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Job Description and Person Specification

	Role
	Assistant SENDCo

	Grade and Range:
	SEN allowance- £2539

	Department:
	

	Location:
	

	Accountable to:
	Inclusion Leader or SENDCo

	Date last reviewed:
	March 2024



	Aims of the Role

	
· [bookmark: _Hlk158222093][bookmark: _Hlk158222094][bookmark: _Hlk158222095][bookmark: _Hlk158222096]Contribute to shaping an inclusive culture across the school meeting the needs of every child.
· Work alongside the Inclusion Leader/ SENDCo to implement the schools SEND policy and ensure compliance with relevant legislation. 
· Act as key point of contact for families, providing care, advice, and support. 
· Provide professional guidance to colleagues across the school, working closely with staff and other agencies.

	

	Main Duties

	
Strategic development of SEND policy and provision:
Working under the direction of the Inclusion leader/ SEND.
· Support and champion a culture of inclusion across the school that meets the needs of every child.
· Ensure an on-going overview of provision for pupils with SEN or a disability across the school, monitoring and reviewing the quality of provision.
· Make sure the SEND policy is put into practice.
· Evaluate whether funding is being used effectively and suggest changes to make use of funding more effective.
· Keep abreast of developments in SEND legislation, policy, and best practice through ongoing professional learning, and disseminate relevant information to staff as appropriate.

Operation of the SEND policy and coordination of provision:
· Work with the Inclusion Leader/ SENDCo to maintain accurate and up to date records, including the SEND register, monitoring and concerns list, provision maps and SEND support plans.
· Provide support and guidance to colleagues on teaching children with SEND, and advise on the graduated approach to SEND support, informed by research.
· Be aware of the provision in the local offer and contribute to the development of the local school SEND offer.
· Work with early years providers, other schools, educational psychologists, health and social care professionals and other external agencies coordinating support across the school.
· Support the Inclusion leader/ SENDCo to identify and collate evidence to support funding applications. 
· Work with the Inclusion Leader, Headteacher and governors to ensure the school meets its responsibilities under the Equality Act 2010 in terms of reasonable adjustments and access arrangements


Support for children and families with SEND:
· Assist in the identification of children with special educational needs and disabilities through close collaboration with teachers, parents, and external agencies, using a range of assessment tools and techniques.
· Work in partnership with the Inclusion Leader, teachers, and support staff to develop and implement SEND support plans and personalised support strategies for children with SEND, ensuring that interventions are tailored to meet individual needs and learning styles.
· Implement and lead intervention groups for children with SEN or a disability and evaluate their effectiveness. 
· Build strong and positive relationships with families, acting as a key point of contact and support. 
· 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 (LAC), where a looked-after pupil has SEN or a disability.

Safeguarding
· Liaise and collaborate with the designated safeguarding lead (DSL) on matters of safeguarding and welfare for children with SEND
· Remain alert to the fact that pupils with SEND may be more vulnerable to safeguarding challenges.




	[bookmark: _Hlk161316546]General Duties

	
· Be a positive influence on the climate and culture of school and be a positive example at all times.
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, copyright etc. reporting all concerns to your line manager.
· Be aware of and support difference and ensure equal opportunities for all.
· Attend and participate in relevant meetings as required.
· Participate in training and other learning activities and performance development as required.
· Recognise own strengths and areas of expertise and use these to advise and support others.
· Be a flexible and supportive member of the team.
· To perform any other task under the reasonable direction of the Headteacher which could include assisting in other areas of the school and the wider trust.



Personal specification
The following requirements will be assessed through either the Application Form (AF), during the Interview (I) or as part of an Assessment (AST).


	Qualifications

	Qualified teacher status
	AF
	

	Degree
	AF
	

	Hold the National Award for SEN Co-ordination or must complete this within
3 years of appointment
	AF
	

	Experience

	Successful previous teaching experience
	AF/I
	

	Experience of working at a whole-school level
	AF/I
	

	Behaviours

	Excellent communicator
	I
	

	Professional and approachable
	I
	

	Ability to problem-solve as part of a team or working alone
	I
	

	Personable and skilled and able to build positive relationships
	I
	

	Resilient and hardworking
	I
	

	Reflective and able to embrace feedback
	I
	

	Skills and Knowledge 

	Knowledge of the SEND Code of Practice
	I
	

	Understanding of what makes ‘quality first’ teaching, and of effective intervention strategies
	I
	

	Ability to plan effective and impactful interventions
	I
	

	Ability to use data to inform provision planning
	I
	

	Exceptional communication and interpersonal skills
	I
	

	Ability to build effective working relationships with staff, children, families and external agencies
	I
	

	Good record-keeping skills
	I
	

	Attributes

	Commitment to equal opportunities and securing good outcomes for pupils with SEN or a disability.
	I
	

	Commitment to getting the best outcomes for pupils and promoting the ethos and values of the school.
	I
	

	Ability to work under pressure and prioritise effectively.
	I
	

	Commitment to maintaining confidentiality at all times.
	I
	

	Commitment to safeguarding and equality.
	I
	

	Be a custodian of positive culture for all children
	I
	

	Calming influence for all stakeholders
	I
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