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Allerton Grange School            

Job Description
Job Title:   

SEND Specialist Teaching Assistant 

(supporting visually impaired student / responsibility for preparing Braille, tactile and audio resources)

Responsible to: 
SEND / Senior Leadership Team
Job Purpose:

To work under the guidance of the SEND leader, subject class teacher and specialist staff. Within an agreed system of supervision, to implement work programmes for a visually impaired student. This will entail detailed and specialist knowledge in particular areas and/or willingness and ability to learn new specialist skills quickly and effectively, and will involve assisting teachers in the whole planning cycle and the management and/preparation of resources. 

Where directed, work with SEND students to enable access to learning.   Work may be carried out in the classroom or outside the main teaching area.

Specialist Support 
· Use specialist skills/training/experience to support the student: transcribe and prepare classroom and supplementary materials into/from Braille and other forms in a timely manner; prepare a variety of adapted materials 

· Know the content of the lessons prior to class to ensure accurate representation of the lesson

· Assist with the implementation of the EHCP
· Establish a productive working relationship with the student, acting as a role model and setting high expectations
· Work on an ongoing basis with student who is blind; instruct student in skills to access learning including Braille
· Assist student in gaining access to the curriculum and the school by communicating visual and auditory information within the environment. 

· Promote the inclusion and acceptance of the student within the school.
· Support the student consistently
· Encourage the student to interact and work co-operatively with others and engage in activities.

· Promote independence and employ strategies to recognise and reward achievement of self-reliance
· Provide feedback to the student in relation to progress and achievement
Support for teachers/other support staff  
· Work with the teacher and Visually Impaired Advisory teacher to establish an appropriate learning environment and systems
· Work with the teacher in lesson planning, evaluating and adjusting lessons/work plans and resources as appropriate to enable full access to the curriculum for the student and promote her independence
· Support teachers to monitor and evaluate the student’s responses to learning activities through observation and recording of achievement against learning objectives, for example by converting Braille to text.
· Promote positive values, attitudes and good student behaviour, dealing promptly with conflict and incidents in line with established policy and encourage the student to take responsibility for their own behaviour
· Liaise sensitively and effectively with parents/carers as agreed with the teacher within your role/responsibility and participate in feedback sessions/meetings with parents as directed
Support for Curriculum
· Implement agreed learning activities/teaching programmes, adjusting activities according to student responses/needs.

· Build positive relationships with teaching staff and work with them to ensure the student can take part in lessons as independently as possible

· Support the use of ICT in learning activities and develop the student’s competence and independence in its use.

· Help the student to access all learning activities so she has full access to the curriculum.

· Determine the need for, prepare, organise and maintain general and specialist equipment and resources.

Undertaking any other duties, include general teaching assistant and student support work that may reasonably be regarded as commensurate with the nature of the duties and grade of the post as defined. 

Safeguarding

All staff are required to promote and actively support all school policies.  Staff must be aware of and support our safeguarding responsibilities.  Safeguarding is about keeping people safe and protecting them from harm, neglect, abuse and injury.  It is about being pro-active and vigilant and acting on any concerns you might have.

Allerton Grange is committed to safeguarding and promoting the welfare of our students, and expects all staff, Governors and volunteers to share this commitment. The successful candidate will be subject to an enhanced DBS and safeguarding recruitment checks.

 

We are also an equal opportunities employer and positively encourage applications from all suitably qualified candidates
Any Special Conditions of Service: 

                                  There is a requirement to submit to an enhanced DBS background check.  Term time working.  There may be a need to occasionally work outside of school hours and off school premises, as required by the school. 

	Economic Conditions: 

	Annual Leave:
	Term Time Only (including 5 training days)

	Grade

Hours:
	C1

37 hours per week  

	
	

	Conditions of Service:
	NJC Conditions apply    


	Professional Development

There are opportunities for professional development and a comprehensive CPD programme for staff. 

Allerton Grange has a positive commitment to the training and development of employees in all areas. Similarly employees are also expected to adopt a positive attitude to any training provided and also to their own personal development.


	Relationships: The post holder will be required to maintain effective relationships with students, parents,  staff and school governors. Along with any external agencies and the general public.


	Qualifications 

Good GCSE/A Level/NVQ Level and ICT / contracted UEB Braille qualification or equivalent experience is desirable.

Be willing to undergo training: Braille/In-house courses/ on how to use and trouble-shoot specialist equipment – laptop/electronic brailler/braille/tactile diagrams.

NVQ 2 for Teaching Assistants or appropriate level of experience of operating in the classroom environment   

Training in the relevant learning strategies 




	Physical and Working Conditions:

Newly refurbished modern office environment.  

Frequent use of IT equipment.  Professional dress code. No on site smoking facility. 


PERSON SPECIFICATION  

	Person Specification

Detailed below are the type of skills, experience and knowledge, which are required of applicants applying for the post.  The 'Essential Requirements' indicate the minimum requirements; areas detailed under 'Desirable Requirements' are additional attributes to enable the applicant to perform the position more effectively or with little or no training.  They are not essential, but may be used to distinguish between acceptable candidates.  Please ensure that you provide examples that clearly demonstrate you meet this specification in your application form. 




	Skills Required 

	Establish effective professional working relationships with staff and external agencies

Good numeracy/literacy skills

Ability to communicate effectively, orally and in writing

Has sound speaking and listening skills to extend concepts and language in discussion with the child

Competence in English grammar, including syntax, spelling

Either proficient in contracted UEB braille OR willing and able to learn braille skills quickly and effectively (materials and support for training provided)

Effective and confident use of ICT to support learning

Use of other equipment technology – photocopier, audio, specialist machines
Assist in the care and maintenance of specialist equipment (ability to learn relevant trouble-shooting skills)
Ability to relate well to children and adults

Work constructively as part of a team

Organise and plan compensatory activities for a student with visual impairment to enhance life skills and the curriculum. (Support mobility training/independent living skills)

Able to communicate effectively, (in a polite, helpful and efficient manner) with a wide range of people, both face to face and over the telephone

Excellent time management, organisation skills and the ability to prioritise 

Accuracy and attention to detail 

Able to work under pressure and meet deadlines 

Able to identify problems, use initiative and refer to manager as necessary 

Flexibility in order to adapt to the changing needs of the school

	Knowledge/Qualifications Required 

	Knowledge of the communication modality used by the student who is blind
Knowledge of blindness and its impact on language and social skill development 
Understanding of relevant polices/codes of practice and awareness of relevant legislation

Understanding of child development and learning

Working with or caring for children of relevant age
Ability to relate well to children (caring attitude) and adults

General understanding of national/foundation stage curriculum and other basic learning programmes/strategies

A good level of English and Maths GCSE or equivalent along with a sound knowledge of written and spoken English

Excellent ICT skills (Microsoft Office) including ability to databases

A comprehensive understanding of office procedures and working practice

Knowledge of good performance management and appraisal procedures

Awareness of Health and Safety and Safeguarding/Child Protection/Equal opportunities 

	Experience required 

	Working with young people in a learning environment

Preparing and delivering learning resources

Working in a busy office/school environment

Working as a member of a team

Maintain accurate records using both manual and electronic systems

Producing reports and using data

Dealing with queries from a wide range of people

Working in partnership with others to deliver work to set deadlines

Providing student/customer focused services

Demonstrating and using own initiative


	Behavioural & Other Related Characteristics required

	Commitment to fulfil all the requirements of the job and provide a good quality of service

Honesty and integrity 

Ability to work positively with colleagues creating a good working environment

Customer orientated and able to relate well to adults and children 

An ability to maintain confidentiality. 

Confidence, enthusiasm, flexibility, and responsiveness to work 

A desire to learn and to work with all to promote the aims of the school. 

Commitment to hard work, team work and supporting others

Present a positive personal image, contributing to a welcoming environment

An interest in education and schools

Willingness to actively participate in training and development activities to ensure up to date knowledge, skills and continuous professional development.

Commitment to Equal Opportunities and Safeguarding


	PERSONAL SPECIFICATION DESIRABLE REQUIREMENTS: It is desirable that the Candidate should be able to demonstrate the following criteria for the post within the context of the specific role duties and responsibilities:  Candidates are not required to meet all the Desirable requirements however these may be used to distinguish between acceptable candidates.  

**If you do not meet any of the desirable requirements we would still like you to submit your application as training can be provided in these areas. 
 


	Skills/Qualificatons Required 



	Working knowledge of SIMS 

Working knowledge of ParentPay

ICT qualification (RSA CLAIT / European Computer Driving Licence / or equivalent)

UEB Braille (contracted)


	Knowledge required 



	Understanding of technology used to support visually impaired students

	Experience required 



	Ability to use technology used to support visually impaired students 

Undertaking child protection/safeguarding casework

First Aid training

	Behavioural & Other Related Characteristics required



	Ability to self-evaluate learning needs and actively seek learning opportunities 
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