[image: image6.png]The Key ) Leaders



[image: image7.png]The Key ) Leaders





	FORM


SENCO: interview tasks

Choose and prepare your interview tasks for a SENCO, so you can assess the candidate’s skills and ability to fulfil the duties of the role.
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Choose your task(s)

· Take a look at the person specification for the role and decide what criteria you'd like to see demonstrated in practice, rather than just talked about in an interview.

· Consider what's practical for you to do based on the time you have available with the candidate and who's available to help out, such as staff, governors or pupils.

· Click on a preferred task and you’ll be taken to an example you can give to the candidate and details about what you’ll need to do to prepare. 

	SKILLS TO TEST 
	RELEVANT TASK

	Time management and prioritisation 
	· In-tray exercise

	Attention to detail 
	· In-tray exercise
· Data analysis
· Pupil target scenario

	Analytical skills 
	· Data analysis
· Pupil target scenario

	Communication 
	· In-tray exercise
· Deliver a presentation 
· Pupil target scenario

	Listening 
	· Deliver a presentation 

	Giving feedback 
	· Observe a lesson 


Prepare your task(s)

· Check the task summary for key points to look out for, how long the task should take, what equipment the candidate will need, and what you’ll need to do to prepare the task for them

· Adapt/delete any text highlighted in yellow to suit the task(s) you’ve chosen to set

· Print out the ‘task overview’ page(s) of the chosen task for candidates, which include brief details of the task set 
In-tray exercise – summary

	OVERVIEW
	Provide candidates with a number of communication tasks and ask them to prioritise the tasks, and then complete them in the order of priority they’ve decided.

	SKILLS TESTED
	· Time management

· Resilience under pressure
· Ability to work to a deadline with a series of competing priorities
· Knowledge and judgement of what to delegate

	KEY POINTS TO LOOK OUT FOR
	There’s not one right or wrong way to approach this task. The candidate should prioritise tasks in a way that works for them and explains their reasoning. Look out for:

· Attention to detail, shown by spotting the potential consequences linked to certain tasks (particularly safeguarding)
· Clear, logical choices when prioritising their tasks
· Knowledge of the role and the information they need to do the job effectively
· The ability to delegate to appropriate staff members, when necessary

	TIME
	30 minutes + 10 minutes to discuss their response.

	EQUIPMENT 
	Computer, so they can type up their answers – this is likely preferable to asking the candidate to write on paper as it'll better simulate the usual way of working.

	PREPARATION
	Have the task overview and accompanying content ready on the computer for the candidate.


	TASK OVERVIEW 

	You have 30 minutes to:

· Look at each task and decide in which order they should be completed

· Number the tasks in the final column of this table, according to their priority, and note in the table provided which tasks are linked, and how

· Then, complete the tasks in the order of priority that you’ve decided – the table tells you what you need to do for each one


	Task
	Task / Item
	Response required
	Priority 
(1 being the highest)

	A
	Memo from class teacher 
	Draft a reply and note on the sheet any further action you would take
	

	B
	Prepare for annual review
	Note on the sheet what actions you would take
	

	C
	Call from the school office 
	Note on the sheet what actions you would take
	

	D
	Telephone message from a parent
	Draft a reply and note on the sheet any further action you would take
	

	E
	Email from the SBM  
	Note on the sheet what actions you would take
	


Task A: memo from a class teacher 

Dear SENCO,
I’m having some behavioural issues with Soraya. Her EHC plan includes 1-1 support to help her concentrate in class, but my TA has been off sick this week. She has been disruptive, including shouting out, distracting other pupils and refusing to complete her maths worksheets. 

Can you support me to handle these issues?
	YOUR REPLY AND ANY FURTHER ACTIONS YOU WOULD TAKE

	


Task B: prepare for annual review
A pupil has an annual review meeting for their EHC plan in 2 weeks. You need to schedule the meeting and gather paperwork from everyone involved.  
	WHAT ACTIONS YOU WOULD TAKE

	


Task C: call from the school office 

You get a call from the school office. They tell you that a pupil has arrived half an hour early for school. She is very upset and asking to speak to you before lessons start.
	WHAT ACTIONS YOU WOULD TAKE

	


Task D: telephone message from a parent  

You’ve received a telephone message from an irate parent. Mr Lewis is concerned that his child, who has autism, isn’t getting the support they need from the school.
	YOUR REPLY AND ANY FURTHER ACTIONS YOU WOULD TAKE

	


Task E: email from the SBM
Hi SENCO,
The headteacher is concerned about the value for money that we’re currently getting from our SEN provision. 

Can you please send me all the important information about this term’s expenditure for individual provision and interventions ahead of our meeting next Monday? 

	WHAT ACTIONS YOU WOULD TAKE

	


Data analysis – summary

	OVERVIEW
	Provide candidates with a selection of data about pupils with SEND. Ask them to identify pupils who appear not to be making expected progress, and suggest what type of support could be offered

	SKILLS TESTED
	· Ability to spot and suggest explanations for data trends

· Ability to explain data in clear terms

	KEY POINTS TO LOOK OUT FOR
	· Understand the different types of pupil data

· Be able to identify trends, and suggest explanations for them

· Have awareness of the limits of the data and what they can't tell you without speaking to other staff

· Be confident in how to take appropriate 'next steps' to improve pupil performance

· Communicate their ideas clearly

	TIME
	30 minutes + 10 minutes to discuss their response

	EQUIPMENT 
	Computer, so they can type up their answers – this is likely preferable to asking them to write it up as it'll better simulate the usual way of working.

	PREPARATION
	Select data that a staff member has already analysed so you know what trends you'd expect candidates to notice. Remember to anonymise it.


	TASK OVERVIEW 

	You have 30 minutes to write a report and action plan that summarises the pupil performance data provided. To meet the requirements in this task you’ll need to:  

· Identify 1 or more of the following: 

· Trends over time

· Individuals or groups of pupils that appear to be underperforming, as well as groups performing better than others

· For secondary schools: subjects and/or departments in which pupil performance is better or worse than others
· Provide a summary of the key points and issues that can be identified from the data

· Identify 3 to 5 priorities for action, with each priority justified using the data

	INFORMATION YOU’LL NEED 

	[Insert performance data]


Deliver a presentation – summary

	OVERVIEW
	The candidate presents their views on an aspect of SEND provision to staff.

	SKILLS TESTED
	· Presentation and communication skills

· Views on and knowledge of SEND issues
· Ability to answer questions

	KEY POINTS TO LOOK OUT FOR
	· Clear communication

· Content is tailored to the audience 

· Audience is engaged and impressed

· Confident response to questions
· Views match up with the school's vision

	TIME
	30 minutes on the day (or 1 hour before the day) + 15 minutes to 
present back

	EQUIPMENT 
	Paper and pens.

	PREPARATION
	· Decide on a topic (see suggestions below) and whether you’re going to assign it to candidates ahead of time or on the day

· Find a group of staff who can attend the presentation – ideally pick the same group for each candidate

· Arrange a time and place for the presentation

· Give our template record sheet (see Appendix 1) to each member 
of staff


	TASK OVERVIEW 

	If you’re allowing the candidate to prepare ahead of time: 

You’re tasked with presenting to a small panel. Select 1 of the following topics to present on:  

[Outline the topics you want the candidate to discuss – we’ve provided some suggestions below]
Spend no longer than 1 hour preparing your presentation. You will have 15 minutes to present. 

If you’re providing the topic on the day: 

You’re tasked with presenting to a small panel. Select 1 of the following topics to present on:  
[Outline the topics you want the candidate to discuss – we’ve provided some suggestions below]
You have 30 minutes to prepare your presentation and 15 minutes to present back. 
· The ‘graduated approach’ to SEN support

· Effective use of TAs to support pupils with EHC plans

· What makes a strong application for an EHC needs assessment

· How teachers can identify pupils who may have SEN

· How to work with parents of pupils with SEND




Observe a lesson – summary

	OVERVIEW
	Candidate observes a single lesson. They give feedback, both by talking directly to teachers and then writing up their thoughts.

	SKILLS TESTED
	· Identifying pupils who need extra support
· Evaluating the effectiveness of pupil support
· Ability to provide constructive feedback

	KEY POINTS TO LOOK OUT FOR
	· Observations are based on evidence
· Can identify methods used by the teacher/TA (e.g. differentiation or personalisation)
· Unafraid of being critical, but share their views in a constructive way

· Makes constructive suggestions about further adjustments/support that could be put in place

	TIME
	30 minutes + 10 minutes for teacher feedback + 10 minutes to write up feedback

	EQUIPMENT 
	Lesson observation template 

	PREPARATION
	Find an appropriate lesson that the candidate can sit in on, and get permission from the teacher to have the candidate sit in and discuss the lesson. 

Follow up with the teacher without the candidate to find out how helpful they found the feedback. 


	TASK OVERVIEW 

	You’re tasked with carrying out a lesson observation. 
After the lesson, you’ll discuss:

· Which pupils were having difficulties during the lesson

· How effective the support given to those pupils was

· What (if any) alternative support or adjustments could be offered
You’ll talk directly to the teacher(s) and then write up your thoughts.

	INFORMATION YOU’LL NEED 

	Fill this information out ahead of time, so the candidate has context for the class they’ll be observing. 

· The lesson aims

· Range of abilities in the class: 



Pupil scenario – summary

	OVERVIEW
	Candidates delivers an action plan for working with a pupil with SEN ahead of their target review meeting.

	SKILLS TESTED
	· Understanding pupil needs
· Empathy and a pupil-first approach

	KEY POINTS TO LOOK OUT FOR
	· Candidate takes the pupil’s specific needs and context into account
· Plans tailored communication strategies

· Shows empathy and understanding

· Makes sensible suggestions about how to support the pupil

	TIME
	30 minutes + 10 minutes to discuss their response

	EQUIPMENT 
	Computer, so they can type up their answers – this is likely preferable to asking the candidate to write on paper as it'll better simulate the usual way of working.

	PREPARATION
	Prepare an anonymised pack of information about a pupil including:

· A record of a pupil’s targets, and some information about how they’ve met them (this could be teacher feedback or the pupil rating how they feel about targets with smiley faces or a RAG rating)

· Their needs

· Their strengths, hobbies, and things they like about school


	TASK OVERVIEW 

	You have 30 minutes to respond to the following scenario, and 10 minutes to discuss it. 

Pupil A has a meeting coming up, where you will review their targets for this term and help them set some new ones. You need to work with them to plan for the meeting, but they are anxious about the meeting itself and have said they don’t want to attend. 

There is information below about how Pupil A has progress with this term’s targets, their needs, and their strengths. 

Write a plan for how you will prepare for the meeting with Pupil A, and then discuss it. 

You should include:

· How you’ll review this term’s targets with Pupil A
· How you’ll support Pupil A to participate in the meeting
· How you’ll set new targets and monitor them going forward
· [Anything else you’d like the candidate to discuss]   

	INFORMATION YOU’LL NEED 

	[Insert Pupil A information]
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Presentation scoring sheet for SENCO interviews
[Adapt this scoring sheet depending on the style of presentations]
Use our scoring sheet to mark presentations by candidates.
When scoring: 1 = very poor and 4 = excellent
Focus on the following 2 key aspects:
· How the candidate delivers the presentation

· The content of the presentation

Delivery

Candidate’s total score (out of 20): ___

	Points to consider
	score (1-4) and notes

	Introduction
	· Does it capture your attention?

· Does it give an outline of the topic and set the context?
	

	Supporting materials [if used]
	· Are any supporting materials of 
good quality?

· Are they used appropriately?

· Are they used effectively?
	

	Communication skills
	· Is the candidate articulate?

· Does the candidate engage the audience?
· Does the candidate clearly explain the material for non-specialists?
· Does the candidate establish a rapport with the panel?
	

	Personal attributes
	· Is the candidate confident in their delivery?

· Is the candidate inspiring?

· Does the candidate hold your attention?

· Does the candidate show authority, warmth, humour or empathy, as appropriate for the topic?
	

	Conclusion
	· Is the presentation brought to a sensible conclusion?

· Is it well summarised?

· Does the candidate invite questions?
	


Content

Candidate’s total score (out of 20): ___

	Points to consider
	score (1-4) and notes

	· Is there evidence of the candidate carrying out good research/having a good knowledge of the topic?
	

	· Does the candidate make salient points?

· Is the structure and content of the presentation appropriate for the title or 
remit given?
	

	· Does the candidate look at the big picture or focus too much on the details?
	

	· Does the candidate discuss outcomes, results or goals?
	

	· Is the presentation succinct and appropriate to the time available?

· Does the candidate keep to the time limit?
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