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   DESCRIPTION

   Job Title: 
Assistant SENCO

    
    Location: 
          Humberston Academy

	Job Purpose:
	To reduce barriers to learning for our most vulnerable students through co-ordination of intervention and Teaching Assistant deployment. 

To work effectively with the ‘Quality of Education Team’ to support teachers’ strategies in order for all students to access a knowledge rich and inclusive curriculum.

To support SENCO responsibilities including working with external agencies and families including timely reviews following the SEND Code of Practice.

To raise levels of progress and attainment for all students. To comply with academy policies and SEN code of Practice.

To undertake specified work with individuals, groups and whole classes. To operate as part of the wider staff team. To assist with any activity which supports the overall aims and objectives of the Academy Development Plan.

	
	

	Background: 

	The David Ross Education Trust (DRET) is a network of academies with a geographical focus on Northamptonshire, Leicestershire, Lincolnshire, Yorkshire/Humberside and London.  

Our aim is to be the country’s leading academy chain, committed to delivering the highest educational standards alongside an unrivalled package of sporting and cultural enrichment.

	
	

	Reporting To:
	SENCO
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KEY RESPONSIBILITIES 

MAIN RESPONSIBILITIES
· Effectively managing the HIVE and Learning Hub on a day-to-day basis
· Planning, preparing and delivering specified learning activities to individuals, small groups and/or classes, modifying and adapting activities as necessary under the direction and supervision of a teacher
· Assessing, planning, reviewing, recording and reporting on development, progress and attainment with the department and for individual students
· Liaising with staff and other relevant professionals and providing information about students as appropriate
· Using teaching and learning objectives to plan, evaluate and adjust lessons/work plans as appropriate within agreed systems of supervision
· Assessing the needs of students and using knowledge and specialist skills to support students’ learning
· Overseeing and delivering specialist programmes. For example, speech and language and occupational therapy
· Supporting students social and emotional well-being, reporting concerns to the teacher as appropriate
· Developing and implementing Individual plans for students, including attendance at, and contribution to, reviews
· Providing CPD training to Teaching Assistants/colleagues throughout the academic year that is responsive to our needs as an academy
· Supporting the role of parents/carers in students’ learning and contributing to meetings with parents/carers to provide constructive feedback on student progress and achievement etc
· Contributing to the development of policies and procedures
· Sourcing relevant resources for staff and students to support learning
· Being responsible for the preparation, maintenance and control of stocks of materials and resources
· Liaising with external agencies on a regular basis
· Providing pastoral care to students
· Being responsible for students who are working to a bespoke timetable
· Assisting students with eating, dressing and hygiene needs as required, whilst encouraging independence
· Overseeing the effective running and planning of Homework Club and enrichment activities
· Being responsible for the presentation of displays
· Applying detailed knowledge of the SEND Code of Practice 2014
· Contributing and leading the organisation of regular reviews for students with SEND including termly reviews of those at SEN Support
· Updating the Principal, the Senior Team and the Governing Body on the effectiveness of provision for students with SEND
· Line management of all teaching assistants and robustly adhering to quality assurance processes
· Attending open evenings and being involved in the planning and delivery of induction and transition days
· The coordination of SEND events such as SEND Coffee Clubs
· Ensuring the Provision Map is accurate, closely monitored and up to date
· Deployment of TA’s in line with the Academy’s Development Plan
· Representing the academy at meeting/events when required
· Ensuring personal care of students is catered for
· Demonstrating a flexible approach to presenting factors whilst meeting agreed deadlines

PLANNING:
· Plan interventions to achieve progression in students’ learning through:

i) Identifying clear teaching and learning objectives and content, appropriate to the subject matter and the students being taught
iii) Setting appropriate and demanding expectations for students’ learning, motivation and presentation of work;
iv) Setting clear targets for students’ learning, building on prior attainment, and ensuring that students are aware of the substance and purpose of what they are asked to do.
v) Prioritising review of student progress, needs and desired outcomes by scheduling events in advance

OTHER:
· Participate in curriculum and pastoral meetings as and when required
· Contribute to the work of curriculum and pastoral teams
· Take responsibility for own professional development and keep up to date with research and development
· Contribute to examination arrangements
· Implement Academy policies consistently and follow the procedures outlined in the Staff
· Supervise students during periods of unstructured recreation before, during and after school
· Undertake any other duties reasonably required by the Principal which supports the overall aims and objectives of the Academy Improvement Plan
· Undertake any other specific or time limited leadership or management duties as directed by the Principal
· Lunch/Break Duties (daily)
· Attend meetings & Twilight sessions, Training, Interviews, Transition Days, Toilet Duty, Physio Programme, and Timetables

NOTE: 
This Job Description may periodically be varied after consultation with the post holder and is not an exhaustive list of responsibilities.

KEY RESPONSIBILITIES – ALL STAFF 
· To support the academy ethos 
· To contribute to academy-wide events including curriculum-focused events as part of the wider curriculum team, as and when required
· To support and contribute to the academy’s commitment to ‘Every Child Matters’ to enable children to be healthy; stay safe; enjoy and achieve; make a positive contribution; and achieve economic well-being
· To be aware of the academy’s duty of care in relation to staff, students and visitors and to comply with all health and safety policies at all times
· To be aware of and comply with the codes of conduct, regulations and policies of the academy and its commitment to equal opportunities


PERSON SPECIFICATION
Your application will be reviewed against the essential and desirable criteria listed below.
Applicants are strongly advised to explicitly state and evidence how they meet each of the essential (and desirable) criteria in their application.

	
	Essential 
	Desirable 

	Qualifications and Professional Development 
	
	

	·  Knowledge at NVQ level 3 plus additional knowledge in specialist area; working at or towards professional standards for HLTA
	
	· 

	· Good numeracy/ literacy skills 
	· 
	

	· A strong record of CPD 
	· 
	

	· Participation in work with other schools/agencies
	· 
	

	Experience 
	
	

	· Previous experience and competent under the direction of a teacher, to take responsibility for assessing students’ overall learning needs in a specialist field and competent providing learning activities for groups and/or whole classes of students, including planning and adjusting lessons and other activities
	· 
	

	· Experienced and confident when contributing to the planning and development of learning activities with teachers; can plan specified learning activities; and respond to any activity-related challenges without referral to teachers and has previous involvement in planning, organising and developing individual education plans
	· 
	

	· Demonstrate evidence of high standards of supporting vulnerable children with consistently good or outstanding judgements.
	· 
	

	· Experience of the supporting the SENCO/SEN Lead.
	· 
	

	· Experience of promoting students’ enjoyment and engagement in learning.
	· 
	

	· Requirement to set up and use educational equipment and/or for standard keyboarding skills
	· 
	

	· Requirement to undertake daily tasks involving a combination of standing, sitting or walking
	· 
	

	Skills and Knowledge 
	
	

	· Knowledge and compliance with policies and procedures relevant to safeguarding and health and safety
	· 
	

	· Knowledge and understanding of the SEND Code of Practice
	· 
	

	· Requires knowledge and compliance with policies and procedures for supporting and leading learning activities in a specialist area (e.g. additional needs, curriculum area), including planning, preparing and delivering specified work to groups and classes
	· 
	

	· Undertake training as required, such as first aid training, Downs Syndrome, ADHD,  Autism Epilepsy, use of Epi-pen, allergies, fire safety training
	· 
	

	· Proven capability to plan, prepare and deliver learning, assess records and reports on development, progress and attainment
	· 
	

	· Competent in recording confidential student data
	· 
	

	· Competent when handling small amounts of cash e.g. for academy visits when required
	· 
	

	· Previous experience and confident working with  teachers to plan and evaluate learning activities, exchange information with other staff, parents/carers
	· 
	

	· Previous experience and developed skills for communicating with individuals, groups and whole classes of students to promote learning, including assessing the impact of the communication on recipients and adjusting approach as necessary
	· 
	

	Personal Qualities 
	
	

	· Well-motivated, enthusiastic with a can-do attitude. 
	· 
	

	· Honesty and integrity. 
	· 
	

	· Able to provide support, advice, guidance and monitor teaching assistants
	· 
	

	· To be a positive role model to our pupils.
	· 
	

	· Show respect and courtesy to all others at all times, clearly conveying information and actively listening to allow effective teamwork and collaboration.
	· 
	

	· Be flexible and resilient in response to a changing educational environment.
	· 
	

	Equal Opportunities 
	
	

	· A commitment to promoting equality and diversity, providing an inclusive and co-operative environment in which all students and individuals working for and on behalf of the organisation feel respected and able to give of their best. 
	· 
	

	Safeguarding 
	
	

	· Committed to promoting the welfare of all children and creating a safe environment in which children can learn; considering, at all times, what is in the best interests of the child. 
	· 
	

	· Play an important part in the wider safeguarding of children – identifying concerns, sharing information and taking prompt action to safeguard and protect them.
	· 
	

	· Aware that the Trust will take all steps to prevent those who pose a risk of harm from working with children. Recruitment procedures ensure rigour in identifying and rejecting people who might abuse children.
	· 
	

	Health and Safety 
	
	

	· Aware of Health & Safety and Safeguarding as appropriate to role
	· 
	



Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.
The Academy 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 time of printing 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.
The David Ross Education Trust is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo vetting appropriate to the post, including a social media presence check and Enhanced DBS check. The successful applicant will be expected to adhere to all safeguarding, welfare and health and safety policies and procedures of the Trust. 
All pre-employment checks are in line with "Keeping Children Safe in Education" statutory guidance.
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