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SEND Assistant (TTO) 
 

 
Big Creative Academy (BCA) is a post-16 free school specialising in the creative 
industries. We believe that teaching skills employers want and empowering young 
people to think reflectively enables positive outcomes for students and our wider 
community. Big Creative Academy is committed to wellbeing and excellent 
teaching. Our mission is to improve the lives of young people through high quality 
training and creative industry experiences. We have 350 learners studying 
vocational programmes progressing to higher education and employment. 

 

What we are looking for: 
 
We are looking for an enthusiastic person with experience in:  
 

- Working with individuals and groups of students in class with additional 
needs.  

- Providing physical and communication support using modes of 
communication appropriate to the individual needs of the student. 

 
 
For full details of the role, please see the job description and person specification. 
If you wish to apply, please complete the application form and email it to bca-
hr@bigcreative.education. The application closes on the 18th June 2021. 
 
 

To find out more about Big Creative Academy and our approach to education 
please see our website: www.bigcreative.education 
 

Job application forms are available at: http://www.bigcreative.education/jobs/ 
 

Big Creative Academy is an equal opportunities employer and positively welcomes 
applications from all sections of the community. We are committed to safeguarding 
all learners enrolled on our programmes and appointment of successful applicants 
will be subject to satisfactory references being obtained, and an enhanced 
disclosure and barring service (DBS) check. Subject to timetables we are open to 
flexible working. 
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JOB DESCRIPTION & PERSON SPECIFICATION 

  

 
 Post Title: SEND Assistant  

 
Salary: £21,675 per annum, £17,340 pro-rata 

 
Full/part time: Full time, Term Time Only. 

  
 

Job summary 

 
To work under the guidance/instruction of SEN & Inclusion Manager to undertake 

work/care/support programmes, to enable access to learning for students and to 

assist the teacher in the management of students and the classroom. Work may be 

carried out in the classroom or outside the main teaching area under the guidance of 

teaching staff 

 
Key Tasks 

 

 To provide physical and communication support using modes of communication 
appropriate to the individual needs of the student 

 To provide communication support to enable full access to the curriculum and any 

extra curricula activities 

e.g. lessons, assemblies, parents’ evenings, reviews and visits 

 To work with individuals and groups of students in class with additional needs 
under the direction of the class teacher and SENCO 

 To help plan and organise learning activities for students being supported 

 To provide support in a manner which facilitates the student’s cognitive 
development by removing barriers to learning 

 To ensure the physical welfare of students and assist students with their 
physical needs as appropriate and agreed, e.g. assisting with lifting moving 
and handling, intimate care 

 To clarify, modify and adapt materials to an appropriate level according to need 

 To participate in the Student’s student mentoring programme  

 Under the guidance of the SENCO, contribute to setting individual targets and 
to the review of those targets. Attend and contribute to meetings to review 
students' progress, and contribute to written reports 

 To monitor the progress of identified students, keep written records consistent 
with Student systems and provide the teacher with feedback on students’ 
progress in relation to provision 

 To provide support for students' emotional and social development by 
encouraging and modelling positive behaviour, and dealing with disruption as 
agreed in the Student's Behaviour Management Policy. Contribute to 
programmes of support for identified students 

 To liaise with professionals and external agencies where necessary under the 

direction of the SENCO 

 To assist in the production of appropriate teaching materials 

 To contribute to the target setting and review process and support student in 
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meeting specific targets of IEP. 

 To maintain and monitor the use of specialist equipment and promote optimum 
use of specialist equipment in all settings 

 To liaise with staff, parents and relevant professionals 

 To undertake relevant training as part of continuing professional development 

 Attend all staff meetings and supervision sessions 

 To maintain appropriate records of work and progress 

 To promote the student’s inclusion within the school 

 To promote the student’s independence skills in communication, learning and 
social skills 

 
Key Organisational Objectives 

• Following Health and Safety requirements and initiatives as directed 
• Ensuring compliance with Data Protection legislation and confidentiality 
• The Student is committed to safeguarding and promoting the welfare of student 

and we expect all staff to share this commitment. 

• At all times operating within the college’s Equalities policies. 
• Commitment and contribution to improving standards for students as appropriate 
• Adopting Customer Care and Quality initiatives 
• Fulfilling the role of Student Personal Adviser and/or mentor if required 

• Contributing to the maintenance of a caring and stimulating environment for young 

people 

• At all times the postholder must adhere to professional business standards of 
dress, courtesy and efficiency in line with the ethos and specialism of the 
Student 

 
Special Conditions of Service 
 
The Academy will undertake an enhanced disclosure and Baring Service (DBS) check 
on successful candidates. 

Because of the nature of the post, candidates are not entitled to withhold information 
regarding convictions by virtue of the Rehabilitation of Offenders Act 1974 
(Exemptions) Order 1975 as amended. Candidates are required to give details of any 
convictions on their application form and are expected to disclose such information at 
the appointment interview. 

Because this post allows substantial access to student, candidates are required to 
comply with departmental procedures in relation to Police checks. If candidates are 
successful in their application prior to taking up post, they will be required to give 
written permission to the Department to ascertain details from the Metropolitan Police 
regarding any convictions against them and, as appropriate the nature of such 
convictions. 

 
  

Person specification  

 Essential Desirable 

Qualifications   

GCSE grade C or above in Maths and English (or equivalent)   

Educated to degree level or equivalent  

Experience   

Experience of using Microsoft Office Suite   
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Experience of working with young student and their families in a 

multicultural environment 


 

Experience of developing and delivering individual education programmes 

for student with specific needs 


 

Experience of developing and delivering individual education programmes 

for student with specific needs. 


 

Experience of the management and improvement of progress of students 

with SEND by implementing group and individualised support programmes 


 

Experience of tracking progress of students with SEND in and out of class  

Experience of setting up and running a range of administrative systems  

Experience of liaising with multiple agencies in order to provide 

individualised 
support packages for students and communicate changes with teachers 


 

Experience of developing banks of resources for students and teachers  

Experience of contributing towards the Assess-Plan-Do-Review cycle  

Experience of working with students with physical disabilities and training 

in moving and handling 

 


Understanding of the SEND Code of Practice 2014  

Experience of using email/internet   

Experience of using SIMS or similar database  

Personal   

Must be well organised   

Must be well presented   

Excellent communication skills in writing and orally at all levels   

Ability to work under pressure whilst maintaining a positive, professional 
attitude 


 

Ability to work as part of a team   

Ability to organise and prioritise workload and work on own initiative   

Ability to take accurate messages and follow up where necessary   

Ability to communicate effectively with staff, students, parents and 

agencies/ 
statutory bodies etc. and maintain good working relationships 


 

Ability to accurately input information on a database   

Flexible and willing to contribute to the success of the team   

Administrative   

Experience of using, setting up, maintaining and developing administrative 
systems 



 

Problem solving   

Attention to detail in communication and planning   

Relations   

Have excellent interpersonal skills and be able to communicate effectively   

Ability to develop good relations with staff and students and the wider 

school 
community 


 

Ability to work some evenings   

IT Skills   

Fast and accurate keyboard skills   

Word processing and typing skills   

Good understanding of databases  
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ABOUT US  
  

Big Creative Academy  
  
Big Creative Academy (BCA) is a post-16 free school specialising in the creative industries. 
We believe that teaching skills employers want and empowering young people to think 
reflectively enables positive outcomes for students and our wider community. Big Creative 
Academy is committed to wellbeing and excellent teaching. We have recently had 
an Ofsted inspection and were judged Grade 2 ‘Good’, with inspectors recognizing that the 
Academy makes a significant difference to the outcomes for young people. We have high 
expectations of our staff and students and want to be recognised as one of the leading 
providers of vocational programs in the creative arts. We are already a DfE best practice 
school for LGBT+.  
  
Big Creative Academy opened in September 2014 and have 350 students, aged 16-19, 
primarily studying Level 3 vocational qualifications. Our students are diverse, challenging and 
ultimately extremely rewarding to work with. Our study programs specialise in music, fashion, 
media, gaming, events, performing arts as well as GCSE Maths and English.  
  
The Academy is lively! We are well connected with industry and all of our teaching staff have 
industry experience. We also have industry ambassadors from companies such as MTV, ITN, 
Barcroft Media and Island Records and experts are kind enough to provide masterclasses for 
students. Our focus on skills, wellbeing and networks gives our students the edge in a 
competitive marketplace.  
 

 
The Team  
  
Sacha Corcoran MBE is Principal of the Academy, an inspiring self-made woman involved in 
education for over 25 years. She has brought together a small outstanding team who are 
committed to the vision and ethos of the Academy. There are three senior 
managers, 20 teaching staff and fifteen in business support. Our team are high achievers and 
have interesting and diverse backgrounds. Many have their own creative careers as 
musicians, actors, producers and fashion designers and all have a passion for creativity.  
   
Some of the benefits of working at Big Creative Academy  
  
Big Creative Academy has a Wellbeing Manifesto promoting positive relationships, resilience 
and reflection which extends to staff as well as students. We want our team to be productive 
and happy. The Academy provides the following benefits:  
  

 State of the arts on site Gym facility. 

 Discretionary half days on Fridays. 

 A staff wellbeing day. 

 An employee assistance line.  

 Full pension benefits in either the Teachers’ Pension Scheme or Local Government Pension 
Scheme.  

 An individual CPD plan.  

 Admin days built into the academic year  
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 Teaching, learning and assessment groups to share best practice and try new teaching    

techniques. 
Opportunities to learn from your creative colleagues, for example, learning how to DJ, sew, 
improve your Photoshop skills. 


