HAVERSTOCK SCHOOL 

JOB DESCRIPTION

TITLE OF POST:       
Teaching and Learning Assistant
TIMESCALE:           
Permanent 
HOURS: 

Term time only (39 weeks per annum) 8.30am to 4.30pm per day

SALARY:                
Salary Scale 3 (14-17) of NJC pay scale:  £20,310 to £21,252 pro rata  

(Actual pay: £17,400 to £18,207) 

REPORTING TO:     
Acting SENCO – Carlos Velazquez
Job Description - General
· To enable access to learning for all pupils, and especially for those with special educational needs, by carrying out work, care and/or support programmes under the guidance of members of the Learning Support Department, the Teaching Staff and the Leadership Team.
· To enable access to learning for pupils and assist the teacher in the management of pupils and the classroom.

Job Description - Specific
Assessment/Evaluation

1. To undertake administrative tasks in support of Code of Practice procedures.

2. To monitor the progress of pupils taught, to use and maintain departmental records,     

and carry out regular assessments of pupils with SEN in accordance with Department Policy and practice.

3. To contribute to the implementation of Progress Plans, Feedback Sheets, Home/School diaries, Annual Reviews and all other SEND paperwork.
4. To administer routine tests, participate in access arrangements and undertake marking of pupils’ work.
Communication

5. To establish and maintain effective communication with staff, students and parents with regards to the progress of pupils identified with SEND.

6. To develop effective partnerships with students, staff and parents in conjunction with the in-class inclusion protocols.

7. To liaise with outside agencies as required.
8. To contribute to the active monitoring and promotion of equal opportunities in particular with relation to pupils with SEN.

9. To provide detailed feedback to pupils, parents and teachers on pupil progress, achievements and perceived difficulties.

Professional Development

10. To participate in training and development activities and programmes, and attend and participate in meetings as required.
Curriculum Development

11. To work collaboratively within the Inclusion department to foster an integrated approach to Learning Support and support the implementation of the department’s and whole school’s development plan.

12. To work within the whole school and departmental structures for discipline, teaching and reporting.

13. To adjust the learning activities and teaching programmes to take account of pupil needs and responses.
14. To assist with planning of learning activities and creating the supporting resources.

15. To run small groups of withdrawal, where appropriate, to support students with a range of needs.
16. To provide support in extracurricular activities run by the Learning Support Department.
Other

17. To supervise and provide support to individuals and groups of pupils identified with additional educational needs ensuring their access and safety to learning activities.
18. To promote the inclusion and acceptance, and encourage self-esteem and independence, of all pupils.
Person Specification/Selection Criteria

Professional:

Relevant experience in working with young people with special

educational needs in a secondary school environment, or a graduate with 

an interest in working with young people.




Appropriate in-service or further training.

Inclusion:

Evidence of work in inclusive schools, or a drive to work with young 

 



people in a school setting.
Understanding of the implications of the SEND and Disability Code of Practice.

Curriculum:

Evidence of, and interest in, curriculum development.




Ability to support learning through differentiation.
Skills:


Evidence of excellent classroom practice, or a clear understanding of how 

to support young people’s learning.




Ability to motivate pupils and staff.





Ability to work with children with a range of learning difficulties.




Ability to work as a member of a team and to contribute to developments




Excellent written and oral communication skills.




Appropriate ICT skills.

Qualities:

Enthusiasm and willingness to develop new skills.





Ability to relate to pupils and staff.

Understanding:           Commitment to principles and policies of equal opportunities.

Haverstock is committed to safeguarding and promoting the welfare of young people and expects all staff and volunteers to share this commitment.  The post will be subject to enhanced DBS disclosure.

Closing date for applications:  Thursday 16th November 2017 at 12.00 noon
Interviews will take place as soon as possible after the closing date

References will be requested upon shortlisting. 

In the interest of economy, only shortlisted candidates will be contacted.

Thank you for your interest in this post.

James Hadley
Headteacher                           
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