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	Department / (Faculty/Team)
	Inclusion Faculty

	Directly Reporting to
	Assistant SENDCo & SENDCo

	Indirectly Reporting to (if applicable)
	Assistant Headteacher Inclusion

	Context / Scope of Role
	Term Time Only + 5 days

	Purpose of Job/Role
	· To support leadership and management of the Inclusion Faculty.
· To carry out the day-to-day operational running of the Hive Provision.
· To take a leading role in the strategic development of the provision.

	
Line Management Responsibilities 

	A selection of TAs across the Inclusion Faculty.

	1. Roles & Responsibilities relating to The Hive

	1.1
	Under the guidance of the SENDCo and Assistant SENDCo, provide support with the teaching and learning of pupils with special educational needs.

	1.2
	Under the guidance of the Inclusion Leadership Team, develop differentiated resources for pupils with special educational needs.

	1.3
	Take a lead role in addressing the needs of pupils with special educational needs to overcome barriers to learning.

	1.4
	Take responsibility for the delivery of learning programs and support for individual pupils and small groups.

	1.5
	To promote the safety and well-being of pupils in accordance with school policies.

	2. Roles & Responsibilities relating of a Learning Support Assistant relating to supporting pupils from the Hive and wider school population

	2.1
	To work with groups of pupils under the supervision of the Inclusion Leadership Team and in implementing Pupil Passports and Assess, Plan, Do, Review targets including the delivery of a range of interventions.

	2.2
	To attend to pupils’ personal needs, including their health and welfare.

	2.3
	To supervise and provide particular support for pupils with a wide range of special educational needs, including but not limited to speech, language and communication needs, social, emotional and mental health needs, cognition and learning needs, sensory needs, fine motor skills needs and those pupils with physical disabilities.

	2.4
	To establish productive working relationships with pupils, acting as a role model by presenting a positive personal image and responding appropriately to individual needs.

	2.5
	To assist with assessment and tracking pupil progress.

	2.6
	To work closely with external agencies and therapy services and to implement therapy programmes accordingly with individual pupils and in small groups.

	2.7
	To promote the acceptance and inclusion of all pupils in the school and wider community.

	2.8
	To encourage pupils to interact, socialise and work cooperatively with others and to take an active role in the school.

	2.9
	To support pupils on off-site provision and work experience placements having assisted in the completion of all necessary risk assessments according to school policy.

	2.10
	To play a lead role in the oversight and implementation of SEND Attendance Drives.

	2.11
	As appropriate, to attend a range of meetings with external agencies and to report back key points of discussion and implement actions as required. 

	3. Roles & Responsibilities related to supporting pupils learning within the whole school community

	3.1
	To monitor and evaluate pupil responses to learning activities through observation and planned recording of achievement against predetermined learning objectives.

	3.2
	To keep concise and up to date records of pupils’ progress and attitude to learning within the Hive Provision.

	3.3
	To provide accurate feedback and reports as required, on pupil achievement, progress and other matters, ensuring the availability of appropriate evidence.

	3.4
	To assist in the development and implementation of appropriate behaviour management strategies.

	3.5
	To support the role of parents/carers in their child’s learning and to contribute to meetings with families to provide constructive feedback on pupils’ progress and attainment.

	3.6
	Under the supervision of the Inclusion Leadership Team, to produce learning plans and resources as appropriate.

	3.7
	To prepare resources by appropriate adjustments to support learning, taking account of pupils’ interests, life experiences, language and communication ability and cultural backgrounds.

	3.8
	To provide support for staff and the school regarding the provision for pupils with special educational needs, including a focus on classroom management, teaching and learning strategies for pupils.

	3.9
	To provide curricular clerical/admin support for agreed activities e.g. laminating, photocopying, printing, filing.

	3.10
	To implement agreed learning activities/teaching programmes, adjusting activities according to pupil responses/needs, including assessment.

	3.11
	To provide support in all areas of the curriculum and on social occasions to enable pupils to access school life and the wider community. 

	3.12
	To support the use of ICT in teaching and learning and develop pupils’ competence and independence in its use.

	3.13
	To undertake structured and agreed learning activities including those linked to local and national priorities, adjusting activities according to pupils’ individual needs, and to record achievement and progress and provide feedback to the teacher.

	4. Roles & Responsibilities of a LSA role in supporting the whole school

	4.1
	To ensure strategic processes are complied with in order to overcome barriers to learning, including behaviour management strategies.

	4.2
	To assist with the supervision of pupils on educational visits and out of school activities.

	4.3
	To maintain good relationships with colleagues and work together as a team.

	4.4
	To assist in the supervision of classroom and outdoor activities.

	4.5
	To be aware of and support difference and ensure there is equal of opportunity for all to learn and develop.

	4.6
	To establish constructive relationships and communicate with other agencies and professionals to support pupil achievement and progress.

	4.7
	To positively participate in training and maintain a CPD file with evidence of reflective practice, and appraisal.

	5. Other Duties

	5.1
	To be aware of and follow the School’s policy on Safeguarding and Child Protection.

	5.2
	To assist at school functions and with extra-curricular activities.

	5.3
	To perform such other duties as may be required by the Headteacher

	5.4
	Set a good example in terms of dress, punctuality and attendance.

	5.5
	To work as part of the team, liaising, advising and consulting where appropriate.

	5.6
	Attend relevant Team/Departmental, Staff Meetings and Inset as required.

	5.7
	To carry out Duties as part of the Duty Rota.

	5.8
	Demonstrate a commitment to supporting whole‑school priorities and the wider curriculum needs.
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Higher Level Teaching Assistant


PERSON SPECIFICATION




	
	Criteria for Appointment (Person Specification)

	Source Key:
	A = Application Form, I = Interview, R = References, CC = Checking Certificates

	[A] Experience, Training & Qualifications
	Essential
	Desirable
	Source

	Experience of working with or caring for children of a relevant age

	*
	
	A/I/R

	Numeracy/literacy skills (at a level equivalent to NQF Level 2)

	*
	
	A/I/R

	NVQ level 3 for Teaching Assistants or equivalent qualification or experience

	*
	
	A/I/R

	Willingness and ability to undertake HLTA Level responsibilities (refer to HLTA standards)

	*
	
	A/I

	Willingness to participate in training, performance management and self-evaluate learning needs and actively seek learning opportunities

	*
	
	A/I

	Training in the relevant learning strategies and /or in a particular curriculum or learning area, e.g. bilingual

	
	*
	A/I

	Willingness to undertake first aid training as appropriate

	*
	
	A/I

	[B] Knowledge Skills & Abilities
	Essential
	Desirable
	Source

	Ability to relate well to children and adults

	*
	
	A/I/R

	Ability to work as part of a team

	*
	
	A/I/R

	An understanding of the role of the Teaching Assistant and other professionals working in the classroom
	*
	
	A/I/R

	Ability to use relevant technology e.g. photocopier

	*
	
	A/I

	Effective use of ICT to support learning

	*
	
	A/I

	Full working knowledge and understanding of national/foundation stage curriculum and other relevant learning programmes/strategic processes and barriers to learning
	*
	
	A/I/R

	Understanding of statutory frameworks relating to teaching

	*
	
	A/I/R

	Understanding of the principles of child development and learning processes
	*
	
	A/I

	Ability to self-evaluate learning needs and actively seek opportunities
	*
	
	A/I

	[C] Personal Qualities
	Essential
	Desirable
	Source

	Tact and diplomacy in all interpersonal relationships with the public, pupils and colleagues at work
	*
	
	A/I/R

	Self-motivation and personal drive to complete tasks to the required timescales and quality standards.

	*
	
	A/I/R

	The flexibility to adapt to changing workload demands and new school challenges.

	*
	
	A/I/R

	Personal commitment to ensure that the provision is equally accessible and appropriate to meet the diverse needs of pupils. 

	*
	
	A/I

	Personal commitment to continuous self-development. 

	*
	
	A/I/R

	A commitment to school improvement
	*
	
	

	Be willing to consent to and apply for an enhanced disclosure to a CRB (Criminal Records Bureau) check.
	*
	
	A/I

	Personal commitment to the school’s professional standards, including dress code, at all times
	*
	
	A/I/R

	Willingness to uphold the Catholic Ethos of the school
	*
	
	A/I
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