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	Job Description:


	Assistant SEND Provision Lead

	Responsible to: 
	Headteacher Littlemoor School

	Line Manager:
	Director of Inclusion

	Salary: 


	Grade 6 (SCP ) 

36.66 hours
Term time only plus 5 days



	Conditions of Employment:
	The appointment is subject to enhanced DBS/Police and medical clearance, as well as references.
All staff must be willing to undertake a review of their responsibilities and alter them in accordance with the changing needs of the school as part of the annual Appraisal process. In exceptional circumstances, a review may take place at any other time

	Purpose of Post:


	To support the SENDCO in providing a package of support for pupils who require targeted and specific intervention.

Working with teachers and colleagues within the school to provide a complimentary service to support pupils and their families to overcome barriers to learning to raise their aspirations and achieve their full potential. 


	Main Areas of Responsibility:


	Support for Pupils
· To provide pastoral/SEND support to children, as agreed by the SENCO, ensuring that all children are guided, as appropriate and that their progress is regularly monitored and reviewed.

· Establish constructive relationships with pupils and interact with them according to the individual’s needs
· To guide and advise teachers on appropriate intervention/adaptations to learning to best support pupils with SEMH/SEND
· Work with pupils identified as having difficulties in school, particularly by involving parents/carers in determining and participating in packages of support with the school

· Promote the inclusion and acceptance of all pupils

· Promote self-esteem, confidence and independence in pupils

· Establish constructive relationships with parents and carers

· Ensure all pupils have equal access to opportunities to learn and develop

· Assess the needs of pupils and use detailed knowledge and specialist skills to support pupils’ learning 
· Plan, prepare and deliver learning activities for individuals/groups or whole classes and monitor pupils engagement in learning, assessing, recording and reporting on pupils’ achievement, progress, outcomes and development and planning next steps in learning

· Supervise, assess, assist and support pupils in respect of Personalised Learning Plans (PLPs) to support the development of learning strategies across the curriculum, using specialist skills, in-depth knowledge of the National Curriculum and theoretical knowledge of how pupils learn

· Implement learning and therapeutic programmes to accelerate progress for the most vulnerable recording achievements and progress, adjusting activities according to pupils needs and responses

· Ensure safety, welfare and personal care are attended to with dignity, empathy and respect 

· Administering first aid to pupils in line with school procedures, following appropriate training

· Promote inclusion and acceptance of all pupils by encouraging them to interact with each other and to engage in learning activities led by yourself and/or the teacher

· Support the effective use of ICT in learning activities and develop pupils’ competence and independence in its use

· Promote positive values, attitudes and good pupil behaviour. Anticipate and manage challenging behaviour, conflicts and incidents promptly, whilst encouraging pupils to take responsibility for their own behaviour, in line with established school policies, e.g. following the principles of Team Teach

· Provide appropriate feedback to pupils on their progress and achievement and next steps in learning

· Being a member of the Inclusion and Pastoral Team, and under the direction of the SENDCO, co-ordinate the development and implementation of policies and procedures relating to Pastoral provision 
· Using a range of data, information and reports which relate to pupil welfare and attendance to identify families where additional support is needed to improve attendance and remove barriers to learning. Manage sanctions regarding extended or unauthorised absence. Monitor behaviour systems within the school.

· Facilitate Person Centred Review meetings
· Undertaking related clerical and administration tasks as required, for example for Personalised Planning Meetings (PPMs), interim meetings and ensuring that any actions from these meetings are undertaken
· Writing clear reports and minutes in order to share and report information as and when needed
· Having the skills to handle potential difficult situations and conflict with sensitivity
· Being involved in supporting new pupils and their families to the school
· Effectively promoting the Pastoral  and Inclusion Team offer to families
· Communicate with parents regarding attendance, lateness and behaviour

Support for the School

· Promote the Trust’s values, ethos and positive relationships with pupils, staff and stakeholders
· Being a ‘point of contact’ between the school and external agencies involved in supporting pupils, proactively initiating and establishing links with other services as necessary and maintaining positive working relationships to enable  successful outcomes for pupils
· Attending and facilitating  relevant meetings, e.g. Person Centred Planning meetings (Personalised Planning meetings - PPMs), reviews of Education and Health Care Plans, interim meetings, pupil progress meetings
· Arranging home visits when needed, with the Pastoral and Inclusion Team and school policy and procedures

· Appropriately sharing information with relevant audiences to facilitate pupil welfare and promote pupil learning to families, colleagues and education/healthcare professionals, within procedures covering confidentiality and data protection
· Support the development of effective communication and good working relationships between the school, families and other support agencies in the community

· Work in collaboration with colleagues , contributing to the achievement of school objectives 

· Work with the school on the early identification of families needing support with EAL and take appropriate action including home visits, following school policy and procedures

· Work with the school to raise family awareness and aspirations, and to increase the involvement of parents in literacy initiatives in the classroom and home

· Make a positive contribution to the wider life and ethos of the School and the Trust
· Participate in the work of a school development team eg, Aspect; Subject etc
· Provide cover for classes within the agreed system of supervision
Safeguarding
· Supporting the work of the Designated Safeguarding Lead (DSL) by being a DSL
· Liaising with and making referrals to the appropriate external agencies including Social Care, Police, MASH (Multi-Agency Safeguarding Hub) in the absence of the DSL/Deputy DSL
· Ensuring all safeguarding concerns (including Prevent) are dealt with promptly and appropriately and that all records relating to referrals and interventions are comprehensively maintained in terms information recorded, timelines, updated actions and confidentiality in the absence of the DSL/Deputy DSL
Supervision of Staff

· Supervise other Teaching Assistants and take part in the recruitment, induction, performance management, training and mentoring of Teaching Assistants
· Support the development of other Teaching Assistants using the school’s coaching approach

· Liaise between the Strategic Leadership Team, Teaching Staff and Teaching Assistants to ensure appropriate deployment of staff
Standard Duties 
· Understanding the importance of inclusion, equality and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all

· Upholding and promoting the values and the ethos of the Trust and School

· Implementing and upholding the policies, procedures and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection

· Taking a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the School, e.g. challenging a stranger on the premises

· Participating and engaging with workplace learning and development opportunities, subject to the school’s professional learning plan, working to continually reflect on and improve own performance and that of the team/school

· Attending and participating in relevant meetings as appropriate

· Undertaking any other additional duties commensurate with the grade of the post 


	Person Specification

	Criteria or Requirements


	Method of Assessment

	
	Essential /

Desirable
	Application /
Interview / Reference

	1. Education and Qualifications

· BA Hons/B Ed Hons
· Trauma Informed Practitioner training
· Evidence of a commitment to continuous professional and leadership learning
· A Coaching qualification
· ELSA/ Therapeutic Interventions/Play Therapy/Messy Play
· Evidence of Safeguarding training
	D
E

D
D
E
E
	A

A

A
A

A

A

	2. Experience

· Experience of prescribing appropriate intervention for pupils with SEND/SEMH 
· Experience of observing classroom provision and feeding back to teachers, to support pupils with SEND.
· Experience of report writing and minute taking

· Experience of leading meetings with a variety of audiences
	E

E

E

E
	A/I/R

A/I/R

A/I/R

A/I/R

	3. Knowledge, Skills & Abilities

· Communication skills to influence, persuade, motivate and engage with a wide range of children and families

· Interpersonal skills to form and maintain positive working relationships with children and families, colleagues and other education/healthcare professionals and partner organisations

· Organisational skills to manage time effectively, meet potentially conflicting deadlines and work without close supervision

· Ability to promote a positive ethos and be a good role model and ambassador for the Trust/School
· Understanding of equal opportunities and an awareness of potential barriers children may have about learning 

· Knowledge of relevant SEND policies/codes of practice/ and awareness of relevant legislation and the responsibilities of the role within these for promoting pupils’ welfare 

· Knowledge of GDPR, safeguarding (including Prevent) and child protection issues and an understanding of appropriate action to take if a disclosure is made

· To work flexibly as the workload and needs demand

· To travel and work at other locations/schools as may be required, including those across the Trust, home visits and occasional out of hours working

· A thorough understanding of children’s and parents’ statutory entitlements

· Emotionally intelligent
· Collaborative; able to develop trust, confidence and positive partnerships within and beyond school

· An ambassador for Trust/School, working with integrity and to the highest of personal and professional standard at all time

· An ability to manage conflicts of interest sensitively 

· The ability to research the support on offer for families in the local area and beyond
	E

E

E

E

E

E


E

E
E
E

E

E

E

E

E
	A/I/R
A/I/R

A/I/R
A/I/R

A/I/R

A/I/R
A/I

A/I
A/I

A/I

A/I

A/I

A/I

A/I

A/I


Abbreviations: A = Application Form; I = Interview; R = Reference

NB - Any candidate with a disability who meets the essential criteria will be guaranteed an interview
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