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Hanley Castle High School

SEN Department

Job Description


	POST TITLE:
	Senior Learning Support Assistant

	

	TERMS & TENURE:
	Permanent contract, 35 hours per week, term time only plus 5 Teacher Training Days

Grade 3, SCP 7-17  20,493-£24,491 FTE dependent on experience 

	

	LINE MANAGER:
	SENCO

	
	

	STAFF SUPERVISED:
	All Grade 1 and 2 LSAs


	OBJECTIVES OF THE POST

•   To work closely with the SENCO and SEN team to implement effective strategies to improve the intellectual, social and emotional development of students with SEN.




	MAIN DUTIES

To:

•
Assist the Aspire Senior Student Support Officer in the daily running of the Aspire Office.

•
Lead all facilitations of exam access arrangements 

· support exams officer in day to day delivery of exam access arrangement provision
· assist with exam room set up for SEN/D students
· co-ordinate LSA training for exam reader/scribe provision
•
Tracking, monitoring and reviewing of all SEN/D students such as:

· Student trawls

· LSA observations 

•
Update SEN/D register and assist in the preparation of contextual information for Governors.

•   Provide daily briefing for LSAs.

•   Termly and daily organisation of the LSA timetables (including student exam support), making considered changes where appropriate.
•   To contribute to managing all aspects of the day to day organisation in the department:

· Emails

· Manage room bookings

· Preparing rooms for meetings

· Collecting visitors

· Organise student appointments.

•  Contribute to the Departmental Self-Evaluation process.

•
Support and advise the Grade 1, Grade 2 and Grade 3 LSAs of daily changes and other important information.

•   Work closely with the SENCO in planning for the development of the department.

•   Provide ongoing daily support to students with SEN and/or emotional needs.

•   Manage and problem-solve telephone calls from parents, staff and external agencies. 

•   Work closely with the SENCO and Aspire Senior Student Support Officer to maintain up to date student passports.

•   Keep abreast of new legislation and initiatives in SEN/D at national and local level.

•   Any other appropriate task, as directed by the SENCO and Aspire Senior Student Support Officer, such as classroom support and admin support.



	QUALIFICATIONS REQUIRED (ESSENTIAL):

Qualified Status – see Person Specification




	OTHER

This job description may be amended by agreement.




	HEALTH AND SAFETY

The post holder is required to make positive efforts to maintain their own personal safety and that of others by taking reasonable care, carrying out requirements of the law following recognised codes of practice.  The post holder is also required to be aware of and comply with the LA and School’s policies on health and safety.




	COMMITMENTS

Commitment to the community ethos of the school, helping to promote appropriate behaviour and correct uniform wearing when dealing directly with pupils and to Equal Opportunities and Safeguarding.
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