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Support Staff Job Description

	Support Staff area 
	Inclusion

	Support Staff Team:
	ENGAGE Team

	Post Title:
	Support Assistant for ENGAGE

	Purpose:
	To support the Alternative Curriculum Programme Leader for ENGAGE and wider school under the direction or instruction of the Deputy Headteacher for Inclusion in providing appropriate learning and pastoral support to students.

	Reporting to:
	Alternative Curriculum Programme Leader for ENGAGE 

	Key Success Indicators:
	· Identification of students’ needs and academic abilities 
· Students receive effective pastoral and academic support
Students make good progress in line with their peers
· All students have forwarding destinations

	Liaising with:
	Alternative Provision Programme Leader
ENGAGE teachers
SENCO
Safeguarding Officer
Attendance Officer
External services
Assistant Headteacher Behaviour and Attitudes

	Working time:
	Term time only 37 hours 

	Salary/Grade:
	NTC Grade 5-6 depending on experience.

	Main (Core) Duties

	Pastoral support


















	· Support all students, to address their barriers, such as de-motivation, disengagement, self-esteem etc.  
· Provide one-to-one and small group mentoring to students with social, emotional, and behavioural challenges.
· Develop and implement tailored support plans to improve students’ engagement and wellbeing.
· Act as a key point of contact for students, ensuring they feel supported and listened to.
· Liaise with families, carers, and external agencies (e.g., social services, mental health professionals) to provide holistic support in line with school safeguarding procedures.
· Promote a positive and inclusive environment that supports emotional regulation and personal development.
· Support students in developing resilience, self-esteem, and positive relationships.
· Become familiar with prior data / information for students
· Monitor and implement support to remove any attendance and punctuality barriers and improve engagement levels.
· To assist the Alternative Provision Programme Leader to ensure consistent approaches to managing student behaviour and pastoral support. 

	Academic Support
	· Assist students in accessing and engaging with their academic work, providing targeted support where necessary.
· Become familiar with prior data for students and use this to support student progress
· Work with teaching staff to adapt curriculum delivery and resources to meet individual needs.
· Monitor student progress and provide feedback to staff and parents/carers.
· Support students in developing independent learning skills and motivation.
· Help deliver interventions aimed at improving literacy, numeracy, and other core skills.
· Work with students and external agencies to secure work experience placements 
· Work with students and staff to ensure all students have an onward destination.
· Plan and prepare support for students to access learning outcomes.
· Prepare specialised resources for identified students.
· Use ICT skills to enhance learning activities.
· Work with small groups of students as requested. 
· Use effective strategies to promote positive learning behaviours.

	Communication

	· To regularly communicate with parents and carers and ensure they have up to date information.
· Attend meetings with parents and other external stake holders as required.
· Make sure that staff are aware of the individual needs of all students in the provision (medical, pastoral, SEND etc.)
· Meet with external agencies and initiate appropriate support as required.
· Share successes with parents and the wider school community.

	Admin support
	· To ensure that there is accurate recording of behaviour and attendance data relating to all students.  
· Keep accurate & concise records of support and progress.
· To ensure MIS and all relevant school information databases are updated with all relevant information such as current contact details, behaviour incidents, attendance information, safeguarding updates and achievements etc. 
· Participate in training and other learning activities as required and attend relevant meetings to ensure own continuing professional development. 
· Complete any paperwork required by external services.

	School Organisation
	1. Follow school policies and procedures especially those relating to Child Protection and Health & Safety.
1. Respect confidential issues linked to students.
· Exam Invigilation.
· Supporting the supervision of students at all times.

	Legislation Compliant
	· Be aware of and comply with policies and procedures relating to child protection, equal opportunities, health, safety, security, confidentiality and data protection, reporting any concerns to the appropriate person, to maintain a safe and secure learning environment for students.
· To be responsible for promoting and safeguarding the welfare of children and young people within the school.

	Other Specific Duties

	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.
Employees are expected to be courteous to colleagues and provide a welcoming, and professional environment. This applies to all forms of communication including email, internet, text and telephone conversations
This job description is current at the date shown but following consultation with you, may be changed by Leadership to reflect or anticipate changes in the job which are commensurate with the salary and job title. 



Date:
Signed:
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