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JOB DESCRIPTION
 
 

Job Title:
Intervention Assistant (IA) Coordinator and Inclusion Administrator

Responsible to:
SENCo/Inclusion Manager – Line Manager

Job Location:
Inclusion Faculty
Hours of work: 
36 hours per week (contracted time) x 45.2 weeks

Working time: Monday-Thursday 8am – 4.20pm &Friday - 8am – 4.05pm 
(which includes daily lunch and morning break (1 hour & 5mins total))

In line with all associate staff are unpaid
General Information:

· Will be required to work the last week of the summer holidays as contracted time above, (should this be a bank holiday week, 4 days with 1 day as agreed with the SENCo during another holiday period)

· INSET Days must be worked under terms of contract, unless entitled to Long Service Days which can them be used with prior consultation with SENCo/Head of HR

 
Responsibilities:

· Day to day coordination of I.A’s

· To co-ordinate briefings and plan training according to needs of Intervention Assistants

· To undertake annual reviews of Intervention Assistants under the direction of the SENCo/Professional Development Coordinator

· To work collaboratively in order to support students and ensure their immediate needs are met

· To work with the SENCo with developing a coordinated response to the requirements of the SEN Code of Practice

· To liaise with the EAL co-ordinator to support students with English as an Additional Language

· To liaise with the exams officer and Head of Faculty/SENCo about Special Exam Arrangements

· To liaise with the HR Manager regularly regarding issues relating to associate staff working in the Inclusion Department

· To keep accurate records for Intervention Assistants and students in accordance with GDPR regulations

· To create and distribute regular student and faculty updates to share with whole staff

· Undertake such duties as are within the scope and the spirit of the job purpose, the title of the post, and its grading, as directed by Line Managers

· Ensure all personal data is handled and stored confidentially in line with GDPR and school policy

· The post is subject to interruptions according to the demands of the school and the postholder should be aware that tasks may need to be re-scheduled

· Take part in IA recruitment process, including the setup of interviews
·  Liaise with SENCo and HR Manager to arrange interviews
· To undertake any training applicable to the role, as directed by the school
·  To be a trained First Aider
· To review and develop your own professional practice, including taking part in annual performance review

· Any such other reasonable task that the Line Manager may reasonably request

SAFEGUARDING

· To be aware of safeguarding and promoting the welfare of children and vulnerable adults and to report any concerns in accordance with Mayfield’s Safeguarding/Child Protection policies

· To undertake compulsory Child Protection/PREVENT Training as directed by the school

Whilst every effort has been made to cover the main duties and responsibilities of the post, each individual task undertaken may not be identified.

This job description is current at the date below, 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 role and the grade.

The duties of the post may be varied from time to time, in a manner that is compatible with the post held, at the discretion of the Headteacher/Line Manager.

Name: ……………………………………..

Date: ……………………….

The duties of the post may be varied from time to time, in a manner that is compatible with the post held, at the discretion of the Headteacher/Line Manager.
                                                                                                      
Role information:

Intervention Assistants

Create, monitor and amend IA timetables- lessons and duties 

Day to day liaison, advising, supporting etc

Day to day absence cover 

Liaise with Head of Faculty/SENCo and HR Manager, daily or as necessary regarding absence and punctuality etc

Monitor and allocate students for personal advising

Manage expectations on IA’s in terms of professional conduct

Exams

Liaise with Exams Officer and EAL co-ordinator and Deputy SENCo

Ensure arrangements (staffing, rooming, and equipment) are made so that students entitled to special exam arrangements have the stipulated support available.

Courses and Training

Liaise with Head of Faculty/SENCo

Take an active role in training IA’s /planning on induction course

Annual Reviews/ Emergency Reviews 

Liaise with SENCo regarding dates

Send letters and appropriate paperwork out to parents, EP, Agencies etc and make necessary phone calls

Collate appropriate data required for the annual reviews 

Prepare templates for finalising by SENCO/Deputy SENCo

SSP’s (Student Support Passport)

Print, put copies into folders, and file in student file

Upload to SIMS

Monitored and updated as and when.

Transition 

Updating SEN register on a spreadsheet.
Create files for all Year 7 SEN students – check with Head of Year 7 – folders for SEND students with no information – chase Primary Schools if necessary.

Plan and arrange alongside faculty leadership the pre-transition events.

Attend transition meeting as per the request of SENCo.

Updating SIMS

Ensure SEN coding is accurate on SIMS.  This has to be done so that it is correct for PLASC

Ensure EHCP’S and SSP’s are uploaded to SIMS 

Monitoring of top up-funding- Section 52

Liaise with the SENCo and Business manager to ensure all top up funding information is accurate.

Students

Monitor, support and advise students as and when required

Supervision of the Zone

External agencies and referrals

Maintain good email communication in order to liaise and arrange visits of external agencies (room bookings, student availability, etc.).


Make referrals to external agencies as per the request of SENCo

Ensure documents are filed (electronic and hard) periodically.
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