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Job Description

	Job Title:
	Travel Trainer



	Pay Band:
	B3



	Responsible to:
	Head of School

	Hours of Work:
	17.5hrs Travel Trainer- Term Time + 5 days 




Values:
The four pillars of the East SILC are: 
· Kindness

· Integrity 

· Ambition

· Collective responsibility

Vision: 

At the East SILC we believe in Exceptional Education for Exceptional Lives
Safeguarding:

The East SILC is committed to safeguarding and promoting the welfare of children and young people (learners) and expects all staff and volunteers to share this commitment. Appointments are made subject to a satisfactory enhanced Disclosure and Barring Service check (DBS formally CRB) and medical clearance from Leeds City Council’s Occupational Health Service. 

All shortlisted candidates must complete a self-disclosure form before interview. 

It is illegal to apply if you are on the children’s barred list.

The East SILC promotes diversity and wants a workforce which reflects the population of Leeds.
Role:
To work directly with young people who have special educational needs and disabilities who are participating in Independent Travel Training (ITT). As a Travel Buddy you’ll follow a personalised learning plan to teach them the skills to travel to school or college independently on public transport. This will improve their outcomes and reduce their reliance on the council and others to transport them to school, college or to make other journeys. 

With safety at the front of your mind, you’ll give learners increasing independence by gradually reducing the supervision they receive while travelling in a planned way. You’ll then feedback on each learner’s progress to the ITT Co-ordinator, parents and school as appropriate. You’ll be an advocate of ITT, promoting participation in the scheme and gaining the confidence of learners, carers and professionals in the field to ensure that learners with SEND have the best possible opportunity to achieve travel independence. 

Working closely with an ITT Co-ordinator, you’ll advise when each learner is nearing completion of their programme and close to being successfully signed off as an independent traveller. You’ll assist the ITT Co-ordinator in prioritising which learners will enter the scheme and support continuous monitoring, recording and evaluation of the scheme. You’ll be flexible around the needs of learners, frequently working at the time children need to travel to and return from school and working on a pattern of annualised hours according to the seasonal needs of the service and the needs of learners.

Main Duties:
· Establish and deliver Independent Travel Training programmes for learners with Special Educational Needs and disabilities (SEND). 

· Teach learners the skills they will need to travel independently

· Observe and monitor learner’s independent travel and prepare written reports of their progress. 

· Liaise with and provide professional advice to, parents/carers; and other professionals involved with the learner.

· To liaise with carers, school teachers and others as appropriate, and prepare reports that will support learners’ transition to independent travel.

· Ensure the safeguarding and protection of learners and assist management in doing so as appropriate.

· Work with high levels of accuracy for tasks such as checking documents and recording information.

· Advise, instruct, check work and assist in the induction/training/mentoring of staff

· Use own initiative and judgement where appropriate, promoting positive outcomes and solutions for learners.

· Work on your own, manage your own workload and use your initiative to adhere to time scales and deadlines. 

· Analyse and collate data and use it to support the production of travel plans, risk assessments and reports. 

· Understanding of, financial, audit, confidential and operational requirements of Children & Families services, and the impact on its day-to-day work.

· Work flexibly and working across the city, depending on service demand.

· Support and motivate learners by showing awareness of their individual interests and preferences, by introducing them to a range of different experiences through independent travel

· Communicate effectively and professionally verbally, non-verbally and in written form, including the use of IT.

· Work directly with learners in accordance with ITT plans and education health & care plans.

· Engage and motivate learners for independent travel when they are transferring to other settings.

· Work with ITT Co-ordinators in contributing to reviewing and amending travel training plans, risk assessments and maintenance of files and other administrative tasks.

· Maintain a record of each ITT candidate’s daily progress.

· Work co-operatively with colleagues to ensure an efficient and effective service.

· Liaise and participate with other professional groups involved with learners.
· Flexible and adaptable to change to assist other services as required commensurate to grade  
· Participate in appraisal, training and development activities as necessary to ensure up to date knowledge and skills
· Improve own practice through observation, evaluation, discussion with colleagues and development programmes.

· To work collaboratively with colleagues, knowing when to seek help and advice.

· Contribute to the overall ethos, work, and aims of the service by attending relevant meetings, training days/events as requested.

· Be aware of and comply with Leeds City Council policies and procedures e.g. child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure equality for all working in an anti-discriminatory manner, upholding and promoting the values, standards and equal opportunities of Leeds City Council. 

· Recognise and appropriately challenge any incidents of racism, bullying, harassment or victimisation and any form of abuse of equal opportunities, ensuring compliance with relevant policies and procedures.
· The Council has adopted a flexibility protocol and this role will be expected to work within these parameters.
Special Conditions of Service: 

· There is a requirement to submit to an enhanced Disclosure and Barring Service check (DBS formally CRB).

· Term time working.  

· There will be a need to, work outside of school hours and off school premises, as required by the school. 

· The school and grounds have a no smoking policy.
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Job Description

	Job Title:
	Teaching Assistant – Level 1  



	Pay Band:
	B1 


	Responsible to:
	Senior Learning Support Lead


	Hours of Work:
	24 hours


Values:
The four pillars of the East SILC are: 
· Kindness

· Integrity 

· Ambition

· Collective responsibility

Vision: 

At the East SILC we believe in Exceptional Education for Exceptional Lives
Safeguarding:

The East SILC is committed to safeguarding and promoting the welfare of children and young people (learners) and expects all staff and volunteers to share this commitment. Appointments are made subject to a satisfactory enhanced Disclosure and Barring Service check (DBS formally CRB) and medical clearance from Leeds City Council’s Occupational Health Service. 

All shortlisted candidates must complete a self-disclosure form before interview. 

It is illegal to apply if you are on the children’s barred list.

The East SILC promotes diversity and wants a workforce which reflects the population of Leeds.

Role:
To work under the guidance of teaching/senior staff and within an agreed system of supervision, to implement agreed work programmes with individual groups, in or out of the classroom. This could include those requiring detailed and specialist knowledge in particular areas and will involve assisting the teacher in the whole planning cycle and the management/preparation of resources. 

Staff may also supervise whole classes during the short-term absence of teachers. The primary focus will be to maintain good order and to keep learners on task. Senior teaching and learning assistants will need to respond to questions and generally assist learners to undertake set activities. Marking and assessment activities are limited to those where answers are predetermined, and no element of professional judgement is required.

Main Duties:

1. To attend to the learners’ personal needs, and implement related personal programmes, including social, health, physical, hygiene, first aid and welfare matters.  
2. Supporting learners who may have complex medical needs and who may need medical support, training will be provided.

3. Supporting learners who require additional support with communication, including those learners with a mechanical system of communication. The post holder may also be required to use British Sign Language and/or Makaton, (a form of sign language for SEN learners) if so, training will be provided.

4. Supporting learners with speech difficulties under the guidance of a Speech Therapist to support individual learners with specific needs, in-house training provided.

5. Providing support to learners who need assistance with personal care, such as feminine hygiene, changing nappies etc. for incontinent pupils and assisting learners to use the toilet if they are unable to use the toilet unaided.    

6. Feeding learners and assisting them with drinking, in-house training given.

7. Supporting learners who because of their physical needs may need to be lifted and carried and/or in transported in wheelchairs, training will be provided.  

8. The post holder may also be required to assist learners with physiotherapy under the guidance of physiotherapist.  

9. The post holder may be required to restrain learners who may harm themselves or others. Some learners may bite, kick, nip and punch etc. themselves staff and or other learners. Training will be provided on how to restrain learners appropriately.

10. To supervise and support learners ensuring their safety and access to learning.

11. To establish good relationships with learners, acting as a role model, being aware of, and responding appropriately to individual needs.

12. To promote the inclusion and acceptance of all learners.

13. To encourage learners to interact with others and engage in activities led by the teacher.

14. To encourage learners to act independently as appropriate.

15. To prepare classroom as directed for lessons and clear afterwards and assist with the display of learners’ work.

16. To be aware of learner’s problems/progress/achievements and report to the teacher as agreed.

17. To undertake learners record keeping as requested.

18. To support the teacher in managing learners’ behaviour, reporting difficulties as appropriate.

19. To gather/report information from/to parents/carers as directed.

20. To provide clerical/administrative support - photocopying, typing, filing, collecting money etc.

21. To support learners to understand instructions.

22. To support learners in respect of local and national learning strategies - literacy, numeracy, appropriate key stages, early years, as directed by the teacher.

23. To support learners in using basic ICT as directed.

24. To prepare and maintain equipment/resources as directed by the teacher and assist learners in their use.

25. To be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection/GDPR regulations, reporting all concerns to an appropriate person.

26. To be aware of, support difference, and ensure all learners have equal access to opportunities to learn and develop.

27. To contribute to the overall ethos/work/aims of the school.

28. To appreciate and support the role of other professionals.

29. To attend relevant meetings as required.

30. To participate in training and other learning activities and performance development as required.

31. To assist with the supervision of learners out of lesson times, including before, after school, and at lunchtimes.

32. To accompany teaching staff and learners on visits, trips and out of school activities as required.

33. To be performance managed.

Special Conditions of Service: 

· There is a requirement to submit to an enhanced Disclosure and Barring Service check (DBS formally CRB).
· Term time working.  

· There may be a need to, occasionally, work outside of school hours and off school premises, as required by the school. 

· The school and grounds have a no smoking policy.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task may not be identified.  Employees will be expected to comply with any reasonable request from the Executive Principal to undertake work of a similar level that is not specified in this job description

This job description is current at the date shown.  It will be reviewed at least annually and, it may be changed by the Executive Principal to reflect or anticipate changes in the job commensurate with the grade and job title.
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