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CITY of SHEFFIELD

JOB DESCRIPTION


	DIRECTORATE
	CHILDREN AND YOUNG PEOPLES DIRECTORATE

	SERVICE AREA
	KING EDWARD VII SCHOOL

	POST TITLE


	Curriculum Specialist - Assistant SENDCO

	SALARY RANGE


	Grade 5 – Pts 15-20

	RESPONSIBLE TO


	Head of Learning Support/SENDCO

	RESPONSIBLE FOR
	SEND/Learning Support department in the absence of the Head of Learning Support/SENDCO

	PURPOSE OF JOB
	The role of the Assistant SENDCO is to support the Head of Learning Support/SENDCO to ensure the quality of the teaching and learning in SEND/Learning Support across all key stages and in that capacity to provide high-quality leadership and management.




JOB DESCRIPTION FOR POST OF:  Assistant SENDCO
SPECIFIC DUTIES AND RESPONSIBILITIES

The post-holder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002 and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

· Plays a key role in supporting achievement for students identified with SEND
· Has an impact on the educational progress of students across all key stages in addition to those in his or her own assigned classes

· Is involved in leading, developing and enhancing the professional practice of other staff within the SEND Department
· Oversight the organisation of examination access arrangements
Strategic:

· Supporting the production of the annual curriculum development plans for all key stages in the department  

· Ensure an active process of self-evaluation within the Learning Support/SEND Department at all key stages

· Help to prepare the department thoroughly for OFSTED inspections
· Work with the Head of Learning Support/SENDCO to draw up and / or modify, in collaboration with other colleagues and TLR holders, end of unit assessments at all key stages and analyse the subsequent data  
· Promote provision and opportunities for all students and staff

· Promote the School and the department at the Year 5/6 and Post 16 Open Evenings
· Work with the Head of Learning Support/SENDCO to plan and facilitate departmental meetings to keep staff abreast of all areas of teaching and learning in the department / School; promote the sharing of best practice at these meetings 

· Contribute actively to the continuing improvement of the quality of provision for all students with SEND 
· Attend meetings with external agencies e.g. case conferences, core groups, child in need, Child and Adolescent Mental Health Services (CAMHS) and Team Around the Child meetings
· Develop the lead worker system with the Learning Support Department, exemplifying excellent practice
Curriculum:

· Ensure that interventions are effective and this is evidenced with entry and exit data and that these are communicated to subject areas
· Work with the Head of Learning Support/SENDCO to ensure effective arrangements for continuity and progression throughout the School with particular emphasis on the primary to secondary, Key Stage 3 to Key Stage 4, and GCSE to A-Level transition points  

· Ensure effective liaison with other curriculum areas in the School and contribute to the wider development of the whole School SEND
· Ensure an effective response to the needs of all learners within the SEND/Learning Support Department, including those with special educational needs, the more able, learners with English as an additional language and those who may experience disadvantage which is a barrier to their learning.

Personnel:

· Mentor and monitor identified students, providing accurate feedback and reports

· Lead and support student review meetings e.g. SEND early intervention meetings

· Establish construction relationships with other colleagues to support the well-being, achievements and progress of students

· Lead and attend meetings with parents and carers

· Ensure the safeguarding and SEND records are kept up to date using the School systems in accordance with statutory guidance and School policies 
· Contribute to the overall ethos of the School

· Establish and develop constructive relationships and communications with other agencies and professionals

· Lead meetings, undertake training and other learning activities as required

Organisation, communication: 

· Support the Head of Learning Support/SENDCO in planning the management of resources for teaching and learning, budget accordingly and oversee the ordering of materials and equipment

· Support the Head of Learning Support/SENDCO in organising Learning Support team meetings and ensure that records are kept

· Exercise care of the Learning Support teaching areas, including equipment, materials and display

· Ensure effective communication, including the completion of reports and reviews and the transmission of information to students, staff, parents, carers, other members of staff and the Leadership Team as may be required

· Ensure due attention to health and safety requirements in relation to daily practice and to visits and exchanges

· Help to prepare for inspection or visits by assessors, verifiers and moderators etc.
Interventions and progress:

· Ensure all lessons and interventions have clear aims and objectives and delivered within the appropriate scheme of work
· Establish a purposeful learning environment where diversity is valued for students’ feel safe, secure and confident

· Ensure lessons take account of student ability and needs to provide differentiated and personalised learning

· Access, record and report on the attendance, progress, development and attainment of students and main such records as required

· Use a variety of delivery methods which will stimulate learning appropriate to student needs and the demands of the syllabus

· Set high expectations for students’ behaviour and maintain discipline in accordance with the School’s Consistent Conduct Policy and encourage good practice with regards to punctuality, behaviour, standards of work and home work
Pastoral:
· Liaise with School leaders and other professionals to ensure the School’s pastoral system is implemented

· Communicate, as appropriate, with the parents/carers of students and internal/external professionals involved with the welfare of individual students
Student, parental and community engagement:
· Make explicit to students, parents, teachers and the wider community the School’s vision and high expectations that all students can succeed
· Take opportunities to create and maintain an effective partnership with parents and the wider community, including business and industry, to support and improve students’ achievement and personal development
· Develop and support partnerships with parents e.g. ensuring appropriate and early contact and liaison, facilitating parental support and involvement, reinforcing School expectations, Homework Policy and examination requirements
· Actively participate in the planning and delivery of transition arrangements with primary partners and Post-16 providers, if appropriate
Whole School:
· Lead or contribute towards additional tasks or strategies related to School improvement plans as appropriate and agreed
· Take part in marketing and liaison activities such as Open Evenings, Parents’ Consultation Evenings and other calendared events
· Take part in the School’s continuing professional development programme by participating in arrangements for further training and professional development
· Continue personal, professional development in the relevant areas including subject knowledge and teaching methods
· Actively participate in the performance management review process
General:
· To be aware of, and comply with, the School’s policies and procedures relating to safeguarding, child protection, health, safety and security, confidentiality and data protection, reporting all concerns to appropriate person

· The above duties are not exclusive and the post-holder may be required to undertake tasks, roles and responsibilities as may be reasonably assigned to them by the Headteacher.

· This job description will be kept under review and may be amended via consultation with the individual and Headteacher; trade union representatives will be welcome to attend any such discussions.
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Person Specification – Assistant SENDCO
	Minimum Essential Requirements
	Method of Assessment

(Application form, interview, assessment and references)

	Qualifications/Knowledge

	· Relevant qualifications and experience of SEND and Higher-Level Teaching Assistant
· Certificate of Competence in Educational Testing (CCET) or prepared to obtain this qualification within the first 8 months
· GCSE English and Maths at Grade C or above
· Education up to A Level or Degree standard is desirable
· Evidence of commitment to continued professional development

· Support areas of the job role

· Develop an understanding of curriculum areas
	· Application form
· Application form
· Application form/interview

	Skills/Experience

	· Ability to teach in the Learning Support in Key Stages 3 and 4 
· Ability to inspire confidence in and

establish excellent relationships with

students, colleagues and parents

· Excellent communication, planning

and organisational skills

· Good ICT skills and experience of

using these to deliver teaching and

learning

· Commitment to safeguarding and

promoting the safety and welfare of

young people
	· Application form, interview and

assessment

· assessment

· Application form, interview,

references

· Assessment, References

· Application form, interview,

assessment, references



	Work Related Circumstances

	· Ability to manage working hours

flexibly to meet the demands of the

role

· Willingness to undertake further

development
	· Application form and interview

· Application form and interview
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