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JOB DESCRIPTION

	Job title
	Additional Learning Support – Higher Level Student Support Assistant

	Grade
	Grade E - Points 15 - 18 


	Responsible to
	Associate Assistant Principal (SEND and Inclusion)


	Responsible for
	To manage Student Support Assistants and support learners with a range of additional needs 



	
Summit Learning Trust Mission Statement
Success through Endeavour
Ambition through Challenge
Strength through Diversity




Key responsibilities

Supporting Learners 
The role is flexible to the needs of individual students but may include any of the following (this is not exhaustive and support requirements will vary depending on a learner’s particular needs):

· Ensure learners receive the support they are entitled to for exams by, 
· working with the Associate Assistant Principal for Inclusion and the Exams Access teacher, identify and administer the Exam Access Arrangements process in line with JCQ regulations. 
· gather and maintain accurate evidence to support EAA applications. 
· oversee the delivery of access arrangements during internal and external examinations within the Additional learning area. 
· maintain up-to-date knowledge of regulatory requirements and ensure compliance at all times

Line Management
· Line Management responsibility of Student Support Assistants within the Additional Learning team through,
· supporting recruitment, induction, training, and performance management of SSAs. 
· allocating support staff effectively to meet student needs and timetabling requirements. 
· monitoring and evaluating the quality of support provided, offering guidance and professional development. 
· conducting regular team meetings and contribute to a collaborative, supportive working environment
· Monitoring and supervision of Additional Learning Supervised Study

Other Duties
· Feedback and liaise with the Associate Assistant Principal for Inclusion, Additional Learning teachers, Subject Teachers, Academic Coaches and others as necessary regarding the support needs of learners
· Work with a case load of learners and contribute to the development and review of ALS support plans. 
· Attend meetings of the Additional Learning Team as required
· Keep full and complete records regarding all support


Data Protection and Safeguarding 
· Work within the requirements of GDPR at all times 
· Understand your responsibilities in relation to safeguarding and child protection and how to highlight an issue / concerns 
· Remain vigilant to ensure all learners are protected from potential harm 
 
General
· Whilst every effort has been made to explain the main duties and responsibilities of the post it may not identify every individual task that is required. The post-holder may be asked to carry out any other duties as commensurate within the grade in order to ensure the smooth running of the academy. 
· Take part in professional development and the performance management process.
· The post-holder will be expected to undertake any appropriate training provided by our Trust to assist them in carrying out any of the above duties.
· The post-holder will be expected to contribute to the protection of children and young people, as appropriate, in accordance with any agreed policies and/or guidelines, reporting any issues or concerns to their immediate line manager. 
· The post-holder will be required to promote, monitor and maintain health, safety and security in the workplace.  To include ensuring that the requirements of the Health & Safety at Work Act, COSHH, and all other mandatory regulations are adhered to.  
· An Enhanced Disclosure with the Disclosure and Barring Service (DBS) will be undertaken before an appointment can be confirmed.  The successful candidate will be required to disclose all convictions and cautions, including those that are spent; the exception being certain, minor cautions and convictions which are ‘protected’ for the purposes of the ‘Exceptions’ order.  https://www.gov.uk/government/collections/dbs-filtering-guidance ‘ 
· The job description will be reviewed regularly and may be subject to modification or amendment at any time after consultation with the post-holder.


	Job description issued by:
	


	Date:
	




















[image: ]




Person Specification

	
	Essential
	Desirable

	Qualifications
	· GCSE English & Maths or                                  equivalent
· Hold NQF Level 3 qualification or equivalent

	· Educated to degree level or equivalent
· Higher level qualification in SEND / learning support or equivalent, e.g level 4 teaching assistant qualification

	
Relevant Experience
	· Experience of and enthusiasm for providing support for learners.
· Proven record of success working with students with additional needs
· Experience of working with a range of agencies to support learners
· Experience of leading a team

	· Experience of working within Additional Learning / Learning Support in the 16-19 sector
· Personal care experience 
· Evidence of specialism in more than one area of need.

	Knowledge and Understanding
	· Strong understanding of Exam Access Arrangements and relevant regulations (JCQ guidelines)
· Understanding of the range of SEND and how they might impact on a young person’s learning. 

	

	Skills and aptitudes
	· Good interpersonal skills with the ability to relate to and
empathise with a broad spectrum of people from different backgrounds and cultures
· Ability to analyse and interpret student performance data and learning behaviors to inform target setting.
· Ability to work effectively as part of a team and independently
· High level of job motivation in supporting others
· Ability to work effectively under pressure
· Ability to respond appropriately to challenging situations
· Ability to motivate, stretch and challenge young people
· Good IT skills across a range of applications

	· Ability to contribute to the College’s strategic vision, especially regarding attendance, retention and achievement strategies



	
Special Requirements
	· Enhanced DBS clearance
· A willingness to undertake relevant professional development
· Flexible approach to duties
· A commitment to securing the best outcomes for all pupils, and promoting the ethos and values of the academy/Trust
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