
Saltburn Learning Campus Job Description

Teaching / Learning Support Assistant
Salary:

Scale C
 Points 14 - 16
Responsible to: 
Special Educational Needs Co-ordinator (SENCO) (SPS) / Inclusion Manager (HS) 
Hours:
To be agreed, maximum 32 hours per week, 39 weeks per year 
Normal hours:
To be agreed. Note for a 32 hour contract, 30 hours per week will be timetabled, the remaining two hours per week will be logged as allowance for when meetings or other activities take place beyond the normal working day. 


30 minutes (unpaid) per day will be allocated as a lunch break but it may be necessary to take this outside the normal school lunch time. However this time will be scheduled and only changed with advance notice unless there are exceptional circumstances. 

Main Roles and responsibilities:

Work under the guidance of teaching/Senior Staff and within an agreed system of supervision, to implement agreed work programmes with individuals or groups, in or out of the classroom.  This will involve assisting the teacher in the whole planning cycle and the management/preparation of resources.  The primary focus will be: 

· to support learners with Special Educational Needs or Disability (SEND) to access a broad and balanced curriculum whilst integrating them as fully as possible into the educational and social life of the school and developing their sense of self-worth, desire to learn and acceptance of challenge.

· to support teaching staff in developing and differentiating appropriate learning materials for learners with SEND.

· to provide access for learners with SEND to learn as effectively as possible, both in group situations and individually.

Specific Responsibilities:

Supporting the Teacher

· Create and maintain a purposeful, orderly and supportive environment, in accordance with lesson plans and assist with the display of learners’ work

· Use strategies, in liaison with the teacher, to support learners in achieving learning goals

· Assist with the planning of learning activities for learners with SEND
· Monitor the responses of learners with SEND to learning activities and accurately record achievement/progress, problems etc

· Promote good learner behaviour, dealing promptly with conflict and incidents in line with established policy and encourage learners with SEND to take responsibility for their own behaviour

· Establish constructive relationships with parents/carers 
· For learners with SEND, administer routine tests, invigilate exams and undertake routine marking of the learners’ work for diagnostic purposes to inform planning
· Provide clerical/admin support e.g. photocopying, typing, filing, recording information etc related to learners with SEND
Supporting the Learner
· Work with individuals or small groups of learners with SEND to aid them to learn as effectively as possible.  This may involve:

· Drawing on knowledge and experience to develop an understanding of the learner’s specific educational and social needs in order to support progression and develop a positive working relationship

· Repeating, clarifying and explaining instructions.

· Ensuring the learner is able to use any equipment and materials provided, and assisting them to do so.

· Motivating and encouraging the learner as required.

· Assisting in identified areas of weakness, e.g. reading, spelling, handwriting, presentation, behaviour, etc.

· Helping learners to improve concentration and complete work set.

· Encouraging learners to improve their ICT skills to enable them to access the curriculum.

· Encouraging learners to interact with others and engage in activities led by the teacher

· Setting challenging and demanding expectations and promoting self-esteem and independence

· Providing feedback to learners in relation to progress and achievement under the guidance of the teacher

· Ensuring the safety of learners as they access learning activities

· Assist with the development and implementation of provision maps
· Promote the inclusion and acceptance of all learners
Additional Activities

· Develop and deliver lessons to individuals or small groups with SEND under the direction of the SENCo / ENCo.

· Contribute to reviews of learners’ progress e.g. attending relevant meetings or providing written reports.

· Provide support as directed by the SENCo/ENCo to enable learners to access internal and external exams and assessments 

· Administer testing of learners and record results for the SENCo/ENCo, school and external agencies when appropriate.

· Be available to support and assist learners in the Inclusion area during break and lunchtime under the direction of the SENCo/ENCo.

· Be allocated to a phase / year team with an expectation to be involved in  activities such as team meetings and curricular trips.
· Attend team, briefing, staff meetings and PD training sessions as required.
· Attend relevant in-service training.
· Be aware of the campus and school’s policies and procedures.
General: 

To undertake any other duties as required by the Headteacher commensurate with the level 2 of the Redcar & Cleveland Job Evaluation profile code I449
To participate in annual performance review and undertake INSET relevant to the post as required.        
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