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Job Description - Aspire SEND & Inclusion Manager

	POST TITLE:
	Aspire SEND & Inclusion Manager 

	

	TERMS & TENURE:
	Permanent. 37 hours per week.

Term time only plus 8 Professional Development Days. 
SO2, SCP 26-28 £37,280 - £39,152 FTE.

Pro-rated to £32,023 - £33,631.

	

	LINE MANAGER:
	SENDCo

	
	

	STAFF SUPERVISED:
	LSAs, Senior LSA and Learning Room Co-ordinator (approximately 23 members of staff)


	OBJECTIVES OF THE POST

Assist the SENDCo in the development and implementation of the school’s Inclusion strategy and SEND policy and contribute to the long-term strategic and operational planning for SEND provision.



	MAIN DUTIES:
Management of Aspire
· Under the direction of the Assistant Head SENDCo, manage and coordinate the effective day-to-day operation of the Aspire team in the Aspire building.
· To direct and advise the Senior LSA and the LSAs in the completion of daily tasks.

· Support and advise LSAs on a daily basis
· Line manage the Senior LSA and wider LSA team; review and report on their effectiveness including through the appraisal process. 
· Attend and contribute to LSA meetings
· Deliver SEND clinics for staff and identify training needs of LSAs

EHCPs
· To contribute to the co-ordination of provision for students with SEND and/or disabilities, including contributing to their Education, Health, and Care Plans (EHCPs).
· To chair annual reviews and oversee quality and funding of the plan.
· Lead meetings with parents, teachers, and external professionals to discuss student needs and progress including referrals to external professionals.
Interventions and assessment
· Work with teachers, LSAs, and external agencies to deliver targeted interventions.
· Under the direction of the Assistant Head SENDCo oversee and arrange for the external assessment of exam access arrangements

· Assist the SENDCo in evaluating the effectiveness of SEND provision and interventions
· To complete diagnostic assessment paperwork

· Plan and deliver bespoke interventions for SEND students
· To oversee the use of Alternative provision for students with SEND 
· To oversee and contribute to the delivery of ‘overteaching’ of Personal and Social Development and Relationships and Sex Education for vulnerable students.
Advice and support for colleagues / external agencies
· To be an expert on SEND practice and to keep up to date with latest research pertaining to SEND.
· Contribute to the professional development of colleagues regarding SEND provision and inclusion.
· Establish and maintain relationships with external agencies that can provide additional support. Review reports and take appropriate action where necessary

Advice and support for students / parents
· Provide day to day pastoral care to students and help create a positive and supportive atmosphere for them.

· Ensure that the targets of students’ with SEND are met, and to adjust support as necessary.

· Communicate effectively with parents of students with SEND about their child’s needs and progress.
· Work with Attendance and Safeguarding Officer to improve attendance of students with SEND across the school.

· Support the SENDCo in monitoring the attendance of identified students
· Promote an inclusive school environment where the needs of all students, particularly those with SEND, are met.

LAC and PLAC

· To support the designated teacher for LAC and pLAC students including attending professional meetings and contributing to the PEP and LAC process.
Transition
· To work with SENDCo on KS2 and KS3 transition processes to fit more vulnerable students.
Safeguarding
· Remain vigilant and adhere to the school’s safeguarding policies.

· Ensure that safeguarding concerns relating to SEND students are appropriately reported and followed up.

Careers

· Work with Careers leader to ensure SEND students have full access to career opportunities and support students to be able to succeed in their next steps including access to trips and events.
To undertake any other duties of a similar level and responsibility as may be required, as directed by the SENDCo.



	REQUIRENTS
See Person Specification.


	OTHER
The post holder will be expected to work constructively as part of a team and to assist with the co-ordination of the SEND and Inclusion strategy.



	DATA PROTECTION

During the course of employment, the holder of the role will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Regulation and in accordance with the HUET Data Protection Policy.



	HEALTH AND SAFETY
The post holder is required to make positive efforts to maintain their own personal safety and that of others by taking reasonable care, carrying out requirements of the law following recognised codes of practice.  The post holder is also required to be aware of and comply with the School’s policies on health and safety.



	COMMITMENTS
Commitment to the community ethos of the school, helping to promote appropriate behaviour and correct uniform wearing when dealing directly with pupils and to Equal Opportunities and Safeguarding.
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