
JOB DESCRIPTION

	POST:	

	LEARNING SUPPORT ASSISTANT 

	WORKING HOURS:

	Variable Annual Hours


	GRADE:

	Support Staff 4/5, Points 19 – 22 (depending on qualifications)

	SALARY:

	On a point within the range. Salaries are reviewed annually.


	PURPOSE OF POST:
	To provide cross-college support and assistance to students who have identified learning needs 


	RESPONSIBLE TO:
	LSA Co-ordinator




A key role is to work under the instruction/guidance of teaching staff to enable access to learning for students and to assist tutors in the management of students and the learning environment.

JOB DUTIES:

Supporting the Student

· From existing documentation and the student profile and in consultation with tutor, identify a range of strategies for supporting individual students.

· Taking into account the particular needs involved, aid the student(s) to learn as effectively as possible both in group situations and individually by, for example:

· Clarifying and explaining instructions
· Ensuring student(s) are able to use equipment and resources provided
· Motivating and encouraging the student(s) as required
· Assisting in weak areas e.g. language, behaviour, spelling, handwriting/presentation, organisation, study skills, concentration, focus, etc
· Helping students to concentrate on and finish work set
· Helping students to organise and assemble work 
· Liaising with tutors and Skills Development tutors to differentiate learning to meet particular learning needs
· Supporting students to access required areas around the college
· Provide support for student’s specific hygiene/medical and personal care needs. This may include support with intimate care in respect of toileting, dressing, washing and eating.
·  Establish a supportive and constructive relationship with the student(s) concerned and interact according to individual needs.


Supporting the Tutor

1. Contribute to the maintenance of student progress records by feeding back to the tutor in relation to progress and achievement of students, including reference to attitude and behaviour.
1. Assist in administering routine tests, invigilate exams and act as reader/scribe in exams, as appropriate.

Supporting the Curriculum

1. Support learning activities and develop students’ competence and independence in its use including ICT skills.
1. Prepare and use equipment/resources.

Supporting the College

1. Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate internal nominee.
1. Be aware of and support difference and ensure students have equal access to opportunities to learn and develop.
1. Contribute to and support the overall ethos/work/aims of the College.
1. Appreciate, support and respect the role of other professionals.
1. Attend and participate in relevant team meetings and in-service training.
1. Participate in training and other learning activities and performance development as required.
1. Assist with the supervision of students out of lesson times, including before and after the College timetable and at break times, as needed.
1. Accompany teaching staff and students on visits, trips and out of College activities as required and take responsibility for a group under the supervision of the teacher.
1. Take note of and comply with College HR procedures for reporting absences, lateness, etc.

The Postholder will:

· Give a high profile to equality of opportunity in all areas of activity, including compliance with the Equal Opportunities policy.
· Aim to provide a safe and secure environment for all our students in compliance with our Child Protection policy.
· Ensure compliance with the Disability Statement, including the need to notify Human Resources of any changes in circumstances.
· Participate in the agreed scheme for staff development, training and appraisal and be committed to continuous personal and professional development.
· Promote the inclusion, acceptance and integration of the student within the whole group.
· Set challenging and demanding expectations and promote self-esteem and independence.
· Encourage pupils to interact appropriately with others and to engage in activities led by the tutor.
· Assist with problems of a pastoral nature e.g. health and personal hygiene issues.
· Carry out all duties with due regard to Health and Safety Regulations.
· Ensure compliance with the Financial Regulations of the College
· Ensure compliance with the College Computer & Telecommunication Systems regulations, policies and procedures.
· Notify HR of any changes in personal details, eg a change of name or address, car registration number, telephone number, next of kin/emergency contact details, etc.



The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job, and in, addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Your duties will be as set out in the above job description but please note that the College reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.

This job description is current at the date shown but in consultation with the postholder it is liable to variation to reflect or anticipate changes related to the job.  You will be consulted about any proposed changes.


	
	
	
	

	Signature of postholder:
	______________________________
	Date
	_______________

	
	

	
	






































Person Specification – Learning Support Assistant

	

	ESSENTIAL
	DESIRABLE

	EDUCATIONAL
QUALIFICATIONS/
ATTAINMENTS

	Educational qualifications to GCSE standard in Maths, English and ICT (C Grade)  
	

	EXPERIENCE
REQUIRED



	
	Work with young people either through voluntary work, paid employment or family life


	SPECIAL 
KNOWLEDGE OR
TRAINING

	Able to relate well to students with a diverse range of needs 
The willingness to undertake a relevant learning support qualification. 
	Counselling skills
Computer skills
Literacy support strategies
Numeracy support strategies
Knowledge of relevant policies and legislation
Training in relevant learning strategies
Knowledge of ASC, Hearing Impairment, Visual Impairment, Physical Disability


	ABILITIES,
SKILLS &
PERSONAL
QUALITIES


	Punctual and reliable
Ability to communicate and establish rapport with young people and colleagues
Ability to work as a member of a team
Patience and empathy
Flexibility and adaptability
Ability to work independently as well as within a team.

	Able to manage students with emotional, behavioural and learning needs.


	RELATIONSHIPS


	Able to build and maintain stable, productive and appropriate relationships with students and staff boundaries 
Recognising and implementing professional boundaries at all times 

	

	MOTIVATION


	A desire to work with and support the learning of young people and facilitate student integration. 


	

	SPECIAL 
CIRCUMSTANCES

	Willingness to be flexible as to working hours according to the needs of the students

	



