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Job Description
Person Specification

	JOB TITLE:
	[bookmark: _Hlk109125768]Enhanced Learning and Teaching Assistant

	GRADE:
	NJC 3C (Special Schools) 

	REPORTS TO:
	SENDCo


[bookmark: _99ceapyllofz]
	JOB PURPOSE:
· To assist the SENDCo and other academy staff to meet legal responsibilities and provision relating to students with an Education, Health and Care Plan (EHCP)
· To assist in the induction process for students as they begin at the Academy.
· To assist teachers to work with students, many who will display social, emotional and behavioural difficulties, within the provision and assist in reintegrating them into mainstream school where appropriate
· To support students with their learning 


	
	MAIN ACCOUNTABILITIES:

	1. Under the direction of the SENDCo, to deliver specific provisions identified on individual students' EHCPs. This may include 1:1 instruction and/or small group work such as delivering an emotional literacy programme.

2. To support teachers and other staff to deliver the provision identified on students’ EHCPs

3. To monitor, record and feedback about the delivery of provision on EHCPs by all staff

4. To support the SENDCo to identify additional resources and training required to fulfil the provision on students’ EHCPs

5. To support the SENDCo in holding staff to account, where appropriate, for delivering specific provisions identified on students’ EHCPs

6. To support the SENDCo with reviewing EHCPs annually, or more frequently where required, following local and national guidance including collecting and collating information, preparing reports, completing paperwork and taking minutes

7. To support the SENDCo with referrals and requests, such as for EHCNA or paediatric assessment, including collecting and collating information, preparing reports and completing paperwork

8. To support the SENDCo as required with aspects of Exam Access Arrangements including paperwork, evidence and monitoring of ‘Normal Way of Working’

9. To support the induction of students new to the Academy including running and supervising induction testing under the direction of the Admissions Coordinator and the SENDCo, collating and sharing information and data from induction testing and giving tours of the school to new students/parents/staff from other schools when the Admissions Coordinator is not available

10. To assist teachers with all aspects of their work within the Academy

11. To contribute to the physical, social, emotional and intellectual well-being of the students

12. To work with groups or individuals within the Academy or support them with their education in other places of learning

13. To support students in coming into the Academy, and during breakfast, break times and lunch times as appropriate 

14. To support students undertaking courses with external providers, if required

15. To prepare wall displays under the guidance of the class teacher

16. To work in collaboration with the teaching staff of the Academy, setting and reviewing students’ targets, planning progression and differentiation of work, and supporting students to achieve progress and success.

17. To input data to the Academy’s databases, as required

18. To liaise with students’ parents/carers 

19. To liaise with the students’ school (link teacher)

20. To visit students in their mainstream school to provide reintegration support under the direction of a teacher 

21. To respect the confidentiality of all information regarding students and their families

22. To attend and contribute to staff meetings as required


Professional development:
1. Undertake additional specialist training in order to be able to deliver specific provisions identified on individual students' EHCPs. This might include, for example, ELSA training (Emotional Literacy Support Assistant), literacy intervention training or training in any other specialist skills and/or knowledge identified on EHCPs. 

2. Keep specialist skills and knowledge up to date by, for example, taking part in refresher training or supervision. This might include ELSA supervision sessions with an Educational Psychologist

3. Participate in arrangements for the appraisal and review of their own performance, and, where appropriate, that of other members of the team.

4. Participate in arrangements for their own further training and professional development, and, where appropriate, that of other members of the team, including induction.

5. Undertaking training and professional development to ensure progression in the development of the work within the responsibility of this job description

Contribute to the general policies and practices of the Academy:
1. Contribute as required to the development, implementation and evaluation of policies, practices and procedures in such a way as to support the Academy’s values and vision

2. Promote the health, safety and well-being of students and colleagues

3. Know how to identify potential safeguarding issues, and follow safeguarding procedures

4. Ensure the development and progression of equality within the sphere of responsibility of this job description and the fair and equal treatment of all students, parents/carers, staff and other personnel in the Academy or working with the Academy

5. Undertake any other duties and responsibilities which are consistent with the grade and expertise required of the post holder as may be required from time to time 






Safeguarding Children
 
CONTEXT:
All teaching staff are part of a whole school team.  They are required to support the values and ethos of the school and school priorities as defined in the School Development Plan.  This will mean focusing on the needs of colleagues, parents and pupils and being flexible in a busy pressurised environment.
 
Because of the nature of this job, it will be necessary for the appropriate level of Disclosure and Barring Service check (DBS) to be undertaken.  Therefore, it is essential in making your application that you disclose any convictions or cautions (excluding youth cautions, reprimands or warnings) that are not 'protected' as defined by the Ministry of Justice. The DBS check will reveal both spent and unspent convictions, cautions and bind-overs as well as pending prosecutions, which aren't 'protected' under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) and check to establish that a person is not barred from 'regulated' activity as defined by the Safeguarding Vulnerable Groups Act 2006.
Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website.
The fact that a pending prosecution, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment.  

In the event of employment being taken up, any failure to disclose relevant convictions will result in dismissal or disciplinary action by The Academy.

Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers.
 
The School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment.




PERSON SPECIFICATION
	
	Essential Criteria
	Desirable Criteria

	1. Qualifications
	
GCSE grades A*-C in English & Maths
	


	2. Relevant   Experience
	Experience of supporting students with SEND in an education setting or similar
	Significant experience, knowledge and understanding of supporting students with SEN and challenging behaviour in a special or mainstream setting

	
	[bookmark: _GoBack]Experience and proven level of competence in Word and Excel or similar programs
	

	3.  Skills and Abilities
	Ability to undertake the additional study/learning required to gain specialist skills and knowledge identified on EHCPs
	

	
	Ability to support across the Academy in a variety of subjects and Key stages
	

	
	Ability to support students reintegration into mainstream schools
	

	
	Ability to remain calm in difficult situations and work well under pressure
	

	
	Ability to communicate and negotiate effectively with all professionals who contribute to students’ placements, working flexibly to ensure the service is maintained at all times
	

	
	Ability to work collaboratively with colleagues
	

	
	Good organisation and time management skills
	

	
	Commitment to self-development and willingness to undertake further training 
	

	
	Ability to work autonomously within agreed boundaries 
	

	
	Commitment to equality principles 
	

	
	Ability to travel to schools within Central Bedfordshire 
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