· Assist at an appropriate level, and within the school's protocols, with the provision of general care and welfare of pupils which may include:

· Assistance with the personal hygiene routines, e.g. toilet training, changing of incontinent children, dressing and undressing.

· The changing of soiled clothing and its disposal in an appropriate way.

· Assisting with children's injuries and, where appropriately qualified, administering first aid.

· Assist with the administering of medicines under the direction of the appropriate medical staff.
· Assist with the identification and monitoring of children's general health and welfare.

· Be aware of and comply with policies and procedures relating to child protection, health and safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Support and contribute to the overall ethos/work/aims of the school.

· Assist with the supervision of pupils outside of lesson times, including before and after school and during lunchtime.

· Assist with group activities within and away from the classroom/school, such as educational visits.

· Participate in personal and professional development activities to meet the changing demands of the job and encourage and support other staff in their development and training.

· Attend and participate in relevant meetings as required.

· Assist the SENDCo in supporting volunteer helpers or students in the Hub.

· Any other duties and responsibilities within the range of the salary grade.

On appointment or review, the post-holder should sign below to indicate acceptance of, and agreement with, this job description.

Signed: 	………………………………………

Print Name:	………………………………………

Date:  		………………………………………
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