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JOB DESCRIPTION

SKOLA/ICS has a commitment to safeguarding and promoting the welfare of children and young people.

All appointments are subject to CRB (Criminal Records Bureau) checks.

During interview all candidates will be asked to talk through their CVS, including periods when they were not working.

Skola/ICS is committed to equal opportunities.

	JOB TITLE
	
	REPORTING TO      

	Head of Student Support -Primary
	
	Director of Student Support


	WORKING HOURS

	08.30 – 16.30, Monday – Friday (or as agreed)


	WORKING DAYS

	As agreed


	LOCATION

	International Community School, Secondary.  All staff may be required to work in both Skola sites in London. Permanent staff and spend up to 2 weeks per year working in our outdoor education site in Bawdsey, Suffolk.


	SALARY

	Dependent on qualifications and experience. Salary thresholds available upon request.


	HOLIDAYS

	Temporary posts – Details available upon request.

Permanent posts - 40 days per year, as agreed with line manager.


	APPRAISAL

	Permanent posts - On an annual basis via self/peer/line-manager appraisal.

Temporary posts - Short term staff appraised through lesson observation, informal means etc.


	SALARY REVIEW

	Permanent posts - On an annual basis. Increases to be based on individual performance, economic conditions and school budgetary considerations.


	MAIN OBJECTIVE

	To ensure a safe, rich and stimulating learning environment for all students and to work co-operatively with colleagues.  To manage the everyday responsibilities and schedule of the student support team, this includes the LSAs, SEN teachers, and the therapists working with special needs students. 


	CONTEXT

	This job is located at ICS, London, where the post holder will be responsible for the coordination of programmes for all students on the sen register in the primary school in a manner that is professional and ensures opportunities for excellent growth and development for students.



	RESPONSIBILITIES/DUTIES

	· Overseeing the day-to-day operation of the school's SEN policy 

· Coordinating provision for children with special educational needs

· Liaising with and advising fellow teachers 

· Managing learning support assistants, sen teachers, and therapists; managing timetables and everyday concerns

· Observing students’ needs along with the director of student support

· Overseeing the records of all children with special educational needs; making sure all records are up to date and in appropriate categories

· Liaising with parents of children with special educational needs

· Contributing to the in-service training of staff
· Planning the student support timetable including LSA support, sen teachers, therapies and out- of-class specialist support sessions
· Liaising with external agencies including the LEA’s support and educational psychology services, health and social services, and voluntary bodies. This liaison should involve correspondence, up to date documentation, recorded communication, tracking of students’ needs and progress.

·  Developing as a member of a multidisciplinary team the IILPs, writing them and coordinating under the guidance of the director the ILLP review meetings
· Communicating with Local Authorities regarding students with statements and provide all appropriate documentation.

· Providing feedback regarding the structures and the policy of student support in order to improve the department’s approaches and methods.

· Maintaining frequent communication with the parents and inform the parents of their children’s special needs, the services offered, changes in the provision of services, progress or additional concerns regarding the student’s educational performance. 
· Making sure the ILLP of each student is followed and implemented by the teachers and the LSAs.

· Informing the director of student support of concerns, questions and/or professional issues of the LSAs, sen teachers, and therapists. 

· Maintenance of staff register.

· Organization and chairing of weekly Student Support Staff Development meetings.

· Weekly planning meetings with the director of student support.

· Providing LSAs and sen teachers with guidance and mentorship through regular feedback and planning meetings
· Working under the guidance of the director of student support.
· Acting as the link with parents
· Maintaining resources and a range of teaching materials to enable appropriate provision to be made
· Acting as link with external agencies and other support agencies
· The student support coordinator reports to the director of student support
· Counselling services and being involved in student support initiatives (e.g. liaising with school counsellor, anti-bullying meetings, etc.)
· Involved in disciplinary meetings and participating in addressing anti-bullying across the school
· The coordinator is responsible for the operational management of the specified and agreed resourcing for special needs provision within the school, including the provision for children with statements of special educational needs.

· The director of student support informs the governing body of how the funding allocated to support special educational needs has been employed.




PERSON SPECIFICATION

	JOB TITLE

	Head of Student Support - Primary


	QUALIFICATIONS
	

	Essential
	Desirable

	· Masters Degree level qualification in Special Education, Psychology, or Education. 
	· Coaching/training qualifications

· Qualifications related to Autistic Spectrum Conditions

· Behavioural qualifications

· Early childhood qualifications 


	EXPERIENCE
	

	Essential
	Desirable

	· Experience working as SENCO or in the management of multidisciplinary teams supporting students with special educational needs.

	· Experience of working with students with ASD.

· Experience of working with students with learning difficulties.

· Experience working outside the UK

· Experience of International Education

· Experience of the IBO programmes


	SKILLS
	

	Essential
	Desirable

	· Native Speaker level in written and spoken English

· Ability to provide dynamic, motivational, and supportive guidance to support staff and school staff in general
· High level of communication, ability to remain calm when faced with challenging situations.
· High level of time management skills

· Ability to show initiative and contribute new ideas

· Ability to work collaboratively in a multidisciplinary team. 
	· Ability to speak other languages


	KNOWLEDGE
	

	Essential
	Desirable

	· Understanding of other cultures

· Understanding of equal opportunities policies, and the impact that such a policy has on staff members
· Knowledge of mixed culture teaching and learning

· Knowledge of a variety of sen pedagogical approaches, and ability to help support staff apply each one as and when required
	· Knowledge of the IBO and its Primary Years Programme


	PHYSICAL FITNESS
	

	Essential
	Desirable

	
	


	OTHER ATTRIBUTES
	

	Essential
	Desirable

	· Strong commitment to child protection and safeguarding

· Strong commitment to continuing professional and personal development

· Strong commitment to promoting the school to students, parents, colleagues and others
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