
    St John the Evangelist Catholic Primary School
                                                                      Beacon Road                                           
                                                                 Bradford BD6 3DQ
                                                                 
                                                                  
JOB DESCRIPTION

SPECIAL NEEDS SUPPORT ASSISTANT 

MISSION STATEMENT

At St John the Evangelist Catholic School we seek to recognise the divine origin and uniqueness of each individual. We regard every member of our school community to have equal value and worth. We are committed to helping each member develop the skills, knowledge and attitudes necessary for them to take their rightful place in society.

PRIME OBJECTIVES OF THE POST:
To support access to learning for a pupil with specific learning needs and provide to general support to the teacher in the management of pupils and the classroom.

SUPERVISORY/MANAGERIAL RESPONSIBILITIES:
Assisting as a member of the classroom team in the supervision of students on work experience, trainees and voluntary helpers with whom the postholder is working.

SUPERVISION AND GUIDANCE:
To work under the direction/instruction of senior staff.
RANGE OF DECISION MAKING:
To make decisions within established working practices and procedures.

The postholder will be expected to use good common sense and initiative in all matters relating to:

· the conduct and behaviour of individuals, groups of pupils and whole classes

· the correct use and care of materials by individual and small groups of pupils

· the safety, mobility (if required) and hygiene and well being of the pupils.

RESPONSIBILITY FOR ASSETS, MATERIALS ETC:
To maintain the confidential nature of information relating to the school, it’s pupils, parents and carers.

The provision, use and storage of equipment and materials used by pupils with whom the postholder is working.

General responsibility for the care of all equipment and materials within the classroom/designated area of the school. 

CONTACTS:

Internal at all levels, Parents / Carers, Governors, Community Groups, Health, Social Services, Police, Local Education Authority, Education Bradford, Contractors, External Agencies.

RANGE OF DUTIES:
1.
SUPPORT FOR PUPILS
1.1       Support the pupil(s) in accessing learning activities as directed by the teacher.

1.2
Supervise and support the pupil(s) ensuring their safety and access to learning, attend to the pupils’ personal needs, and implement related personal programmes, including social, health, physical, hygiene, first aid and welfare matters.

1.3       Establish good relationships with pupils, acting as a role model and being aware of and responding appropriately to individual needs.

1.4       Provide support for children at lunchtimes if necessary
1.5
Promote the inclusion and acceptance of all pupils.

1.6 
Encourage pupils to interact with others and engage in activities led by the teacher.

1.7       Encourage pupils to act independently as appropriate. 
1.8      Establish constructive relationships in accordance with our mission statement with our pupils and interact with them according to individual needs.

2.
SUPPORT FOR THE TEACHER 

2.1
Prepare classroom as directed for lessons and clear afterwards and assist with the display of pupils work.

2.2 
Be aware of pupil problems/progress/achievements and report to the teacher as agreed.

2.3 
Undertake pupil record keeping as requested.

2.4 
Support the teacher in managing pupil behaviour, reporting difficulties as appropriate

2.5 
Gather/report information from/to parents/carers as directed.

2.6 
Provide clerical/admin. support e.g. photocopying, typing, filing, collecting money etc.  

3. 
SUPPORT FOR THE CURRICULUM
3.1 
Support pupils to understand instructions.

3.2 
Support pupils in respect of local and national learning strategies e.g. literacy, numeracy, KS3, early years, as directed by the teacher.

3.3
Support pupils in using basic ICT as directed.

3.4 
Prepare and maintain equipment/resources as directed by the teacher and assist pupils in their use.

4. 
SUPPORT FOR THE SCHOOL
4.1
Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

4.2 
Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.

4.3 
Contribute to the overall ethos/work/aims and Mission Statement of the school.

4.4
Appreciate and support the role of other professionals.

4.5
Attend relevant meetings as required.

4.6
Participate in training and other learning activities and performance development as required.

4.7
Assist with the supervision of pupils out of lesson times, including before and after school and at lunchtimes.

4.8
Accompany teaching staff and pupils on visits, trips and out of school activities as required.

4.9 
To support, uphold and contribute to the development of the Council’s Equal Rights policies and practices in respect of both employment issues and the delivery of services to the community.

