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Dear Applicant,
Thank you for your interest in the position of Lead Teaching Assistant.  We are seeking to appoint a suitably qualified, experienced and enthusiastic person to join a friendly and supportive school. 

Salary Scale:  	Grade 6 (points 15 - 22) £29,093-£32,654 (Pro rata salary £25,024-£28,087)
Contract Term:  	Permanent
Contract Type:  	37 hours per week, Term Time Only plus 5 inset days
Hours of Duty:	Monday – Thursday 8.15 - 4:15 pm
			Friday 8:15 – 3:45 pm
	           
Background Information
Lymm High School is a, large high performing secondary school with exceptional resources including a swimming pool and leisure complex. We are looking to appoint a dedicated professional Lead Teaching Assistant. The post-holder will report to the SENDCo who will be the direct line manager. The post-holder will provide an important ‘link’ between the SENDCo and other teaching assistants in the department, as well as provide a key point of contact for any students identified as having possible SEND at the relevant key stage.   

Method of Application
The preferred method of application is electronically via our school website.  All applications must be made using the school’s application form.  Applications will be shortlisted for interview and the HR Officer will contact those selected regarding the time and venue.  

Closing Date
Applications received after the closing time of 9am Wednesday 11th December 2024 will not be considered.

Interview Date
TBC

Safeguarding
All staff who teach, train or work regularly with children aged up to 18 and vulnerable adults are required to comply fully with legislation and Lymm High School policies and practices to ensure learners are safeguarded and protected.

Lymm High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

If you have any questions please contact us on 01925 755458 or email recruitment@lymmhigh.org.uk.

Thank you again for your interest in working at Lymm High School.  We look forward to hearing from you.

Gwyn Williams
Headteacher





JOB DESCRIPTION (KS4 & 5)
The information contained below is to help staff understand and appreciate the work content of their post and the role they are to play in the operation.  However, it should be noted that whilst every effort 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 may therefore have been used, in which case all the usual associated duties are included in this job description.
	Job title
	Lead Teaching Assistant 

	Reporting to
	SENDCo

	Job purpose
	The post-holder will report to the SENDCo who will be the direct line manager. The post-holder will provide an important ‘link’ between the SENDCo and other teaching assistants in the department, as well as provide a key point of contact for any students identified as having possible SEND at the relevant key stage. 

	Key Tasks and 
Accountabilities
	KS4 Responsibilities:
· To liaise with pastoral managers and Heads of Year regarding students identified as requiring additional support and/or with SEND. 
· To support SEND students and those with an EHCP with advice and guidance regarding options at post-16 including college applications, apprenticeships, sixth form requirements and subjects, as well as providing information about Open Days.
· To support the SENDCo in monitoring the progress of students attending Reaseheath College and other alternative provisions. 
· To provide daily mentoring to students with SpLD and/or deliver relevant interventions as part of a graduated approach. 
· To act as a key worker for students with an EHCP. 
· To oversee the day-to-day implementation of intervention and study sessions for students in KS4 with SEND.
· To support the SENDCo in ensuring that students with an EHCP are being supported in meeting their outcomes through the identification of appropriate interventions and support.
· To liaise with the HLTA (Leader of Teaching Assistant Coordination) to ensure staff are timetabled appropriately to deliver interventions.  
· To implement an effective tracking and monitoring system for attendance at intervention sessions – including a reward system for encouraging pupil participation. 
· To maintain pupil passports for SEN K students in the relevant key stage. 
· To support Teaching Assistants with any planning and preparation required for delivering any out-of- class interventions for pupils with SEND. 
· To report to and update the SENDCo on the efficacy of interventions being delivered. 
· To support class teachers and Student Services on a day-to-day basis, by helping to support the reintegration of pupils into lesson after periods of absence, or, time in the Inclusion Hub. 
· To take responsibility for submitting requests for stationary, resources and teaching materials for interventions. 



KS5 Responsibilities 
· To liaise with Sixth Form Student Services and the Head of Sixth Form regarding students identified as requiring additional support and/or with SEND. 
· To support SEND students and those with an EHCP with advice and guidance regarding options at post-18, including apprenticeships, supported internships, Universities and employment. 
· To take a pro-active role in timetabling support and catch-up sessions for Sixth Form students identified as having SEND or an EHCP. 
· To identify students in Sixth Form who may require Access Arrangements and any additional learning support for SpLd. 
· To take responsibility for administering the dyslexia screening and screenings for other related learning difficulties.  
· To be a ‘champion’ for SEND in the Sixth Form and encourage the use of assistive technologies to develop students’ independence including text to speech software, speech recognition and mind mapping software. 
· To be the Docs Plus lead for the department.  
· To attend and deliver training to the department on the use of Reading Pens. 
· To provide daily mentoring to students with SEND and/or act as a key worker for students with an EHCP in the Sixth Form. 

	Department Responsibilities

	·  To support and guide less experienced teaching assistants in the classroom when required. Ensure that any newly appointed teaching assistants are fully inducted into classroom routines and organisation and be a mentor for them. 
· To support classroom teachers with preparation, resources, display and general classroom duties, including the organisation and development of class planning for students with SEND. 
· To undertake any necessary health and care training in order to assist the SENDCo and Student Services with the management of medical and health needs. 
· To manage and support students with challenging behaviour, as detailed in the school SEND policy. 
· To provide administrative support to the SENDCo including filing, scanning, record keeping, telephone calls and sending emails. 



	All employees have the responsibility to:

	· 
Ensure any documentation produced is to a high standard
· Be aware and comply with policies, protocols and procedures relating to safeguarding, child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person
· Participate in training and other learning activities as required
· Provide appropriate guidance and supervision and assist in the training and development of staff as appropriate
· To promote the area of responsibility within the academy and beyond
· To represent the academy at events as appropriate
· To support and promote the academy ethos
· To undertake any other duties and responsibilities as required that are covered by the general scope of the post.



REVIEW ARRANGEMENTS
The details contained in this job description reflect the content of the job at the date it was prepared.  However, it is inevitable that over time, the nature of the jobs may change.  Existing duties may no longer be required and other duties may be gained without changing the general nature of the post or the level of responsibility entailed.  Consequently, the Headteacher will expect to revise this job description from time to time and will consult with the post holder at the appropriate time.






PERSON SPECIFICATION

	JOB TITLE
	GRADE

	Lead Teaching Assistant 
	6



NOTE TO APPLICANTS:	Whilst all points on the specification are important, those marked ‘E’ are the key requirements.  You should pay particular attention to these points and provide evidence of meeting them.  Failure to do so may mean that you will not be invited to interview.
	CRITERIA
	NECESSARY REQUIREMENTS
	APPLICATION/ INTERVIEW

	QUALIFICATIONS AND EXPERIENCE

	· High level of general education, including GCSE Mathematics and English A*-C.
· Experience of working in a school /educational environment 
· Experience of working with children 
· Administration in an office environment
· Experience in the use of SIMS 
· Experience of working with children with Special Educational Needs and/or Education Health and Care Plans
· Knowledge and/or experience of completing referral paperwork for external agencies e.g. Speech and Language, ASD/ADHD referrals. 
· Knowledge of the legal responsibilities of schools with regards to students with Education Health and Care Plans.
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	SKILLS AND ABILITIES

	· Strong written and spoken communication skills, face to face, telephone and via email with pupils, parents and external agencies
· Able to self-motivate, plan, organise and prioritise effectively
· Have a good understanding of students needs and disciplines
· Flexibility & the ability to work under pressure, delivering to deadlines and prioritising work load
· Extensive experience in supporting and delivering programmes of intervention for pupils with cognitive/SEMH needs Ability to cope with a wide range of tasks in a busy and changing environment.  
· Ability to use initiative and be proactive 
· Ability to empathise and handle confidential issues and material sensitively and appropriately
· Ability to create, maintain and analyse pupil records
· Ability to work as part of a team
· Ability to work to deadlines with excellent attention to detail and accuracy levels
· Reliability, flexibility, professionalism, integrity and confidentiality   
· Demonstrate a commitment to safeguarding and promoting the welfare of the students within in the school
· Ability to contribute to meeting and disseminate good practice
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	OTHER REQUIREMENTS
	· Enhanced DBS Disclosure
· Attend training courses
· Flexibility with working hours and ability to cope with a wide range of tasks in a busy and changing environment.
· Excellent time keeping and attendance record with an enthusiastic and positive attitude. 
	E
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