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St John Fisher RC Primary School

      SEN Support Assistant – Job Description
Title of Post: 


SEN Support Assistant (HLTA)                     
Status of Post:  


Full-Time 32.5 hours (5 days per week), Permanent
Salary Grade:                          
Grade F SCP17 £24,920 – SCP22 £27,514 (FTE)
Line Manager:                        
Headteacher, members of SLT and the         

                                             
Governing Body
Core Purpose:

· To work as part of the Support Staff Team in supporting and including pupils with learning difficulties/disabilities in classes
· As a SEN Support Assistant, you will be expected to guide individuals or small groups of pupils with Special Educational Needs (SEN), work both within and outside of the classroom, under the direction of the SENDCo and teachers as well as independently
· The objectives of a SEN Support Assistant will differ according to the individual requirements of each pupil. The overall function is to support SEN pupils with varied needs through the academic, personal and behavioural elements of school life
· Be responsible and accountable for achieving the highest possible standards in work and conduct

· To treat pupils with dignity, building relationships always rooted in mutual respect and observing proper boundaries appropriate to a professional position 

· Work proactively and effectively in collaboration with learners, parents/carers, governors, other staff and external agencies in the best interests of the pupils

· Take responsibility for promoting and safeguarding the welfare of children and young people within our school

Duties and Responsibilities
· Supporting SEN pupils on a 1:1 basis or small groups. 
· Providing targeted support both inside and outside of the classroom. 
· Work on differentiated activities with individual and groups of students. 
· Liaise with SENDCo to deliver SEN provision. 
· Assist with the development and implementation of EHCP, Individual Education/Behaviour Support Plans, and/or Communication, Sensory and other programmes
· Developing social/emotional skills (depending on the individual need), promoting positive self esteem. 
· Working with teachers to monitor progress of pupils.
· Deliver targeted interventions directed by the SENDCo
· Demonstrate an understanding of and take responsibility for promoting high standards of spoken English

· In liaison with the class teacher use an appropriate range of observation, assessment, monitoring and recording strategies as a basis for setting challenging learning objectives for pupils of all backgrounds, abilities, and dispositions, monitoring learners’ progress and levels of attainment

· Make accurate use of assessment to monitor pupils’ progress, set targets and plan next steps in learning

· Give pupils timely feedback, both orally and through accurate marking. Encouraging pupils to respond to feedback, reflect on their learning and be proactive in challenging themselves further

· Contribute to reviews and assessments of pupils in writing (following any guidelines provided) and/or verbally
· Administer routine tests, help invigilate exams and undertake routine marking of pupils work
· Be responsible for safeguarding and promoting the welfare of children.
· Follow all school policies and procedures. 
· Attend all school training days and meetings as required. 
· Carry out any other duties as required by the Headteacher, SLT or SENDCo.
· To support in providing personal care for children with medical conditions or who require intimate care

Creating a Christian ethos

You will be required to work with the Headteacher and all staff in embodying the Christian ethos and culture of our school as set out in our Mission Statement. You will help to create an environment for teaching and learning that will support all children to achieve the highest potential. You will be required to:
· Attend and take part in acts of collective worship

· Deliver school policy on Religious Education

· Ensure that pupils have a safe and caring environment

· Foster excellent relationships between all members of the school community

· Promote and celebrate our school and all it stands for
· Act as an outstanding model of professionalism in conduct, presentation and standards of expertise and commitment.

· To perform other duties as requested by the Headteacher when required
Behaviour and Safety 
· Be responsible for promoting and safeguarding the welfare of children and young people within the school, raising any concerns by following the school’s protocols and procedures for Safeguarding
· Establish a safe, purposeful and stimulating environment for pupils, rooted in mutual respect and establish a framework for discipline with a range of strategies, using praise, sanctions and rewards consistently fairly in line with our Behaviour Policy
· Maintain good relationships with pupils, exercising appropriate authority and acting decisively when necessary
· Be a positive role model and demonstrate the same consistently high standards of behaviour, attitude and values as expected of the children

· Carry out playground and other duties as directed
Teamwork and Collaboration
· Participate in any relevant meetings/professional development opportunities within the school which relates to the pupils, curriculum or organisation
· Work as part of a staff team looking at opportunities to develop and share outstanding practice 
· Ensure that colleagues working with you are clear about their roles and responsibilities 
Fulfil Wider Professional Responsibilities
· Work collaboratively with others to develop effective professional relationships

· Communicate effectively with parents/carers with regard to pupils’ achievements and well-being using school systems/processes as appropriate
· Communicate and co-operate with relevant external bodies 
· Make a positive contribution to the wider life and ethos of the school 
Administration 
· Register the attendance of and supervise learners, before, during or after school sessions as appropriate 
Professional Responsibilities 
· Be responsible for improving your knowledge and skills through participating fully in training and development opportunities identified by the school or as developed as an outcome of your appraisal 

· Proactively participate with arrangements made in accordance with the Appraisal system
Other 
· To have professional regard for the ethos, policies and practices of the school in which you teach, and maintain high standards in your own attendance and punctuality 

· Perform any reasonable duties as requested by the headteacher 

Note 

This job description is not your contract of employment or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation. This job description and allocation of particular responsibilities may be amended by agreement from time to time. 
