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JOB DESCRIPTION & PERSON SPECIFICATION
STUDENT SUPPORT LINK

	Job Title: Student Support Link
Work Location: Academy Based 
Reports to: Head of Student Support Unit
Grade: G4, SCP 6-11 (Dependent on qualifications and experience.)
Hours of work: 37 hours per week, term time only.
Accountable to: The Principal
Responsible to: Line Manager (Head of Student Support)
Links with: Pastoral Lead for Hub, Heads of Year, Assistant Head of Year other Support Link workers, tutors, teachers and TA’s



General Duties
Leadership & Strategy
Responsible to: The Principal 
1. Work under the instruction/guidance of Head of Student Support/senior staff, to undertake mentor work, care and support programmes, to enable access to learning for students.
2. To support children and young people to achieve their potential by providing targeted support to overcome barriers to learning and to support evidenced improvements in student behaviour

Support for Students:
To assist the HOY / SS link / LT link in the identification of students who would benefit most from a formal referral to weekly mentoring sessions.  
· To support identification via: lesson observations, analysis of data, information gathering or direct request for support from Academy staff 
· To develop positive mentoring relationship with students requiring identified support in order to affect improvements in behaviour, attitudes, outcomes.
· To maintain regular and professional contact with families/carers of students to keep them informed of any specific needs and progress, whilst securing positive family support and involvement. 
•	To be responsible for a case load of student mentees, referred formally via Head of Year, Student Support Manager or leadership team. Referrals can be for various barriers to learning, such as: poor behaviour in lessons / social times, verbal / physical aggression, anger management, underperformance or disaffection with the learning process, school phobias/anxieties and returning from periods of absence, student well-being, amongst others. 
· To meet students on a weekly basis for personalised mentor meetings – with interventions summary logged on Sims initiatives. 
· To ensure that the mentoring process is evidenced formally, through detailed record keeping of mentoring sessions and progress made, in student / staff file, following the process laid out by the Academy.
· To ensure that all mentees are afforded dedicated, weekly slots, of adequate time (normally 45mins – 1 hour), in a private setting, with no distractions or onlookers present.
· To attend lessons to observe progress “first-hand” and keep accurate records.  These to support behaviour modification and improvements in behaviour in and out of class.
•	To effectively manage, record and promote rewards to enhance behaviour improvements. 
· To evidence improvement in intended outcome, by use of data, both formative and summative.
· To support the HOY with interventions and reflective conversations for students.  
· To target those students who that are receiving numerous behaviour points, internal or fixed term exclusions, Hot Spot referrals or Time Out’s to bring about evidenced modifications in behaviour. 
· To support students in the Year hubs with restorative conversations and identifying the issues and finding ways to resolve these to ensure that students can return to lessons as soon as possible.
· To oversee a small cohort of students in the hub as needed and ensure that they continue to engage with their learning using the on-line resources of work provided by teachers.
· To support colleagues in reflective conversations with staff that may need to take place in order to mediate positive resolutions.  
· To adjust interventions as required, following reflection and evaluation of gains made.  
· To deliver high- quality programmes and materials of support to students around wise choices, safe behaviours, emotional well-being, drugs, weapons, harmful behaviours, amongst others.
· Design and contribute to high quality shared resources that support improved behaviour e.g. programmes of work
· Make full use of materials provided by the Student Support Manager to support students either individually or as part of a small group. 
· To deliver termly positive well-being programme to classes of up to 10 students.
· To liaise with Head of Year, Student Support manager and Leadership Link to keep them informed of progress of mentees, evidenced by data as well as case studies and accurate record-keeping, to establish where future interventions are required.
· Support individual students with their work in the classroom to improve outcomes.
· Support students and families who may have attendance/truancy issues to improve attendance rates.
· To develop positive and supportive working relationships with parents / carers 
· Support and counsel students: being available for students to talk and report any issues that they have, including isolations.
· Deal with any issues raised by students during confidential discussions promptly and inform relevant staff of the issues and the action taken.
· To support the HOY in communication regarding detentions, liaising with parents, students and staff.
· Deal with behaviour issues as they arise, for example at social times.  Lead by example when dealing with and de-escalating improper behaviours
· Be familiar with Restorative Practice (Mark Finnis) and the expected behaviour approach used by the Academy


Support for teachers:

· Liaise with teachers regarding the behaviour of students.
· Arrange and timetable support for students in lessons, to improve outcomes of behaviour for learning; supporting students with advance notice for staff
· Assist with the management of students excluded from the classroom during the timetabled lesson:
· Discuss and identify issues for the student.
· Identify a way forward.
· Mediate restorative conversations between student and teacher
· Liaise with the teaching staff regarding best practice for helping pupils who are underachieving in identified areas of study and take responsibility for delivering effective programmes of intervention.
Support for Head of Year:
· To support Heads of Year, where this does not impinge on mentoring duties 
· To support organization of materials to form groups.
· To support in collecting / delivering students from lessons and detentions when required.
· To support in making calls home to parents for school equipment, uniform and detentions, recording initiatives on the Academy Sims system.
· To support in ongoing investigations and the collections of witness statements and “holding” of students  -if not mentoring.
· When Head of Year is absent mentors will maintain year group procedures and liaise with leadership link and Assistant head of Year, Student Support Manager as required.
· To support in form time mentoring and covering a form tutor should other relief staff not be available.
· To support Head of Year with internal isolations within the hubs where leadership link may decide this as a required sanction for a student.
· To support with supervising the Hub as part of the agreed rota.

Administrative Support

· To use SIMS to administer student timetables.
· To evidence and record all interventions carried out with students.  A summary of which must be recorded on SIMS Initiatives and Class Charts for behaviour/rewards.  
· Provide relevant paperwork for child protection issues – up to and including referral to DSL / DDSL and recording on MyConcern.
· To securely file all confidential information regarding students.
· To keep detailed and accurate records of the mentoring process and to evidence, with reference to data, the effect of mentoring against the intended, initial, outcome.
· To support with gathering and evidence of student progress / behaviour for a range of purposes.
· To provide timetable and schedule of mentee support, as required by line manager / leadership team.

Working within the Academy:

· Support and maintain collaborative, productive working relationships with Academy staff and professionals from outside agencies.
· To take responsibility in developing your own continuing professional development.
· Undertake any other duties commensurate with the post as allocated by your line manager or a member of the Leadership Team.
· Remain punctual at all times and be responsible for your own time management.
· Complete and update weekly time table pro-actively, sending to line manager, pastoral lead as requested.
· All members of staff are required to uphold the Academy’s policy in respect of Child Protection, Safeguarding Matters and Social, Emotional and Mental Health awareness.
· Contribute to the overall ethos / work / aims of the Academy.
· Attend and participate in relevant meetings as required, within normal contractual hours and sometimes beyond these hours as prior agreed with your Line Manager.
· Assist with the supervision of students out of lesson times, including before and after school and at break / lunchtime through negotiation / in agreement with line manager, pastoral lead.
· Accompany teaching staff and students on educational visits, trips and out of school activities as required and take responsibility for a group under the supervision of a teacher.
· Other duties of an appropriate level and nature may also be required, as directed by the Academy Principal or Leadership Team, in consultation with the post holder.
· This job description will be reviewed at least once a year and may be subject to modification at any time after consultation with the post holder.
· All members of staff are required to participate in the Academy’s Appraisal Scheme.
· All members of staff are required to support and encourage the Academy’s ethos and objectives, policies and procedures as agreed by the Trust Board.
· The post holder will be expected to undertake training relevant to their role.
· An ability to speak a second language(s) would be especially useful in working with a wide variety of students and their families from different cultures and backgrounds.

Health and Safety (Including First Aid)
· Ensure the Health & Safety Policy, Fire procedures and First Aid Policy are implemented at all times by themselves and others.
· Adhere to the Health and Safety policy and follow Academy absence reporting procedures.
· Undertake Health and Safety Training/qualifications and First Aid at Work Qualification as required and keep these up to date. Deal with First Aid incidents according to the First Aid Policy.
· Carry out the required checks to enable the identification of hazards and risks and report using Academy systems and make safe before use.
· Ensure that Accident report forms and/or First Aid book are completed accurately and in detail when an accident occurs. Support any further investigation as required. Pass on all documentation immediately to the Buildings and Health and Safety Manager / Administrator.
· Support in checking the first aid box as required within the faculty/department. If using the last of an item, ensure this is reported to the Health and Safety administrator for re-stocking the box immediately.

Safeguarding 
Joseph Leckie Academy is committed to safeguarding and promoting the welfare of children and young people and all staff must ensure that the highest priority is given to following the guidance and regulations to safeguard children and young people. All staff are to have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by Joseph Leckie Academy. Any safeguarding or child protection issues must be acted upon immediately by informing the Designated Safeguarding Lead or DDSL. 
This job description reflects the policies agreed by the Trustees. The duties, responsibilities and accountabilities highlighted in this job description are indicative and may vary over time. This job description will be reviewed regularly and is an integral part of the appraisal and line management process. 
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Personal Specification 
Student Support Worker 


	Criteria
	Essential (E)
Desirable (D)
	Source
(see below)

	Qualifications and Experience

	GCSE or equivalent in Maths and English grade C or Level4/5 or equivalent
	E
	A

	HLTA or Level 3 TA or other equivalent qualifications in working with
students
	D
	A

	Experience of working in a Secondary School
	D
	A, I, R

	Experience and/or qualifications in relevant subjects; Core subjects would be an advantage.
	D
	A, I

	Professional Experience and Practice

	Recent experience and impact in raising students’ attainment and progress in a relevant subject in a school
	D
	A, I, R

	Evidence of continued personal and professional development
	E
	A, I, R

	Confidence in dealing with students across different age ranges at KS 3, 4
and/or 5
	E
	A, I, R

	Demonstrate an understanding and proactive approach to safeguarding,
equal opportunities, health and safety and other policies and practices
	E
	A, I, R

	First Aid knowledge/experience and/or qualification and willingness to
undertake regular training and First Aid qualification.
	E
	A, I, R

	Experience of or knowledge of working in a multi-cultural and diverse
school
	D
	A, I, R

	Ability to teach/support/mentor small groups with behaviour strategies or key pastoral skills
	E
	A, I, R

	Knowledge and Skills

	Demonstrates a passion for learning and working with children
	E
	A, I, R

	Articulate commitment, passion and vision for supporting students personal and academic development
	E
	A, I, R

	Demonstrates outstanding ability to work well in collaboration with others
	E
	A, I, R

	Outstanding inter-personal and communication skills with students,
colleagues and parents
	E
	A, I, R

	High level organisational and management skills
	E
	A, I, R

	Motivates and inspires students, staff and parents
	E
	A, I, R

	Knowledge of and ability to manage assessment, recording and reporting
	E
	A, I, R

	Knowledge and use of SIMS, Class Charts and/or other data management systems to support students in their learning monitor students well-being and progress 
	D
	A, I, R

	Ability to support students’ needs in terms of supporting with
differentiation and supporting the delivery of SMSC, FBV, Literacy,  numeracy, careers, well-being and other elements within the area
	E
	A, I, R

	  Good organisational skills to support Heads of Year and Pastoral staff
	E
	A, I, R

	Evidence of dealing/supporting with classroom/corridor day to day issues and support for other colleagues within or beyond the year group
	E
	A, I, R

	Outstanding ICT skills
	E
	A, I,

	Knowledge and use of Behaviour strategies e.g. Restorative Practice
	D
	A, I

	Personal Attributes and Qualities

	Personal impact, presence and ability to inspire and maintain high
expectations of students and staff alike
	E
	I, R

	Adaptability to changing circumstances
	E
	I, R

	Enthusiasm, resilience, reliability and integrity
	E
	I, R

	Tact and a good sense of humour
	E
	I

	Ability to work under pressure and meet deadlines
	E
	I, R

	High commitment to challenge students to achieve their potential
	E
	I

	Approachable and caring
	E
	I, R

	An ambition for further professional and career development
	E
	I, R

	Dealing sensitively with staff, students and stakeholders
	E
	I, R

	Personal impact, presence and ability to inspire and maintain high
expectations of students and staff alike
	E
	I, R

	 Have a flexible approach and be willing to work additional hours if   required through negotiation
	E
	         I, R


A = Application Form     R= Reference     I = Interview  
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