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Recruitment Authorisation Form


	Post:
	Learning Support Assistant
	School:
	Orchard School Bristol

	Recruitment Manager:
	Melanie Sweet



	☐ Member of staff being replaced:
	

	☒ New Post – Fixed Term Contract


	Contractual hours:
	☐ Teachers
__________________ FTE
☒ Support
37 hours is full time for support contracts 
_________________ hours
	Contract basis / Factor:
	☐ Year-Round (52.143)
☐ Term Time Only (44.6)
☒ TT plus Insets (45.6)
☐ TT plus inset days + ________________ additional weeks

	Working pattern: - must be completed for part-time teachers and all support staff

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	8-4
	8-4
	8-4
	8-4
	8-3:30




	Contract Type
	☐ Permanent  ☐ Casual 
☒ Fixed Term 
           End Date of contract: 31/08/2027

Reason for fixed term - linked with: (delete as appropriate) 

☐  Linked to [named pupil]’s provision/funding. ______________________

☐ Linked to [defined income stream with end date] for the academic year. ______________________
☐  Linked to [named staff]’s maternity absence/sickness absence/flexible working arrangements/career break/sabbatical/secondment. ______________________

☐  Linked to ROOTs room and internal inclusion unit

☐  Pending successful recruitment of [role title] ______________________



	Teacher Salary
	Support Staff Salary

	☐ Leadership Range    _______________
☐ Main Scale/UPS
☐ TLR ____________________
☐ Suitable for ECT?
☐ Suitable for Unqualified Teacher?
	☒ BG Scale 7
☒ BG N Scale Range 8-12
☐ First aid allowance ______________




	Application deadline date and time:
☐ Tick for a rolling advert (shortlist and invite to interview – only for multiple roles) 
	10th July 2026, 9.00am

	Interview date and time
	TBC

	Shortlisting staff – please provide full names not initials
	1) Mel Sweet
2) Sophie Alderson 

	Format of the day required? 
	

	Interview panel (please indicate who is safer recruitment trained)
Please provide full names, not initials.
	1) Mel Sweet (safer recruitment trained)
2) Sophie Alderson
3) Krista Moore

	Start date (pending vetting checks):
	01/09/2026


Shortlisting Criteria
Please list the 6 most essential criteria (copy from the Employee Spec) that will be used to shortlist
	
1. At least 5 GCSEs including Science.  Strong passes (minimum of C equivalent) in English and Maths    
2. Experience of working with young people  
3. Ability to manage time effectively, organise and prioritise workloads and work proactively and on own initiative to ensure objectives are fulfilled  
4. Flexible, adaptable and positive attitude to working in a structured environment and working cooperatively as part of a team  
5. High standard of written and verbal communication skills  
6. Belief in and commitment to Orchard School Bristol values and vision. Commitment to the wellbeing, self-esteem and progress of everyone at the school. 



Documents to be included at submission of Recruitment Authorisation Form;
☒ Advert and Application pack attached   
☒ Job Description attached   
☒ Employee Specification attached  

	
We are looking for: 
We are looking for individuals who are able to take responsibility for interventions and are able to support some of our most vulnerable students to engage positively in school.   Learning Support Assistants must be able to listen to young people and find proactive ways through their concerns and difficulties to enable personal development and positive wellbeing, and at the same time be firm and fair with children in maintaining good behaviour for learning.  We are particularly interested in LSAs who have excellent English and are able to speak community languages. The post would suit an individual with excellent Maths and English skills and competent ICT skills, who is keen to make a difference to young people’s life chances.  

Over the past few years this role has appealed to recent graduates who may be considering a future career in teaching, educational psychology, children’s and young people’s services, or social work.  Previous graduate LSAs have found the experience of two years or so in an LSA role prior to teacher training or their next career move to be invaluable. Experienced LSAs who have worked with literacy and numeracy packages are warmly welcomed to apply too.  We will provide any necessary CPD, and opportunities to grow to become the best practitioner you can be.  






	
Where to Advertise

☒ My New Term / school and Trust website / DfE website  ☐ LinkedIn (external leadership professional roles)

☐ Internal Advert (school only) or ☐ Internal Advert (Trust wide)






Agreement by School Business Manager:  __S.Older__ ________________________ 


Agreement by Headteacher:   _M. Sweet__________ ______________________
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