JOHN SPENCE COMMUNITY HIGH SCHOOL

JOB DESCRIPTION

	Post Title:
	ASSISTANT SENCO

	
	

	Post No:
	

	
	

	Purpose:
	· To support the Assistant Headteacher (Inclusion) in developing the strategic direction of the SEN department, co-ordinating effective provision for pupils with SEN and managing resources.

· To support in the day to day management of the SEN Department including the management of the SEN support team as well as working closely with pupils, parents/carers, school staff and outside agencies to identify, assess and plan to meet the needs of pupils with SEN

	
	

	Reporting to:
	Assistant Head (Inclusion)

	
	

	Working Time:
	195 days per year. Full time

	
	

	Salary/Grade:
	QTS + TLR2b

	
	

	Disclosure level
	Enhanced

	
	

	Responsibilities

	· To assist with the identification, monitoring and tracking progress of SEN students.

· To assist in the statutory assessment and review process for pupils with SEN, including chairing reviews for Action Plus pupils, and Statement pupils as required.

· To deliver learning intervention programmes ensuring pupils make good progress and to assist in the effective management of Access Arrangements.

· To work collaboratively with subject teachers to ensure high standards of teaching and learning for all SEN students.

· To maintain the records of all pupils with SEN and manage relevant resources.

· To support Key Workers of Statement pupils and other targeted pupils on the SEN Register, to ensure Provision Maps, targets and review reports are appropriately drawn up and reviewed, and that Annual Review Reports are prepared and support reports completed termly.

· To assist with the management of the SEN team including the Performance Management of SEN Dept. line managing and professionally developing SSA / SEN TA staff  and the induction of new staff.

· To support the Assistant Headteacher (Inclusion) in managing referrals to outside agencies, including Speech and Therapy, LA Support Services, Educational Psychology Service, and other services as required.

· To organise and monitor KS 2 / 3 transition for pupils with SEN, write student profiles and provide information to all staff.

· To chair SEN Link meetings including collation and presentation of SEN information and reports from specialist staff for link staff and forwarding SEN referrals to the department for action.

· To support the Assistant Headteacher (Inclusion) in the delivery of advice and training to staff and support staff in school concerning the management, teaching and learning of pupils with SEN to disseminate good practice.

· To meet regularly with the Assistant Headteacher (Inclusion) to liaise about developments within the department.

· To represent the Assistant Headteacher (Inclusion) at network, management or other appropriate meetings, if required.

· To actively support school mission statement and policies including, SEN, Disability, Inclusion and safeguarding of young people.

· To attend consultation evenings and meetings as agreed and CPD as designated on the school calendar.

	
	

	Additional Duties:
	· To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage staff and pupils to follow this example.


Date 

