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JOB DESCRIPTION

	Job Title:


	HTLA


	Grade:


	Band 7 SCP 11-17
£22,129 - £24,920 (pro rata) 

	Directly responsible to:


	SMT

	Directly responsible for:


	Teacher and pupils support

	Conditions of service:


	As detailed in the contract of employment


The following information is furnished to assist staff to understand and appreciate the work content of their post and the role they are to play in the organisation. However, the following points should be noted.

· Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings therefore may have been used below; in which case all the usual associated routines are naturally included in the job description.

· Staff should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when salaries are reviewed.
	Prime Objectives of the Post
· Summary of job

· To provide the highest quality of education, care and preparation for Adulthood for all students in the school. 

· To support the school’s mission and ethos  

· To work closely with teaching staff to establish effective practices; To improve learning, teaching and pupils behaviour

· To complement teachers’ delivery of the national curriculum and contribute to the development of other support staff, pupils and school policies and strategies. 

· To work collaboratively with teaching staff and assist teachers in the whole planning cycle and the management/preparation of resources. 

· To supervise small classes occasionally during the short-term absence of teachers. 

· To provide support for pupils, the teacher and the school in order to raise expectations of achievement for all pupils 

· To manage pupils’ behaviour in line with school policy



	


	SUPERVISORY/MANAGERIAL RESPONSIBILITIES

	· Responsibility line management of 1-1 staff 



	SUPERVISION AND GUIDANCE

	· Personal initiative and self-organising abilities expected to be exercised by post holder complex problems would be referred.

· To attend managerial supervision sessions (minimum half termly) 
· To attend staff meetings




	RANGE OF DECISION TAKING

	· Responsible for all decisions made in connection with their duties
· To ensure that any relevant activities have a complete and signed risk assessment.




	RESPONSIBILITY FOR ASSETS, MATERIALS ETC

	· Confidential files held in relation to staff, learners in line with GDPR
· Consumable office items

· Computer equipment




	MAIN DUTIES

	· Assess the needs of pupils and use detailed knowledge and specialist skills to support pupils learning and behaviour

· Ensuring the Pupil has access to equipment and materials required to support learning
· Utilising differentiation methods to support pupils in a learning environment

· Liaising with class teacher and SENCO using differentiation registers. 
· Developing appropriate resources to support the Pupils 
· Managing group behaviours and dynamics

· Establish productive working relationships with pupils, acting as a role model and setting high expectations
· Provide objective and accurate feedback as required on pupil achievement, progress and other matters. 
· Contribute to the maintenance of Pupil's progress records 
· Produce worksheets and resources for lessons, after consultation with the class teacher. 
· Record progress and achievement in lessons/activities systematically and provide evidence of range and level of progress and attainment. 
· Work within a Prism’s behaviour policy to anticipate and manage behaviour constructively.
· Provide constructive feedback on pupils’ progress/achievements etc. to parents/carers 
· Establish constructive relationships and communicate with other agencies/professionals.

· Deliver local and national learning strategies e.g. literacy, numeracy, KS3, KS4 and make effective use of other learning activities to support the development of pupil’s skills. To select and prepare resources necessary to lead learning activities, taking account of pupils’ interests and language and cultural backgrounds 
· Advise on appropriate deployment and use of specialist aid/resources/equipment.
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