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Job Description

Job Title: Assistant Head SENDCO
Reports to: Head of Centre

[image: image2.png]RedBalloon*

Educational Trust




Role overview

Assistant Head SENDCO holds responsibility for the oversight of SEND provision at the Centre as detailed below. They also hold other leadership responsibilities which can be subject to change according to the needs of the Centre. 
Specific Responsibilities  

 

· Identify each learner’s needs at point of referral: 

· Consult with all stakeholders to identify needs; 

· Ensure needs identified in an EHCP (if one exists) are current; 

· Call interim/emergency review if EHCP requires updating; 

· Develop IEPs in collaboration with staff. 

· Keep an up to date SEND register and inform staff of any changes; 

· To line manage mentors and learning support assistants who support learning sessions and ensure they have the training and support required to help learners make good progress both academically and emotionally; 

· Create accurate learner passports, update as necessary, and ensure all relevant staff have an accurate breakdown of learner needs via learner passports; 

· Support Red Balloon staff in developing the skills, acquiring the knowledge necessary and implementing strategies to meet identified needs, through a cycle of audit and observations; 

· Ensure the appropriateness of referrals i.e. that Red Balloon is able to meet identified needs; 

· Ensure transition plans are in place for all students with EHCPs; 

· Ensure all reviews for students with EHCPs are held and managed efficiently; 

· Ensure ongoing review and update of student records and the SEN register; 

· In collaboration with the Head of Centre, ensure all staff work to develop requisite skill and knowledge base through delivering CPD sessions (group and individual), and / or utilising external trainers or online resources; 

· Identify overarching staff CPD needs in consultation with the Head of Centre and SLT; 

· Ensure that data on learner numbers, holding of reviews, and learner transition destinations are available to the SLT; 

· Prepare reports for Governing Body;  

· Liaise with all relevant local authorities to ensure consistent updating of practice requirements; 

· Develop supportive links with parents / carers;  

· Employ external L7 assessor to ensure appropriate arrangements are in place to support students in external examinations. Oversee formal assessments to indicate qualification for access arrangements 

· Work alongside Exams Officer to ensure the exam access arrangements documentation is on file at appropriate centres. Ensure that the access arrangements file is ready for inspection and discussion as required 

· Support with SEN interventions such as literacy and numeracy programmes 
· Coordinate careers opportunities and transition activities for colleges and post-16 provision
As Assistant Head of Centre

· In collaboration with other Assistant Heads, undertake full responsibility for all matters relating to the provision in the absence of the Head of Centre;

· Work flexibly in the presence of the Head of Centre to assist the smooth day to day management of the Centre, working closely with all staff;

· Take a major role in the day-to-day running of the Centre, attending daily and/or weekly meetings and leading them as required;

· Undertake responsibility for and accounting to Head of Centre for any delegated budget allocation;

· Work with the Head of Centre to lead, motivate, support, challenge and develop all staff to secure continual improvement including their own continual professional development;

· Work to a high standard in implementing agreed policies, priorities and expectations, so as to set a good example to other colleagues;

· Promote a culture of collaboration and teamwork, in which views of all members of the Centre are valued and taken into account;

· Coordinate the professional development and training for members of staff within their remit;

· Contribute to the self-evaluation of the provision;

· Monitor, evaluate and support the practice of team members within their remit;

· Support the development of collaborative approaches to learning throughout the Centre and beyond;

· When reasonably requested in advance, be available to support out of hours activities and events;

· Any other reasonable duties deemed necessary to ensure the smooth running of the Centre;

· Work with the local governing body to support the development of key areas.


As a Red Balloon Employee

· Communicate and collaborate with colleagues across the organisation to ensure students receive high-quality support and input to facilitate individual progression.

· To understand and implement Red Balloon’s Philosophy and Practice and to help other staff understand and use it

· Be committed to safeguarding and promoting the welfare of young people and commit to Red Balloon policies and philosophy.

· Ensure all work performed/ duties undertaken are carried out in accordance with Red Balloon philosophy, policy, and government legislation.

· Be flexible in role duties, and carry out any other duties commensurate with your skill set and position that fall within the general scope of the job, which may include work in other departments within your Centre as requested by Red Balloon.


Person Specification


Qualifications and Experience

	●  Qualified to a degree level in a specialist subject
	Essential

	
	

	●  Qualified Teacher Status or equivalent professional qualification
	Essential

	
	

	●  National SENDCO Award
	Essential

	
	

	
	

	●  Demonstrable experience of leading and managing staff successfully
	Essential

	
	

	●  An understanding of whole-school issues and their implications for
	Essential

	financial management
	

	
	

	●  Ability to demonstrate strategic thinking to provide for the needs of all
	Essential

	students, including those with Special Educational Needs
	

	
	

	●  Experience of working as part of a senior leadership team
	Desirable
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Attributes and personal qualities


· Exceptional written and spoken communication skills

· Desire to create and develop an exceptional educational environment based on RB’s P&P

· Ability to maintain personal and professional boundaries

· Suitable to work with young people, to include an enhanced DBS check

· Excellent attention to detail

· An understanding of adolescent development, dealing with trauma, bullying and its effects is desirable

· Good time management and organisation

· Flexible and adaptable

· Self-starter and team player

· An excellent listener

· Empathetic, patient and compassionate

· Open-minded and non-judgemental and to understand restorative practices

· Approachable, with a positive attitude

· To understand and use unconditional positive regard


Red Balloon staff commitment


· Safeguard and promote the welfare of students

· Abide by the philosophy and practice of Red Balloon

· Foster good working relationships with colleagues across Red Balloon

· Attend staff meetings and in-service training (INSET)

· Provide feedback to colleagues, commissioners and parents/carers as required

· Undertake professional development


Role performance indicators


· Positive, collaborative and responsive working relationships with colleagues, parents, commissioners and other stakeholders both within and outside Red Balloon.

· 360 feedback from managers and colleagues

· Delivery of efficient working practices

· Ability to meet internal and external deadlines

· Successful delivery of key responsibilities
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