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   THE HOLLYFIELD SCHOOL

JOB DESCRIPTION

Post:

           Teaching Assistant – The Phoenix Provision
Name                              
Grade:                            Points 6 to 8
Hours:
                          36 hours per week

 

                        
            Mondays: 8:10am until 3:45pm

                                         Tuesdays, Wednesdays & Thursdays: 8am until 3:45pm

                                          Fridays: 8:10am until 3pm

                                          (includes 20 mins lunch break)

                                          Term time only (39 weeks per year)

Line Manager:
           Teacher in Charge of The Phoenix Provision
PURPOSE

To assist in the support and integration of children with SLCN, based in The Phoenix Provision, within The Hollyfield School.

1. Develop knowledge and understanding of the National Curriculum in Key Stages 3 and 4.

2. Develop knowledge and understanding of the Code of Practice for students with Special Educational Needs.

3. Develop knowledge and understanding of students with Special Educational Needs, concentrating on how to assist in their progress and development.
4. Support teaching staff to manage learners’ behaviour constructively and promote self-control and independence.
5. Support students’ learning as effectively as possible in large group, small group, or individual situations according to the Pupil Passport. This may involve:

· Clarifying and explaining instructions;

· Ensuring student is able to use equipment provided:

· Motivating and encouraging student;

· Assisting in areas of need, e.g. language, behaviour, reading, hand writing, presentation, organisation, hearing, sight, SLCN etc.

· Helping students concentrate on and finish work set;

· Meeting physical needs whilst encouraging independence;

· Devising differentiated work sheets in liaison with class teacher;

· Setting individual and small group homework;

· Pre-teaching vocabulary and subject specific concepts;
· Accompany SEN students on school trips.

· Run extra curricular activities.
· KS4 small groups and 1:1s require focussed planning and differentiated resources to support the learning needs of those pupils.

6. Facilitate Access Arrangements for internal, mock and public exams, having undertaken invigilator and reader/scribe training. This may include:

· Acting as a reader

· Acting as a scribe

· Acting as a prompter

· Acting as a practical assistant

· Facilitating supervised rest breaks

· Acting as invigilator for SEN small rooms

· Collecting exam papers from Exams Manager prior to exams

· Setting up exam rooms (seating allocations, laptops, recording statutory information on whiteboard, etc)

· Ensuring students using word processors are escorted to Exams Office to print and verify exam answer papers

· Ensuring timely and secure delivery of completed exam papers to Exams Office
7. Develop methods of promoting and reinforcing children’s self-esteem.

8. Assist the teacher in charge of The Phoenix Provision in the development of suitable programmes of support and strategies for students with SLCN, including Zones of Regulation, Social Thinking and Emotional Coaching.
9. Attend relevant training in order to attend to the students’ personal needs and implement related personal programmes, including social, health, physical, hygiene and welfare matters.

10. Maintain records for allocated students.

11. Participate in evaluation of support programme.

12. Liaise regularly with subject teachers about delivery of schemes of work and differentiation of classroom materials.

13. Foster links between home and school whilst ensuring that all parental contact is friendly, supportive and professional.
14. As a Keyworker to be responsible for writing the Annual review Report for an EHCP pupil and ensuring that all relevant documents are collated prior to the meeting.
15. Contribute to reviews of students’ progress.

16. Liaise regularly with all appropriate professionals about students’ progress.
17. Actively promote the inclusion and acceptance of all pupils.
18. Attend relevant in-service training and professional development courses.

19. Understand and implement school policy in all areas, including behaviour and uniform regulations.
20. Encourage and model positive pupil behaviour in line with the school’s policy and encourage pupils to take responsibility for their own actions.

21. Supporting and attending whole school events including the October Open Evening.
22. Contributing to the school duty rotas.

23. Supervising student work in the time out room

24. Undertake any other reasonable task as may be directed by the Headteacher.
Person Specification:
Essential:

· Eligible to work in the UK

· Flexible, self-motivated and resilient.
· Able to work both as part of a team and independently

· A positive pro-active attitude
· A willingness to work flexibly in the context of a provision within a mainstream school

· An excellent understanding of Speech, Language and Communication Needs, including ASD
· Experience of working closely with students with SLCN in a classroom setting, helping them to develop their independence 
· Experience of supporting students with ASD in a classroom setting, under the direction of a specialist teacher, the SENCO or class/subject teacher
· Evidence of training about SLCN and ASD

· Capacity to help students develop their personal, emotional and social skills, implementing behaviour support plans and delivering pastoral care as agreed with the SRP team, using strategies such as SCERTS and Zones of Regulation

· Ability to develop a good understanding of the specific needs of students in the SRP, including their individual targets and establishing supportive relationships with students

· Able to support students transitioning between the provision and mainstream classes

· An understanding of the principals of safe guarding as they apply to this role and setting

· To maintain an appropriate learning environment to meet the needs of students placed in the SRP, as well as produce resources in order to promote quality and independent learning

· Literate and numerate to a confident level
Desirable:

· Good I.T skills

· Moving and handling experience
· Qualifications and interest in a range of SEN

· Experience of working with secondary age students
	Other Specific Duties:

	To continue personal development as agreed.

To engage actively in the performance review process.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description 

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

Supporting and attending whole school events including the October Open Evening.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

	

	This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.


Postholder’s signature:_______________________________   Date:___________________

Headteacher’s signature:_____________________________   Date:___________________

