

Russet House School

JOB DESCRIPTION

POST TITLE:    
Senior Assistant

GRADE:
     
Scale 5   Point 22-25  (£17,726 - £19,304 pa inc) 33 hours per week,

                                   39 weeks per year                        

REPORTS TO:  
Class Teacher 
CORE PURPOSE OF JOB:
· To support teaching, learning, staff and pupils

· To support parents

1. Supporting teaching, learning, staff and pupils:

1. To support and supervise scale 3 teaching assistant(s)
2. To assist the class teacher and work in partnership with other adults in planning, development and delivery of the curriculum for pupils with autism.

3. To provide, weekly non-contact cover for the class teacher to facilitate planning, preparation, assessment and management time and attendance at Annual Review/EHCP meetings.
4. To support the learning of children with autism and to share in the care and well being of children with autism throughout the school.

5. To take responsibility for an aspect of resource management e.g. children’s library/sensory room.
6. To provide support for parents of pupils enrolled at the satellite site (please see below)

7. Provide appropriate support to pupils with autism, individually and in groups to enable them to participate in all classroom activities and learning experiences.

8. To set up and deliver planned activities, under the direction of the class teacher demonstrating in-depth understanding of children with autism.

9. To deliver activities planned by the Teacher in the unavoidable absence of the class teacher.

10. To attend meetings and plan with the class teacher to support the development of communication, social, intellectual and behavioural skills in pupils with autism.

11. To carry out programmes of observation and assessment as planned by appropriate professionals.  Provide reports, evaluations and other information to assist in the provision of appropriate support for the child.

12. To develop methods of promoting and reinforcing children’s self-esteem and independence and where appropriate, foster links between home and school.

13. Assist the class teacher in the organisation and management of integration programmes as required.

14. Carry out therapy programmes under the direction of professionals, as required.

15. Provide emotional and physical support and maintain personal equipment used by the child/ren at the school.  Volunteer to administer medication/procedures throughout the school day, as appropriate.

16. Work as part of a team and assist the class teacher to ensure quality education for children with autism.

17. To complete recording documents as required and assist the class teacher in assessing and monitoring progress.

18. Work or play with individuals or small groups of children with autism to assist in the delivery of the planned curriculum, as directed by the class teacher.

19. Prepare equipment and set up group activities under the guidance of the class teacher.  Work with children on activities giving assistance and encouragement.

20. To support non-teaching students on placement by sharing knowledge and expertise about autism.

21. Assist in the planning, creation and mounting of displays of the children’s work.

22. Provide support and assistance for children’s pastoral needs (e.g. dressing, going to the toilet, caring for sick, injured or distressed children.)

23. Report any concerns regarding children’s welfare or education, to the class teacher.

24. Under the direction of the class teacher, liaise with parents as appropriate, maintaining sensitivity and confidentiality at all times.

25. Assist with the reception and departure of children at the beginning and end of school sessions.

26. Accompany individual or small groups of children participating in inclusion and integration programmes and on educational visits.

27. Assist with the preparation of resources e.g. photocopying, repairing books, filing of work, making games and apparatus.

28. Supervise pupils at lunchtime, both eating their meals indoor and during play sessions outdoors.  Manage the behaviour of pupils with particular regard to safety and school procedures.

29. Assist pupils in the water during swimming lessons.

30. Assist with and attend seasonal events, e.g. parents’ evenings, concerts, festivals, fund raising activities.

31. Attend staff and team meetings to contribute to the development of IEPs, policies and procedures.

32. Attend training days.

33. Any other duties required by the Class teacher or Headteacher within the scope of this post.

34. The post holder shall ensure that the duties of the post are undertaken with due regard of the School’s Health and Safety Policy and to their personal responsibilities under the provision of the Health and Safety at Work Act 1974 and all other relevant subordinate legislation.
2. Supporting Parents

1. To assist SLT/ class teachers offering advice and guidance to parents and families in order to develop and enhance parenting skills in relation to autism.
2. To work collaboratively with class teachers and other professionals. To provide support to parents in implementing programmes appropriate to the home setting under the guidance of the SLT/ Class teachers.
3. To facilitate the sharing of strategies in managing behaviours both at home and school.

4. To make home visits as required to help parents/carers implement recommended programmes.

5. To attend Annual Review Meetings as required.

6. To observe pupils at lunchtimes in order to give accurate information to parents/carers about progress in relation to independence, interaction and behaviour.

7. To complete Early Help Forms to initiate family assessments and refer to other agencies.

8. To signpost families to other services and other sources of information

9. To organise networking meetings for parents as required.

10. To support parents through transitions in order to reduce anxiety levels in children with autism and help maintain consistency of routines.

11. To liaise and work collaboratively with external agencies e.g. Cheviots Children’s Centre, Social Workers as required.

12. To keep records of meetings with individual parents noting key points of action and progress towards achieving them.

13. To keep records of all home programmes ensuring that class teachers are fully aware of progress and any difficulties encountered.

14. To attend staff meetings as required.

15. To report any safeguarding concerns to the designated teacher.
16. To attend termly Open Evenings, Fund Raising and Social Events and take full part in the life of the school.

17. To attend training days as required.

18. To attend Multi-disciplinary Liaison meetings held once a term as required.

All Schools, PRUs and other Services within Enfield are committed to Safeguarding and promoting the welfare of children and young people.  Therefore all employees and workers within Russet House School are expected to share this commitment.

Staff are expected to comply with any reasonable request from the Headteacher to undertake work of a similar level that is not specified in this job description.  This job description is current at the date shown, but in consultation with you, may be changed to reflect or anticipate changes in the job commensurate with the job title, purpose and grade.
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