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Grade Grade C 

Responsible to AH, SENDCO 

Hours of work 30 hours 25 minutes per week, 39 Weeks Per Year 

Revision 1.0 – July 2020 
 

Main Purpose of the Post 
 

To take a pro-active role in the support of the educational, social, emotional and physical 

needs of the students; to support pupils to eliminate learning gaps and raise students’ 

expectations to achieve their full potential. 
 

Duties and Responsibilities: 
 

1. To assist individuals and groups of children in developing knowledge, understanding, 

skills and attitudes as defined by the curriculum.  To take into account the learning  

support involved to aid the children to learn as effectively as possible; 

2. To establish supportive relationships with student/s and to encourage acceptance 

and inclusion of all students whilst maintaining the highest expectations;  

3. To understand specific learning gaps drawing on advice from IEPs and linking with 

teaching staff to ensure students make appropriate progress by contributing to and 

planning, collaboration, challenging and engaging lessons; 

4. To encourage social integration and individual development of students.  To develop 

methods of promoting and reinforcing students’ self-esteem e.g. through mentoring, 

establishing positive links with students’ families through regular contact; 

5. Attending and contributing to multi-agency meetings as required;   

6. To assist in preparing, using and maintaining relevant teaching resources, including 

wall displays and cleaning up after activities.  To ensure that basic classroom materials 

are available for use; 

7. To assist with lunch and break time supervision of children; 

8. To accompany children on educational visits and outings as supervised by a teacher; 

9. To meet the needs of students with emotional and behavioural difficulties.  To 

manage the student to prevent harm and disruption to the student or others, within 

the limits of the post holder’s training and school policies and procedures; 

10. To assist with the assessment, monitoring and recording of children’s progress, health, 

behaviour and general wellbeing.  To feedback any information (including concerns) 

regarding the well-being and educational needs of children to the teacher, Assistant 

Headteacher (SENDCO) or ASENDCO as appropriate; 
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11. To be aware of confidential issues linked to home/student/teacher/school work and 

to ensure the confidentiality of such sensitive information; 

12. To remain aware and work within all relevant school working practices, policies and 

procedures; 

13. To attend staff meetings and school-based INSET as required; 

14. The role is based at Coombeshead Academy but you may be required to work in any 

Trust school within the local area as directed, where the operational need requires it; 

15. To be responsible for your own continuing self-development, undertaking training as 

appropriate. 

Expectations 

1. As appropriate, to the postholder’s duties must be carried out in compliance with the 

following: 
 

 Trust Equality Scheme 

 Information Security Policies 

 Financial Regulations 

 Health and Safety at Work Act (1974) (and subsequent Health and Safety 

legislation) 
 

2. To work flexibly as required 

3. To maintain confidentiality of the Trust’s affairs 

4. Participate, support and comply with Trust arrangements for responding to 

emergencies and/or business interruptions 

5. To work at all times within Code of Conduct of the Safeguarding Policy 

6. These duties and responsibilities should be regarded as neither exclusive nor 

exhaustive as the postholder may be required to undertake other  reasonably 

determined duties and responsibilities, commensurate with the grading of the post, 

without changing the general character of the post 

 

 

This job description should be reviewed annually and may be subject to amendment in 

consultation with the postholder. It is not a comprehensive statement of procedures and 

tasks but sets out the main expectations of the Trust in relation to the postholder’s 

professional responsibilities and duties. 

 

Signed: 

Headteacher 

 

 

Signed: 

Postholder 

 

Date:  …………………………………….. 

 

 

Date:  …………………………………….. 

 

 

 

 

 


