JOB DESCRIPTION

POST TITLE:		Teaching Assistant SEND 

GRADE:			6 Pt 12 Starting FTE £22,571 (Pro Rata £17,483.76) – HLTA

Hours			8:30 – 4:00 Monday – Thursday, 8.30 – 3.30 Friday Term Time only

MAIN PURPOSE:	To support students with their special educational learning needs. Remove barriers and provide supportive strategies that enable them to make progress.

RESPONSIBLE TO:	Special Educational Needs Co-ordinator / Assistant Leader of SEN 

MAIN RESPONSIBILITIES – HLTA

Support for Students
· Assess the needs of the students and use detailed knowledge and specialist skills to support students’ learning and access to the curriculum.
· Manage and deliver pastoral support to students, assisting in their social, emotional, health and hygiene development.
· Contribute to the planning and preparation of differentiated learning activities.
· As directed by the SENCo, take responsibility for delivering planned curriculum activities and provide advice on necessary adjustments within teaching environments.
· Encourage and promote the inclusion and acceptance of all students and lead on central guidance with regards to the inclusion of SEND students.
· Establish constructive relationships with students, interacting with them according to individual needs, setting challenging and demanding expectations whilst promoting self-esteem and independence.
· Attend to students’ identified needs and develop and implement behaviour/support/mentoring plans and strategies as necessary according to individual learners’ needs.
· Provide information and advice to enable students to make choices about their own learning/behaviour/attendance.
· Provide feedback to parents and students in relation to progress, achievement, behaviour, development and attendance in relation to their SEND.
· Undertake comprehensive assessment of students to determine those in need of particular adjustments in order to access a broad and balanced curriculum.
· Liaise with parents regarding any aspects of a student’s learning and support needs.
· Liaise with specialist services on behalf of individual students, eg Educational Psychologists, by agreement with the SENCo and parents of the learner.
· Attend and chair Coordinated Plans for key students under the direction of the SENCo and review meetings.
· Become involved in the planning cycle, managing the preparation of equipment and resources to assist those who need help to overcome barriers to learning.
· Undertake programmes of transition support for learners coming up from Year 6 and for learners moving on from year 11 or 13.
· Devise transition plans for learners to include communication assessments and aspects of support in preparation for secondary school.

Working with Individual Students in Mainstream Lessons

· Organise and manage appropriate learning environment and relevant resources relating to SEND learners.
· Work with the Teacher and SENCo in lesson planning, evaluating and adjusting plans as appropriate, to meet individual need.
· Monitor and evaluate students’ responses to learning activities through observation and feedback to the class teacher against pre-determined learning objectives within the framework of outcomes determined in the learner’s EHCP.
· Provide detailed and regular feedback to the Teacher and SENCo on student achievement, progress and other matters e.g. behaviour, attendance, communication choices and monitoring statistics.  Manage the compilation of records, information and data and produce reports for analysis.
· Contribute to behaviour management within the school and take charge of situations to allow the teacher to continue to work with others.
· Promote positive values, attitudes and good student behaviour, dealing promptly with conflict and incidents in line with established policy and encourage students to take responsibility for their own behaviour.
· Support the role of parents in feedback on students’ learning and contribute to/lead meetings with parents to provide constructive feedback on student progress/achievement and SEND issues, in particular for key students.

Supporting the Curriculum

· Deliver learning activities to students within agreed system of supervision, adjusting activities according to student responses/needs and guide teaching staff on adjustments needed.
· Deliver local and national learning strategies and make effective use of opportunities provided by other learning activities to support the development of students’ skills in preparation for adulthood.
· Provide additional support for children who need additional ICT skills, assistive technologies or technical aids to communication.
· Co-ordinate Continuing Professional Development for Teaching Assistants in Liaison with the SENCo and Lead Officer in the Local Authority.

Supporting the School

· Be aware of, and comply with, policies and procedures e.g. safeguarding, health, safety and security, confidentiality and data protection, dealing with/reporting concerns to an appropriate person.
· Be responsible for the provision of out-of-school learning activities within guidelines established by the school and ensure that the planning of trips includes an accessibility assessment where needed.  Supervise students on visits and trips as required.
· Develop and maintain effective relationships with staff, parents, carers and relevant external agencies.
· Attend and participate in regular meetings as required.
· Establish communication packages (including communication scaffolding, differentiated worksheets, vocabulary sheets, etc) for learners as necessary to support their integration within the classroom.
· Provide short-term (or previously agreed) cover within any age group in response to teacher absence.

Each HLTA will be largely responsible for one area but will liaise and work as required across the whole Learning Support Department.

EQUALITY OPPORTUNITY
The post holder will be expected to undertake all duties in the context of and in compliance with the school’s and council’s equal opportunities policies.




SAFEGUARDING CHILDREN
The school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. The successful candidate will require an enhanced DBS clearance.

This job description will be reviewed periodically.

This job description sets out the main duties of the post at the date when it was drawn up.  Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.

Person Specification

	Person Specification
	Essential
	Desirable

	Qualifications
	Good Standard of Education 
	Degree or equivalent further education

	Working with Children and Young People: Safeguarding
	Motivated to work with children and young people to ensure they are successful
Commitment to, and belief in, the equal value of all students
Ability to form and maintain appropriate relationships and personal boundaries with children and young people
Emotional resilience in working with challenging behaviour and attitudes to use of authority and maintaining discipline
Ability to raise self-esteem and expectations of children and young people
	

	Knowledge and Experience
	Knowledge and experience of the requirements of safeguarding within schools, including Child Protection
Knowledge and experience of school behaviour systems and related government guidance
Experience of working with young people aged 11 – 18 Years of age
Knowledge of a specific curriculum area e.g. English
Knowledge of behaviour management
	

	Skills
	The ability to communicate and liaise effectively and confidently with a wide range of people 
Unconditional and positive regard for the wellbeing of young people.
Commitment to promote the self-esteem of vulnerable young people and support them
back into education and work.
	Experience of using SIMS (school’s information management system)

	Personal Qualities
	Communication skills to influence, persuade, motivate and engage with a wide range of children, young people and their families
Ability to communicate effectively and relate well to other stakeholders
Warmth, confidence and empathy informed by a clear sense of purpose in working with children and young people
Physical and emotional resilience and reliability under pressure: managing the unexpected!
Working part of a team to perform to a high standard
Creativity, energy and enthusiasm
Efficient and organised: independent and effective in time management, with a strong ability to prioritise
A willingness to be flexible and adaptable
Good sense of humour
A clear ability to work under own initiative and display flexibility
	

	Additional Requirements
	Willingness to contribute to the wider aspects of school life
Evidence of commitment to professional development
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