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KEY STAGE 4
SEN STUDY BASE CO-ORDINATOR

JOB  DESCRIPTION
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Role Overview:
1. Oversee the running of the KS4 Study Base for children in need of targeted support as part of their KS4 journey.  

2. Provide resources and activities for students based on their needs and qualifications.  

3. Organise timetables for students and share these with all stakeholders.  

4. Provide reports and information about the students accessing the support hub related to progress to teachers and relevant staff.  


Key Accountabilities:

Support for Individual Students
· Create and maintain a suitable learning environment in line with The Buckingham School core expectations which allows students to access the same learning as their peers.
· To assist in monitoring student academic progress and implementing intervention strategies where necessary.
· Under the guidance of the Director of SEND and Deputy SENDCO support in addressing the needs of students that require help to overcome their barriers to achievement, both inside and outside of school through activities and strategies enabling them to reach their full potential.
· To liaise with staff and teachers, outside agencies and education welfare with regard to confidential/sensitive information and complex issues and support student progress.
· Use specialist knowledge/experience to provide an appropriate support to students in relation to their individual needs with an ASC and ADHD focus.  
· To assist teaching staff in giving feedback to students and teachers in relation to progress, achievement, behaviour, attendance etc.
· To be responsible for keeping and updating records as agreed with other staff, contributing to reviews of systems/records as requested.
· To establish constructive relationships with parents/carers, exchanging information, facilitating their support for their child’s attendance, access to learning and supporting home to school.  
· To be aware of and appreciate a range of activities, courses, organisations and individuals to provide support for students. 
· Where required, support on de-escalation techniques and provide reasonable adjustments for students with complex needs whilst maintaining the core expectations of the school.  
· Update EDUKEY to uphold recording standards consistent with the role.   

Safeguarding
· Work in line with statutory safeguarding guidance (e.g., Keeping Children Safe in Education, PREVENT and our safeguarding and child protection policies.
· Work with the Designated Safeguarding Lead (DSL) to promote the best interests of pupils, including sharing concerns where necessary.
· Promote the safeguarding of all pupils in the school.
· To support the day to day First Aid needs and to work as part of the First Aid Team as required.
· Follow the school’s Safeguarding reporting process and procedures







School Responsibilities
· Show support for and uphold our ethos, value, all policies and procedures.
· Promote high standards in attendance, punctuality and appearance adhering to Staff Code of Conduct.
· Act with professionalism, integrity at all times, promoting the school values.
· To comply with any reasonable request from a Headteacher or other school Leader to undertake work of a similar level or commensurate with role and level of responsibility that is not specified in this job description.
· Comply with data protection legislation and follow the principles of GDPR.
· Promote a commitment to equal opportunities and anti-discriminatory practice adhering to the Local Authority’s Equal Opportunities Policy.
· Promote a work environment that protects people's health and safety and that promotes welfare, which is in accordance with the Local Authority’s Health and Safety Policy and legislation.




Person Specification

	                                                                                                                                       Essential     Desirable 

	Qualifications

	Level 2 Literacy and Numeracy	
	
	

	Level 3 First Aid qualification or willingness to undergo training
	
	

	Experience
	
	

	General administration background
	
	

	Ability to work under pressure and meet tight deadlines.
	
	

	Experience of maintaining comprehensive records
	
	

	Awareness of customer care, with responsive and proactive approach to meeting the needs of students, parents, colleagues and visitors
	
	

	Experience and or understanding of working with pupils with Autism and ADHD.  
	
	

	Skills/ Knowledge/ Aptitude
	
	

	Articulate with excellent organisation skills.
	
	

	Excellent written and verbal communication skills.
	
	

	Good IT skills and particularly Word, Outlook and Excel.  
	
	

	Ability to use initiative and problem solve.
	
	

	Ability to maintain professional confidences and act with discretion.
	
	

	High level of accuracy.
	
	

	Ability to prioritise and manage self and others amid conflicting demands and busy work periods.
	
	

	Personal Attributes
	
	

	Suitable to work with children and young people
Confidentiality and discretion
	

	

	Customer focussed and ability to be proactive
	
	

	To take appropriate responsibility for PREVENT and the safeguarding and promotion of the welfare of children and/or vulnerable adults.
	
	

	To uphold British Values, the college values and responsibilities with regard to equality and diversity.
	
	



CONTEXT: All staff are part of a whole school team. They are required to support the values and ethos of the school and school priorities as defined in the School Improvement Plan. They are required to support and follow all relevant school policies including those for behaviour and child protection. This will mean focusing on the needs of colleagues, parents and pupils and being flexible in a busy pressurised environment. They should be involved in promoting the acceptance and integration of pupils with special educational needs. They might also be involved assisting pupils for whom English is an additional language

This post meets the definition of ‘Regulated Activity’ as defined in the Safeguarding Vulnerable Groups Act 2006. 

Because of the nature of this job, it will be necessary for an enhanced DBS check to be undertaken. This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare all unspent cautions and convictions; and also any adult cautions (simple or conditional), and spent convictions that are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2020). A person’s criminal record will not in itself prevent a person from being appointed to this post. Applicants will not be refused posts because of offences which are not relevant to, and do not place them at or make them a risk in, the role for which they are applying. However in the event of the employment being taken up, any failure to disclose such offence, as detailed above, will result in dismissal or disciplinary action by the School / Authority.

Disclosures are handled in accordance with the DBS Code of Practice which can be accessed via www.disclosure.gov.uk ‘The School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment.   

Signed: ________________________________________ 	Date: __________ 		


Signed;_________________________________________ 	Date: ___________ 
(Headteacher)
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