LORETO GRAMMAR SCHOOL, OMAGH

JOB DESCRIPTION

CLASSROOM ASSISTANT  - SPECIAL NEEDS
30 HOURS PER WEEK
PERMANENT  TERM-TIME  
1.  Job Purpose



To assist with  pupils who have special educational needs attending the school.


The Classroom Assistant (Special Educational Needs) is responsible to the Principal and the Special Education Needs Co-ordinator.

2.  Main Duties and Responsibilities
The precise duties of the post will be determined by the Principal and Special Education Needs Co-ordinator.

2.1  Special Classroom Support
· To contribute to the inclusion of pupils with special educational needs in mainstream education under the direction of the Special Education Needs Co-ordinator;
· To develop an understanding of the specific needs of the pupils with special educational needs requiring support;

· To provide support and care to pupils with special educational needs throughout the school day including break-time and lunch-time;
· To assist with authorised programmes for example, Education Plan or Care Plan, participate in the evaluation of the support and encourage pupils’ participation in such programmes;

· To assist with operational procedures and non-invasive medical/clinical procedures pertaining to pupils’ disabilities and needs;

· To provide support in implementing positive behavioural management programmes as directed;

· To assist pupils with special educational needs to move around the school and on and off transport.

2.2
General Classroom Support
· To assist pupils with special educational needs to learn as effectively as possible both in group situations and on their own by assisting with the management of the learning environment through:

· Clarifying and explaining instruction;

·     Ensuring the pupils are able to use equipment and materials     provided;

· Motivating and encouraging the pupils as required;

· Assisting in areas requiring reinforcement or development;

· Promoting the independence of pupils to enhance learning;

· Helping pupils stay on work set;

·     Meeting physical/medical needs as required whilst encouraging independence.

· To develop an awareness of school policies, procedures and of confidential issues linked to home/pupil/teacher/school work and to keep confidences appropriately;

· To establish a supportive relationship with the pupils concerned;

· To prepare and produce appropriate resources to support pupils with special educational needs;

· To ensure as far as possible a safe environment for pupils with special educational needs;
· To report to the class teacher any signs and symptoms displayed which may suggest that a pupil with special educational needs requires expert or immediate attention.

2.3
Administration
· To assist with classroom administration where required;

· To assist with recording pupils’ progress;

· To provide regular feedback about pupils with special educational needs to the Special Education Needs Co-ordinator.

2.4
Other Duties
· To assist with the medical needs of pupils reporting to Pupil Welfare Office;
· To assist pupils without special educational needs who may require additional assistance due to injury or illness;

· To attend relevant training;

· To assist work placement pupils with special educational needs with practical tasks;

· Any other duties that may be assigned by the Principal or Special Education Needs Co-ordinator within the level of the post.

· Due to the nature of this work, a degree of flexibility is required and accordingly, the Classroom Assistant may be requested to carry out certain duties in addition to those set out above.

3.
Child Protection

3.1  Employees must adhere to the Child Protection Guidelines outlined in the school’s policy.

4.
Health & Safety

4.1
Employees must adhere to the Health & Safety Guidelines outlined in the 
school’s policy.

5.
Qualifications & Experience

Essential Criteria

5.1
Applicants must have:

a) attained a qualification formerly deemed to be equivalent to qualified status  (please refer to Appendix 1 at the back of the job description for the list of approved qualifications); 

b) a minimum of six months’  experience working with pupils with special needs in a formal setting; and
c) a qualification or experience in using ICT applications.
           Desirable Criteria
5.2
A first aid qualification is desirable.


The Selection Panel reserves the right to enhance the criteria in order to facilitate a manageable shortlist.


The onus is on applicants to provide sufficient detailed information on their application forms in order to demonstrate how they meet each of the criteria.  Failure to do so may result in an applicant not being shortlisted since the Selection Panel cannot make assumptions in the absence of essential information.
6.
Salary
6.1
The salary scale is as follows:

Classroom Assistant (Special Needs) - £28,142 - £29,640 pro rata per annum (£14.9917 - £15.7367 per hour).
7.
Hours of Work

7.1
The hours of work will vary depending upon the pupil’s statement of educational need.

7.2
The employment is term-time in nature.  A term-time enhancement is paid to cover annual leave and statutory holiday entitlement.

8.
General Conditions
8.1
All duties must be carried out to comply with:

· Acts of Parliament, Statutory Instruments and Regulations and other legal requirements;

· Codes of Practice.

8.2
All necessary paperwork must be completed.

8.3
Duties will be carried out for jobs up to and including those in the same 
grade, provided that such duties are within the competence of the 
employee.

9.
Training
9.1
Employees will accept any training to facilitate the undertaking of duties for jobs up to and including their own grade.

9.2
Employees will accept training for jobs graded at higher levels than their own.  Payment will only be made where there is a requirement by the school for the higher level duties to be carried out.

10.
Disclosure of Criminal Background
10.1
This post involves “regulated activity” under the Safeguarding Vulnerable Groups (NI) Order 2007. Therefore if you are appointed, Loreto Grammar School, Omagh will be required to undertake an Enhanced Disclosure of Criminal Background.  Due to a policy implemented by the Department of Education in April 2011, you will be expected to meet the cost of an Enhanced Disclosure Certificate which is currently £33.


Further details in relation to legislative requirements can be accessed on www.nidirect.gov.uk/vetting or www.accessni.org.uk
