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AES Job Description – Professional Support Staff

	Name: 
	Team: 


Intervention Team


	Post:
 


SEND Assistant
	Scale:


3
Point:


5-6


	Date appointed to post: 
	Date appointed to 
school: 


	Senior Line Manager: 
Business Manager

	Immigration Status: 

	Line Management 
Responsibilities: 

None
	Hours: 


30 Hours p/w Term Time



And 3 Training Days


	Line Manager:


SENDCO 

	Job purpose: 
To work in partnership with SENDCO, and the class teachers to support the progress, learning, achievement and wellbeing of SEND students particularly those who are disabled or suffer from medical conditions, in line with the national curriculum, codes of practice and school policies and procedures.  




	TEACHING, LEARNING AND ASSESSMENT
· Through reading and research, ensure our SEND students have access to the best resources available to support their learning appropriate to their physical and medical needs.

· Ensure appropriate inclusion of SEND students at AES in the mainstream classroom

· Assist the class teacher in developing a suitable programme of support for students who need additional help to access the curriculum.

· Take an active role in the preparation, maintenance and development of a range of learning materials and resources to support students’ learning.
· Working with individuals or groups of children to contribute to their academic progress.
· Understand specific learning needs and styles and provide differentiated support to students individually and within a group.
· Provide support and invigilation for students in examinations when required.
· Support the implementation of planned learning activities/teaching programmes of study as agreed with the teacher, adjusting activities according to students’ responses as appropriate. 
· Participate in planning and evaluation of learning activities with the teacher, writing reports and records as required. Discuss expected learning outcomes with teacher and agree upon success criteria.
· Provide oral and written feedback to students in relation to attainment and progress under the guidance of the teacher.
· Monitor and record student progress and learning outcomes in the classroom, drawing any problems, which cannot be resolved easily, to the attention of the teacher.
· Track and monitor the progress of SEND student in this group, identifying patterns, trends and concerns in the data and reporting this to SENDCO for planned intervention.
· Support the use of ICT in the classroom and develop student’s competence and independence in its use.
· Carry out observations after consultation with the teacher about purpose and feedback to teachers strategies which commonly have a positive influence on the student so best practice is shared.
· Lead and support specific intervention programmes which support students in this group.
· Plan and support additional learning such as alternative programmes in KS4 and Social Skills, Lego therapy and other programmes in KS3. 
· To work with SENDCO to support Child Protection Procedures to support nominated children.
· To understand, promote and act in accordance with  the school’s policy and practice regarding  safeguarding and the welfare of children and young people 



	PERSONAL DEVELOPMENT, BEHAVIOUR AND WELFARE:

· Promote positive student behaviour in line with school policies and help keep students on task

· Report any progress towards targets for children with Behaviour Support Plans to the teacher monitoring this.

· Promote social and emotional development of pupils 
· Support pupils in developing appropriate relationships
· Employ strategies agreed by school via policies to raise self-esteem, such as rewards system and praise.

· Support students in developing independent and collaborative study skills in order to optimise learning

· Support extra-curricular activities for SEND students such as Lunch Club and Lego Therapy

· Ensure the highest possible standards of clinical procedures are maintained.



	GENERAL:

· Promote the inclusion and acceptance of children with special needs within the classroom and school community, ensuring access to lessons and their content through appropriate clarification, explanation and resources.
· Promote independent learning, encouraging SEND students to take responsibility for their own learning and promoting development of self-esteem.
· Work as part of team to support students with learning difficulties within the classroom, off-site and with extra-curricular activities. 
· Work alongside teachers and professional support staff to meet students’ individual learning and behavioural needs through individual and small group work. 

· Liaise with parents concerning students’ academic progress, behaviour, personal development and welfare.

· Liaise with SENDCO, Student Intervention Manager, classroom teachers and other relevant professionals and provide information about students and their progress as appropriate and ensure continuity and appropriateness of the support provided.

· Establish positive relationships with students supported.
· Attend relevant training and take responsibility for own development, taking part in the performance management review in discussion with your line manager.

· Attend relevant school meetings as required.
· To promote and work within the Child Protection policy and procedures supporting SENDCO and DSL to support nominated children.

· The duties are neither exclusive nor exhaustive and the post holder may be required by the Headteachers to carry out appropriate, reasonable additional duties, including supporting other Professional support Staff teams within the context of the job, skills and grade.


	INTERNATIONAL ETHOS:
· To support and promote the school’s distinctive ethos and curriculum.
· To support the school visits programme e.g. taking part in a visit or supporting school-based alternative activities etc.
· Be familiar with the varying needs and characteristics of different faiths and cultures.


	ADMINISTRATIVE/CPD:
· Assist SENDCO in organising special arrangements for examinations including extra time and rooming for SEND students.
· Monitor and record student responses, learning achievements, and progress against targets.
· Write reports as a record of review meetings with parents and other professionals.
· Track and monitor progress data, following termly capture.
· Work with SENDCO to update and review the SEND register, provision maps and passports.
· Attend meetings related to SEND students, if required.
· Undertake any training commensurate with the post.




AES PERSON SPECIFICATION

SEND ASSISTANT
	Experience


	· Successful recent experience working with secondary age children

· Working effectively as part of a team



	Qualifications


	Essential

· Level 2 (or equivalent) in English and Mathematics (at least grade C)
· Good general standard of education – GCSEs or equivalent

	Desirable:

· Level 2 in learning support or other equivalent qualification


	Knowledge, Skills & Aptitudes


	Teaching, Learning & Assessment:

· Knowledge of relevant SEND codes of practice and school policies

· Knowledge of basic ICT to support learning 

· An understanding of the nature of Citizenship both as a concept and as a teaching subject

· An understanding of pedagogy and the strategies required for ensuring that pupils of all abilities can achieve despite and medical or health conditions
· The skills needed to work successfully in a team and to contribute to group thinking and planning

· A positive approach to work, based on finding solutions to any given problem.

·  An ability to build rapport and positive relationships with children who present challenge. 

· An ability to be flexible and creative

· An ability to follow instructions accurately

· An ability to use own initiative and work independently

· An ability to communicate effectively with adults and children, verbally and in writing

· An ability to motivate, inspire and have high expectations of pupils

· An ability to work calmly under pressure, showing patience, enthusiasm, resilience, initiative and kindness in adversity

· An ability to record and assess pupil progress/performance data

· A strong “can do” attitude



	
	Personal Development & Welfare: 

· An understanding of Child Protection, Keeping Children Safe in Education and Safeguarding policies and procedures

· A commitment to safeguarding and promoting the welfare of children and young people 

· A belief that in schools we can make a difference to the lives of young people and thereby make the world a better place

· An awareness of, and commitment to equalities of opportunity and inclusion in education


	
	International: 

· An understanding of, commitment to or willingness to fully embrace an internationalist ethos and vision  

· A willingness to accompany school visits abroad each year if required and to assist in the supervision of classes whilst other colleagues are accompanying visits



	
	Administrative/CPD:

· A commitment to their own personal development and the continuing progress of the school 

· Effective time management and the ability to maintain a proper work-life balance

· Effective use of standard IT programs such as Word, Excel and PowerPoint 

· An ability to administer, manage and evaluate systems and policies in the SEND department an awareness of, and commitment to equalities of opportunity and inclusion in education


SEND Assistant JD - 30 hours pw - OCT 24

