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Message from the Principal

Thank you for your interest in Skinners’ Kent Academy.  I am very pleased to introduce you to a most exciting development in education provision in Tunbridge Wells.

The Academy opened on September 1st 2009.  It is an independent, non fee-paying, mixed, all ability school, funded by the DfE and supported fully by its lead sponsor The Skinners’ School, a grammar school for boys, the Skinners’ Company, and its co-sponsors, West Kent College and Kent County Council.

The Skinners’ Kent Academy is founded on the principles of a culture of high standards and high aspirations, a culture of active participation, an emotionally rich learning environment and an inclusive environment where every child is known and every learner supported.

The main aim of the Academy is to provide the highest quality of education for students, in Year 7 to Year 11 and the Sixth Form from September 2012.  However, the Academy is more than a new type of school.  The Academy aims to raise and reflect aspirations within the local community and provide education, social and economic benefits for all.

The new Academy is currently located in the buildings of the former Tunbridge Wells High School on Blackhurst Lane.  The Academy will move on the same site, to a state of the art, in excess of 21 million pound, new building in 2013.  This 21st century building will provide outstanding facilities, not only for the Academy’s students but also for the wider community.

We aim to find and develop everything that is exceptional in each child and let it flourish within a framework of high expectations.  We intend to motivate and inspire our students to achieve of their very best, to fly high, and to set course on the brightest of futures.  If you have similar aspirations for young people and want to work within a dynamic learning environment in which the highest standards are demanded and expected at all times, then we would really be very interested in receiving an application from you.
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Mrs Sian Carr

Principal
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SENCO

We are looking for a highly motivated, inspiring SENCO to join a team dedicated and committed to raising standards and expectations.

This is a unique opportunity to be involved in and help shape our Academy, at an exciting stage in its development.  The successful candidate will be part of a team of Senior Middle Leaders driving standards across the Academy.
The successful candidate will be an excellent, hardworking, creative and energetic, classroom practitioner.  They will have the capacity to support us in establishing a vibrant learning environment, and a culture of enthusiasm for learning.  Their professionalism and dedication will enable our students to achieve more than they believe possible.
Our SENCO will work alongside the Vice Principal, Achievement for All in leading on the development of provision for students with special educational needs, including exam concessions and to track and monitor progress of these students across the academy.  The SENCO will lead a team consisting of a Learning Support Manager and Teaching Assistants.  In addition the role requires the development of provision for our Gifted and Talented students and our EAL students.
APPLICATION PROCEDURE - Please include the following in your application:

A. A letter explaining how your experience and qualifications equip you for this role.  Please refer to the role profile.

B. Identify one particular initiative that you have developed which you feel would be relevant to this position.

C. Set out your relevant qualifications, experience, in service training and interests on the application form.

D. Include names and addresses of two professionals who are willing to provide you with a reference, one of whom should be your most recent/current employer. 

E. Complete the attached Appendix 1 and return the complete application to HR Department on hr@skinnerskentacademy.org.uk
If you are short-listed, references will be requested following 5pm 10th February 

Interviews will take place week commencing 20th February
Due to postal and administrative costs only short listed candidates will be contacted further.
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Job Profile
POST:
SENCO

SALARY:
MPS/UPS + TLR 1.1 (will be reviewed as the Academy grows)
RESPONSIBLE TO:

Vice Principal, Achievement for All
RESPONSIBLE FOR:
Learning Support Manager; Teaching Assistants
WORKING PATTERN:

Refer to School Teachers’ Pay and Conditions Document

KEY RELATIONSHIPS:
Academy Leadership Team; allocated students, teaching and support staff; Academy Trust sponsors and governing body; LA representatives; Academy community including parents/carers, external agencies, local community and other schools
1
Job Purpose

1.1
To raise standards at the Academy through the delivery of the Academy Improvement Plan

1.2
To support actively the vision, ethos, culture and policies of the Academy and to take corporate responsibility for delivering this vision.

1.3
To be responsible for the personal development and academic progress of allocated  students and work to identified key performance indicators in this regard.

1.4
To lead in areas of core responsibility, as designated by and agreed with the Principal.

2
Key Responsibilities


SENCO 

2.1
To be the Academy’s Special Educational Needs Coordinator and ensure effective and efficient SEN provision and development.

2.2
Liaise with the VP Student Progress and Learning and Heads of Faculty to establish student SEN needs and generate appropriate plans to ensure progress of all students is achieved

2.3
To ensure appropriate guidance is given to all Faculties and subject areas and to individual staff regarding individual students’  special educational needs in order to secure high quality provision for these students ;


Planning:

2.4
To draft, monitor, review and report those aspects of the AIP that apply to the Learning Support function.

2.5
To make sure that the Strategic Intents of the Academy are reflected in the work, development and the practice of all staff working in the Learning Support function;

2.6
To ensure that teachers across the Academy are consistent and inclusive of their delivery of the curriculum, and that in their planning they differentiate for the needs of individual students;

2.7
Allocate resources according to identified student needs and plans and monitor effectiveness and efficiency of delivery.
2.8
To identify, liaise with HOF and review G&T students and activities.  Report updates to SLT. 

            Staff management and monitoring:

2.8
To manage and supervise the Learning Support Manager and Learning Support function, including their performance management;

2.9
To monitor the quality of provision and the quality of support  provided by the Teaching Assistants, including through direct observation, using the agreed procedures and practices of the Academy;

2.10
To assist and support the Principal with staff recruitment as appropriate

2.11
To identify the training needs and CPD of the Learning Support function and of the individuals within it; to monitor the effectiveness of INSET provision within the Learning Support function; to ensure the dissemination of information/good practice from INSET; to brief staff before and debrief staff after attendance at INSET;

Target Setting, Assessment and Standards:

2.12
To set ‘challenging’ priority actions and targets for  the Learning Support function and to review achievement in the light of these targets;

2.13
To ensure that assessment is both regular and thorough and that clear records of student assessments are kept;

2.14
To analyse relevant data and to improve the effectiveness of assessment for supporting student progress and achievement;

2.15
To organise and monitor the effectiveness of teaching group arrangements and Teaching Assistant deployment within the Learning Support function;

2.16
To monitor the quality of provision received by students on the SEN list, and to advise Academy staff on appropriate strategies to improve this;

Administration:

2.17
Maintain, monitor, review and update accurate Academy SEN, EBD, EAL, G&T registers and exam concessions.

2.18
Lead on application for and coordination of statementing process, including statutory statement reviews.

2.19
To monitor and manage the Learning Support Function budget in accordance with the financial procedure of the Academy 

2.20
To ensure students with SEN receive their entitlement to exam dispensation by liaising with the Ed Psych(s) and examinations officer;

2.21
To ensure arrangements for reporting to parents on the progress of students are in place in the Learning Support function in accordance with the Academy’s overall systems;

2.22
To hold weekly, minuted Learning Support function meetings ( to involve all staff within the function and minutes to be clear and brief);

2.23
To assist the Principal in the preparation of the Academy prospectus and any reports making reference to the work of the Learning Support function prepared for the SLT, the LA, the Academy’s governing body, parents, or any other agency or publication;

2.24
To support staff involved in working with students with special educational needs by ensuring they have the information necessary to secure improvements in teaching and learning;

2.25
To ensure any necessary paperwork (e.g. Provision Plans, review statements, etc) is completed;

Representation and Liaison

2.26
To attend Student Review Group meetings each fortnight;

2.27
To ensure effective working relationships are in place with the parents and carers of those students with whom the Learning Support function works, and with those other professionals with whom the Learning Support function works to meet the needs of these students;

2.28
To organise all review and other meetings are called to discuss the individual needs of individual students;

2.29
To liaise with SLT in all matters concerned with staffing, the timetable and the curriculum.


policy and procedures;

3
Additional Duties

3.1
Comply with policies and procedures relating to child protection, equal opportunities, health and safety, confidentiality and data protection, freedom of information and report all concerns to the appropriate person.

3.2
Develop constructive relationships and liaise between managers, teaching staff and support staff leading by example.

3.3
Develop positive relationships and communicate with other agencies and professionals.

3.4
Engage in relevant continuous professional development opportunities and performance management arrangements. 

3.5
Work flexibly to promote extra-curricular activities and out of hours learning which enhance learning opportunities

3.6
Assist in the preparation and review of Academy Policy documents and ensure the Academy Improvement Plan, in relation to the area of responsibility, is continually monitored and the profile raised.

3.7
To undertake other duties as may reasonably be assigned by the Principal or the Academy Trust, recognising that the duties of this post may vary from time to time without changing the general character of the post or level of responsibility. Recognise that roles and responsibilities may change as the Academy develops.
This job profile is subject to review to complement the Academy’s performance management framework. 

	Name and signature of employee:
	

	Date:
	

	Name and signature of performance manager:
	

	Date:
	


Person Specification: 
SENCO
You should demonstrate that you meet the following criteria:

1
Education, training and qualifications
1.1
Graduate or equivalent, Qualified Teacher status, registered with the General Teaching Council. 

1.2
Evidence of relevant and challenging continuing professional development, in particular in SEN related matters.

2
Knowledge and experience

2.1
Proven record of sustained and successful middle leadership and management within at least one secondary school.

2.2
Proven record of improving standards of teaching and learning at middle 
leadership level within at least one secondary school.

2.3
Evidence of good/outstanding classroom practice and clear demonstration of the ability to mentor/coach/model best practice to others.
2.4
Awareness of major developments in the curriculum and educational research, especially in regard to differentiation and special educational needs, and knowledge and understanding of models and theories of learning.

2.5
Awareness and understanding of current legislation relating to all vulnerable groups and a proven record of actively promoting equality and diversity.

2.6
Extensive and successful experience of developing targeted intervention strategies based upon student performance data to accelerate student progress and attainment, with extensive knowledge of ICT to support this.

2.7
Proven record of developing other staff and appropriate professional relationships which allow both support and challenge.

2.8
Evidence of implementing excellent behaviour management strategies leading to 
significant improvements to student attitudes to learning.

2.9
A strong understanding and commitment to the Academy vision and awareness of current legistation relating to education

2.10
Evidence of managing complex child protection/safeguarding matters.

2.11
Good knowledge of relevant health and safety legislation.

2.12
Evidence of translating policy into effective practice and keeping up to date with research in school improvement and national education policy.

2.13
Evidence of working effectively and establishing positive relationships with a range of internal and external stakeholders 

2.14
Knowledge and understanding of the principles of assessment and effective record keeping and their use to promote the education, personal development and progression of the students.

3
Essential skills and abilities

3.1
Ability to contribute to colleagues’ professional development. 

3.2
Well developed planning, organisational and interpersonal skills. 

3.3
Excellent written and verbal communication skills.

3.4
Analytical, flexible and innovative thinker.
4
Personal qualities

4.1
Commitment to high educational, professional and personal standards. 

4.2
Understanding of the importance of maintaining confidentiality. 

4.3
A flexible approach to work, including a sense of humour. 

4.4
Commitment to equal opportunities and valuing diversity.
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Application Form

The Skinners’ Kent Academy

Applying for SENCO
	A. Personal Details



	Surname:


	     
	DCFS Ref no. RP:

(if applicable)
	     

	Title: 

(Mr, Mrs, Ms, Dr, Other)


	     
	GTC registered:


(Yes/No)
	     

	First names:


	     
	National Insurance number:


	     

	Previous names:


	     
	Email:
	     

	Contact address:
	     

	Home telephone no:


	     

	
	
	Work telephone no: 


	     

	Postcode:


	     
	Mobile telephone no:

	     


	B. University, College, other institutions (other than initial teacher training). 

Give dates and state whether full-time or part-time courses



	Name of institution:
	From: (Month/Year)


	To: (Month/Year)



	1.


	     
	     
	     


	2.


	     
	     
	     

	Degree/Qualification/Diploma/

Title:


	Part time/ full time
	Subjects 

(main and subsidiary)
	Hons (with class) 
or Pass grade
	Date of award

	1.


	     
	     
	     
	     
	     

	2.


	     
	     
	     
	     
	     


	C. Secondary Education



	Name of institution (give dates)

	1.


	     

	2.


	     

	Academic qualifications (give subjects, grades and dates)

	GCE ‘O’ Level, GCSE (or equivalent)

	‘A’ Levels (or equivalent)


	Career History

	Please give details of ALL full and part-time work including particulars of ALL paid and unpaid employment or experience after the age of 18, e.g. commercial experience, raising family, youth work, voluntary work, VSO, work overseas. Complete the columns working backwards from the present date. Please leave NO gaps.

	Dates 
FROM:(M)/(Y) 
TO: (M)/(Y)


	Job title, employer, school name, address 

Type of business or activity


	Age range working with where involved children
	Number of people in organisation/ number of pupils in the school
	Salary + scale (where appropriate 

Include responsibility points)
	PartTime / Full Time

State

proportion
	Reasons for leaving

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     


	In-service Training & Development

	Give details of relevant courses and training undertaken in the last five years

	Dates and duration


	Title of course / training

(incl. Home Study and 
Distance Learning)
	Name of provider

e.g. LA, College etc.
	Qualification obtained (if any)



	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	References

	Please give the names and addresses of two employment referees who can be consulted regarding your professional ability for the post. One of the referees must be the Chair of Governors or Principal of your present or most recent school, and the other from your local authority. If not, we reserve the right to request one. References will be taken up before an offer of employment is made. These may be requested before interviews.


	1.


	Name:

Title: 

Relationship to applicant:


	Address:

Email:

Telephone number:

	2.


	Name:

Title: 

Relationship to applicant:


	Address:

Email:

Telephone number:


	Protection of Children

	Disclosure of criminal background of those with substantial access to children is required

	Have you ever received a reprimand, formal warning, caution or been convicted of a criminal offence? Please answer Yes or No in the box 
	     

	Answering YES does not necessarily ban you from appointment.  If YES, you are required to give details as this post, for which you are applying, is exempt from the provision of Section 4(2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 (as amended).  A subsequent offer of appointment will be dependent upon the completion of a satisfactorily enhanced criminal disclosure application form.

	Criminal convictions, cautions, reprimands or formal warnings 


	Date 
	Offence
	Sentence

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Have you had an advanced CRB check in the past two years? YES  FORMCHECKBOX 
     NO  FORMCHECKBOX 

Please state reference number and give details




	Health Declaration

	How much sick leave have you had in the past five years?  Please give details of this and a brief declaration about your current state of health, mentioning anything which may prevent you from carrying out the duties of the post: 

	Removed to comply with 2010 Equality Act.  Please note, for jobs involving working with children or vulnerable adults, the statutory regulations require us to ascertain whether the physical and mental fitness of persons appointed to such roles is at an appropriate level prior to any confirmation of appointment.



	Appointment will be made on successfully passing Occupational Health Screening (if applicable).


	Superannuation Scheme (if applicable)

	Do you contribute to the Teacher’s Superannuation Scheme?  YES  FORMCHECKBOX 
     NO  FORMCHECKBOX 

Have you elected to pay Superannuation contributions for part-time teaching? YES  FORMCHECKBOX 
     NO  FORMCHECKBOX 




	If you contribute to another scheme please give details.

	     



	Disclosure of Relationship

	Are you related by marriage, blood or as a co-habitee to any elected member of the sponsors, a Senior Officer of the sponsors or a member of the School Governing Body? 

YES  FORMCHECKBOX 
     NO  FORMCHECKBOX 



	If yes, please state the name, relationship and position held.

	     



Declaration

I declare that the information I have given in support of my application is, to the best of my knowledge and belief, true and complete. I understand that if it is subsequently discovered that any statement is false or misleading or that I have withheld relevant information or canvassed my application it may lead to disqualification or, if I have been appointed, I may be dismissed

Signature







Date

The Skinners’ Kent Academy is committed to safeguarding and promoting the welfare of children and young persons and expects all staff and volunteers to share this commitment. The successful candidate will be required to undergo an Enhanced Disclosure from the Criminal Records Bureau (CRB). 

Where to send your completed form 

Thank you for taking the time to complete this application form. Please take the time to check that you have completed all sections. Please note that if you are short listed, the selection panel will require a signed hard copy of your application form. You may email a soft copy to: hr@skinnerskentacademy.org.uk. 
	Equal Opportunity Monitoring Form

	To help us ensure that our recruitment procedures give genuine equality of opportunity, please answer the questions below. This document will be kept separate from your application (please tick box where appropriate).


	Vacancy information

	Job Title:


	     
	School:


	     
	Closing date:
	     

	Personal information

	Name:


	     
	Date of birth:
	     

	Gender    Male  FORMCHECKBOX 
     Female  FORMCHECKBOX 



	Ethnic Origin

	Please tick the box which most closely describes your cultural background


	White
	 FORMCHECKBOX 
British 

	 FORMCHECKBOX 
Irish
	

	Any other White background (please specify)
	     

	Multi ethnic
	 FORMCHECKBOX 
 Black Caribbean and White
	 FORMCHECKBOX 
 Black African and White
	 FORMCHECKBOX 
 Asian and White

	Any other multi ethnic background (please specify)


	     

	Asian or Asian British
	 FORMCHECKBOX 
 Indian
	 FORMCHECKBOX 
 Pakistani
	 FORMCHECKBOX 
 Bangladeshi

	Any other Asian background (please specify)


	     

	Black or Black British
	 FORMCHECKBOX 
 Caribbean
	 FORMCHECKBOX 
 African
	

	Any other Black background (please specify)


	

	Chinese or other ethnic group
	 FORMCHECKBOX 
 Chinese
	
	

	Any other ethnic background (please specify)


	     


	Disability

	Do you have a disability in respect of employment in this post? YES  FORMCHECKBOX 
     NO  FORMCHECKBOX 



	Please describe any special adaptations or arrangements you may require to undertake the duties of the post, these can be discussed with you at the interview:-

	     


	Additional Information

	Are you applying as part of a job share? YES  FORMCHECKBOX 
     NO  FORMCHECKBOX 



	Where did you see the advertisement for this position?          

	     


Rehabilitation of Offenders Act 1974

Any information you give will be strictly confidential.

We ask for details of any unspent criminal convictions you may have. If you have an unspent criminal conviction we will look at it in relation to the job you have applied for before making a decision. We will treat it in the strictest confidence. Failure to disclose any ‘unspent’ or ‘spent’ (if relevant) convictions may result in the offer of employment being withdrawn. If already appointed you could be dismissed without notice.

There are specific job categories which are exempt under the provisions of the Act. This means that you must declare ‘spent’ or ‘unspent’ convictions for work in these categories. If you are applying for a job in any of the following categories, you MUST disclose all details of any caution or criminal offence:
• Work involving access to children, for example, school based staff, Youth Service etc.
• Work involving the provision of services to persons under the age of 18 which includes social services, care, leisure and recreational facilities and the provision of accommodation
• Work involving the provision of social services to persons: 
- over the age of 65 
- suffering from serious illness or mental disability of any description 
- addicted to alcohol or drugs 
- who have a sensory impairment 
- who are substantially and permanently disabled by illness, injury or congenital deformity 
Rehabilitation Periods

The following list includes sentences which are subject to rehabilitation under the Rehabilitation of Offenders Act:
For a sentence of imprisonment, or youth custody or detention in a young offenders’ institution or corrective training for a term exceeding 6 months but not exceeding 30 months 10 years
For a sentence of imprisonment, or youth custody or detention in a young offenders’ institution, or corrective training for a term not exceeding 6 months 7 years
For a sentence of imprisonment of 6 months or less 7 years
For a sentence of borstal training 7 years
For a fine or other sentence (e.g. a community service order) for which no other rehabilitation period is prescribed 5 years
For an absolute discharge 6 months
For a probation order, conditional discharge or bind over; and for fit person orders, supervision orders or care orders under the Children and Young Person Acts (and their equivalents in Scotland) 1 year, or until the order expires (whichever is the longer)
For detention by direction of the Home Secretary: 
From 6 months to 2.5 years 5 years 
From 6 months or less 3 years 
For a detention centre order not exceeding 6 months 3 years 
For a remand home order, an approved school order, or an attendance order. The period of the order and a further year after the order expires 
For a hospital order under the Mental Health Acts the period of the order plus a further two years after the order expires five years from the date of conviction whichever is the longer
The following rehabilitation periods are for specific types of military punishment, with these rehabilitation periods being halved for offenders under the age of 17 at conviction.
For cashiering, discharge with ignominy or dismissal with disgrace 10 years
For simple dismissal from the service 7 years 
For detention 5 years
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Appendix 1
To be completed and returned to:

HR Department

The Skinners’ Kent Academy

Blackhurst Lane

Tunbridge Wells

Kent TN2 4PY
	Name 


	Daytime Telephone No



	Address


	Evening Telephone No

	
	Post Applied for

SENCO 

	Email address
	

	Current Position (i.e. School and Post)


	Current Point on MPS or salary

	QTS (if applicable)

Yes/no
	National Insurance No.

	Number of Days Absent during the last year (if more than 5 days, please give reasons)



	Are there any health problems that you would like to bring to our attention?  (if yes please give details) All successful applicants are subject to Occupational Health Screening.

Removed to comply with 2010 Equality Act.  Please note, for jobs involving working with children or vulnerable adults, the statutory regulations require us to ascertain whether the physical and mental fitness of persons appointed to such roles is at an appropriate level prior to any confirmation of appointment



	Signature


	Date
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Blackhurst Lane, Tunbridge Wells, Kent 


TN2 4PY


Telephone: 01892 534377


Fax: 01892 516203


e-mail: � HYPERLINK "mailto:hr@skinnerskentacademy.org.uk" �hr@skinnerskentacademy.org.uk�


web page: � HYPERLINK "http://www.skinnerskentacademy.org.uk" �www.skinnerskentacademy.org.uk�


APPOINTMENT OF


SENCO





to commence from April or September 2012 





Closing date 5pm 9th February 2012





Please follow application instructions included in this pack
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