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	The Friary School

	Job Description: Student Support Assistant
	Grade: 6 (9 - 15)
	Date: May 2024


	Hours of work: 37 hours Monday – Friday 8am – 4pm, Permanent, Term Time (39 Weeks)


	Responsible to: SENCo, Deputy Headteacher



	[bookmark: _Hlk131579987]Statement of Purpose
To help children and young people develop socially and academically to overcome barriers to academic progress and personal development.

	Support to Pupils
· To develop an effective relationship with pupils needing support to achieve their academic potential.
· To mentor pupils requiring additional social and emotional support.
· To assist in the identification of those children who would benefit most from help with their Social, Emotional and Mental Health 
· To assist in the identification of those children who would benefit from academic intervention.
· To draw up and implement an action plan for identified pupils who need support.
· To maintain regular contact with families/carers of children in need of extra support, to keep them informed of the child’s needs and progress.
· To monitor homework and coursework completion for selected students.
· To remove disruptive pupils from classrooms as required by staff.
· To monitor the well-being of students and take appropriate action where there is a safeguarding concern.
· To record actions taken where there are safeguarding concerns.
· To monitor attendance and address emerging concerns with parents and pupils.
· To refer to and liaise with outside agencies around support for pupils.
· To be responsible, under the oversight of the SENDCO, for drawing up and monitoring Individual Education Plans for identified pupils as required.
· To maintain records of parental contact, pupil intervention and meetings with outside agencies.

Support to Strategic Management
· To liaise with the senior leadership team and the SENDCO regarding best practice for helping pupils with underdeveloped basic skills.
· To liaise with teaching staff regarding best practice for helping pupils who are underachieving in identified areas of study.
· To liaise with safeguarding leads regarding actions where there is a safeguarding concern.
· To liaise with Head of House regarding programmes of support for identified students.
Support to School (this list is not exhaustive and should reflect the ethos of the school)
· To promote and safeguard the welfare of the students you are responsible for or come into contact with.
· To be aware of and comply with policies and procedures relating to child protection, health, safety, security, confidentiality and data protection, reporting all concerns to an appropriate person.
· To be aware of, support and ensure equal opportunities for all.
· To contribute to the overall ethos / work / aims of the school and Trust.
· To appreciate and support the role of other professionals.
· To attend and participate in relevant meetings as required.
· To participate in training and other learning activities and performance development as required.
· To assist with student needs as appropriate during the school day.


	Professional Accountabilities (This list is not exhaustive and should reflect the ethos of the school):	
The post holder is required to be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.  In addition, they are to contribute to the achievement of the school’s objectives through: 

Safeguarding
· Promote and safeguard the welfare of children and young persons you are responsible for or come into contact with.

Financial Management 
· Personally accountable for delivering services efficiently, efficiently within budget and to implement any approved savings and investment allocated to the service area. 

People Management 
· To comply and engage with people management policies and processes
· Contribute to the overall ethos/work/aims of the school.  
· Establish constructive relationships and communicate with other agencies/professionals.
· Attend and participate in regular meetings. 
· Participate in training and other learning activities and performance development as required. 
· Recognise own strengths, areas of expertise and use these to advise and support others. 

Equalities
· Ensure that all work is completed with a commitment to equality and anti-discriminatory practice, as a minimum to standards required by legislation. 

Health and Safety 
· Ensure a work environment that protects people’s health and safety and that promotes welfare and which is in accordance with the Academy’s Health and Safety policy.

Note 1:
The content of this job description will be reviewed with the post holder on an annual basis in line with the Academy’s performance and development review policy.  Any significant change in level of accountability that could result in a change to the grade must be discussed with the post holder and the relevant trade union before submitting for re-evaluation.















	Essential Criteria
	Measured By

	Experience
· Experience of working in an education setting committed to the inclusion agenda.
· Experience of working with pupils demonstrating challenging behaviour or dealing with disadvantaged circumstances.
· Experience of helping pupils with underdeveloped basic skills.
	


AF/I



	Qualifications/Training
· Very good numeracy/literacy skills equivalent to GCSE grade C and above
· NVQ Level 3 or equivalent in relevant area.
	
AF/I

	Knowledge/SkiIIs
· Strong numeracy and literacy skills.
· Ability to manage own workload and work on own initiative.
· Ability to work constructively as part of a team.
· Excellent interpersonal skills.
· Good ICT and record keeping skills.
· Ability to communicate effectively both orally and in writing.
· Good organising, planning and prioritising skills.
· Methodical with a good attention to detail.
· Ability to relate well to children and to adults, Excellent communication skills.
	

AF/I

	Behavioural Attributes
· Identifies and promotes best practice and encourage the sharing of ideas.
· Understands the schools development plan and how it relates to team and individual objectives,
· Proactively seek opportunities to increase job knowledge and understanding
· Requires minimum supervision
· Identifies and overcomes barriers and manage risks
· Demonstrates focused implementation of role and responsibilities. 
· Is accountable for own development.
· Works with others to resolve differences of opinion and resolve conflict.
	

AF/I


Student Support Assistant
Person Specification


The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  This post is subject to a ‘disclosure’ check under the Rehabilitation of Offenders Rehabilitation of Offenders Act 1974.  Further details regarding this check are available from schools or by visiting www.gov.uk/government/organisations/disclosure-and-barring-service
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