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METROPOLITAN COUNCIL


SERVICE AREA:
CHILDREN AND YOUNG PEOPLE

SECTION:

ROYDS HALL COMMUNITY SCHOOL

POST TITLE:      SENIOR EDUCATIONAL TEACHING ASSISTANT - COVER SUPERVISOR/LEARNING MENTOR (SECONDARY/PRIMARY)                                          

GRADE/SCALE:
Grade 7
PURPOSE OF POST

To provide short-term cover in the absence of the classroom teacher.

To support the school in addressing the needs of children to overcome barriers to learning to achieve their full potential, both inside and outside the school. 

KEY AREAS
1. Teaching support

2. Mentoring

3. Liaison

4. Provision of Information

5. General

DUTIES AND RESPONSIBILITIES

1.0 Teaching Support

1.1 To undertake duties in accordance with school practices and procedures, ensuring the postholder actively upholds and promotes the philosophies of the school.

1.2 To work under the direction of the class teacher/line manager to plan, and monitor pupils/students learning.  

1.3 To ensure that progress is clearly recorded in the relevant systems and relates to the learning objectives for pupils/students.

1.4 Under the direction of the teacher, to supervise activities and assist with the general management and control of pupils/students in school.

1.5 In conjunction with the teacher provide support to individuals and groups as required, on pre-planned activities to reinforce the teachers’ approach.

1.6 To undertake cover in the absence of the class teacher administering            pre-planned activities to whole classes.

1.7 Under direction of the teacher ensure equipment or materials are suitable for the learning activities.  To prepare materials and teaching aids where necessary.

1.8 To assist in training new and temporary members of the team, particularly on the behavioural management strategies or learning strategies followed by the teacher.

1.9 Under the direction of the teacher, work with individuals or groups of pupils/students in accessing school library and in the use of ICT.

1.10 In conjunction with the teacher/line manager to participate in and assist in supervision of educational visits. 

1.11 To undertake relevant training and development and performance management as required from time to time by the Head Teacher or LA.
2
Mentoring

2.1
In conjunction with the teaching and pastoral staff, participate in the comprehensive assessment of all children entering or returning to school.

2.2
Identify students who need extra help to overcome barriers to learning inside and outside school in Years 7-11.

2.3
Identify students who would benefit from a Learning Mentor.

2.4
In conjunction with others, draw up and implement an action plan for each student who needs particular support.

2.5
Develop a one to one mentoring relationship with students requiring particular support to achieve goals defined in the action plan.

2.6
Where appropriate work with small groups of students.

2.7
To maintain accurate records of work with each assigned student and update these at least weekly.

2.8
To develop and use creative strategies to raise attendance.

2.9
To work with students at risk of not gaining at least 5 GCSE Grades A*-C.

2.10
To provide support and mentoring at Homework Clubs and study support centres and develop after school activities.

3
Liaison

3.1
To promote the speedy and effective transfer of student information from schools and ensure the arrangements for those leaving school mid-term before 16 are managed properly.

3.2
To maintain regular contact with families/carers of students in need of extra support to keep informed of the students needs and progress and to secure positive family support and involvement.

3.3
To meet regularly with the designated Line Manager to report on progress with assigned students.

3.4
To liaise closely with the teachers of an assigned student to ensure teachers understand and support the strategies being used.

3.5
Work closely with the staff responsible for Special Educational Needs and Gifted and Talented to ensure the needs of these students are met.

4
Provision of Information
4.1
To understand the range of activities, courses, opportunities and individuals that could be used to provide extra support for students.

4.2
To share information between local agencies, schools, authorities and other Learning Mentors.

4.3
Act as a single point of contact for accessing a range of community and business based programmes and specialist support services.

4.4
To network with other Learning Mentors and share best practice.

4.5
To work closely with local community and business mentors to co-ordinate and support the work of voluntary mentors to meet the students’ needs in a focused and integrated way.

4.6
In conjunction with the Senior Learning Mentor (HLTA), plan, deliver and evaluate training sessions for members of the teaching and support staff.

4.7
Working in line with school policy, develop the effective use of praise and sanctions.

4.8
Contribute to the development of the positive behaviour policy.

4.9
Assist and coach staff on the implementation of training provided.

5
General

5.1
To undertake such other duties and responsibilities of an equivalent nature, as may be determined by the postholder's supervisor from time to time, in consultation with the postholder.

5.2
The postholder's duties must at all times be carried out in compliance with the Council's Equal Opportunities Policy and other policies designed to protect employees or service users from harassment.

a)
Take reasonable care of the health and safety of self, other persons and resources whilst at work.

b)
Co-operate with management of the Service as far as is necessary to enable the responsibilities placed upon the Service under the Health and Safety at Work Act to be performed, eg operate safe working practices.

c) It is the duty of the postholder not to act in a prejudicial or discriminatory manner towards service users or employees, including those who may be for example from minority ethnic communities, women, disabled or older people, lesbians or gay men.  The postholder should also counteract such practice or behaviour by challenging or reporting it.
RESPONSIBLE TO:
HLTA Senior Learning Mentor (student support)
RESPONSIBLE FOR:
None
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