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	Department:
	Inclusion Services 

	Reports to:
	Inclusion Services Supervisor

	Accountable to:
	Head

	Grade:
	APT&C Grade 6

	Staff Group:
	Support 

	Job Purpose:


	To support and supervise students with high needs and complex learning difficulties and /or disabilities on their learner journey and to facilitate the smooth running of the Centre; to maintain a high level of skill in supporting students in a specialist area.


	Main Tasks and Responsibilities



	1
	To support, supervise and report issues relating to the learning and holistic development of individuals, or small groups of students, with learning difficulties and/or disabilities, under the direction of teaching and line management staff. To include (but is not limited to) on-course support (e.g. general in-lesson support related to their individual requirements, note taking, assistance with practical tasks etc); off-course support (e.g. supporting students to move safely, lunch duties, personal care, transport arrangements, appropriate first aid, encourage integration into College activities, etc); residential and day trip support. 

	1.1
	Support and supervise the learning of individuals, or small groups of students, assisting with skills development (in a variety of ways), practical tasks, Health and Safety issues, utilising specialism by liaising closely with course tutors to ensure that they can work effectively with the deaf/hearing impaired student, particularly when engaged in group work.

	1.2
	Communication and the reporting of any issues.

	1.3
	Assisting with skills development (in a variety of ways), practical tasks, Health and Safety issues and utilising specialisms.

	1.4
	Identification of student needs and the adaptation of learning materials to suit student need.

	1.5
	Dealing with non-class time supervision and well-being related issues in or out of class (1:1 or in small groups as required).

	1.6
	Assisting with the development of student independence and their involvement in College activities.

	1.7
	To work with students 1:1 or in small groups using high level skill and knowledge in a specific area, eg sighted guiding, behaviour management, complex disabilities etc.

	2
	To carry out all organisational and administrative work. To include (but not limited to) keeping records of student support provided e.g. daily logs, e-ilps, behaviour plans etc; under the direction of a line manager, to assist in the maintenance of stock, equipment and all other resources (includes HR related); to participate in the annual review and impact analysis of support provided.

	2.1
	Team and collaborative working with colleagues’ college-wide, including, use of e-ilps in monitoring progress of student targets. Sharing good practice and advising colleagues on specific student related issues with reference to specialism area.

	2.2
	Student and Centre related record keeping and administration including daily logs.


	3
	To undertake regular professional development.  To include (but not limited to) participation in the College’s Probationary & Appraisal Procedures, regular and timely updates to mandatory training sessions, attendance at appropriate internal and external staff development sessions and courses.

	3.1
	All CPD related activities and meetings, both internal and external.

	3.2
	To share good practice in skill area college wide.


	General Responsibilities



	1
	To carry out responsibilities, commensurate with your position, as defined within the following College policies and procedures:

· Equal Opportunities

· Health, Safety & Welfare

· Child Protection

· Data Protection 

· Risk Management



	2
	To undertake any other similar duties of this level as required by the Head and/or the Principal.


	Our Ways of Working at City College Norwich



	Kind and Curious
	Treating others how you would like to be treated, and always looking for a positive solution to every problem that arises

	Open and Informative
	Communicate the right information, to the right audience, at the right time, in the appropriate manner.



	Respectful and Fair
	To be fair, tolerant, supportive, offer impartial advice and listen to others, regardless of their background.

	Collaborative and Inclusive
	Promote a collaborative and inclusive culture where leadership, teamship and followship are fully integrated, acting as a role model and demonstrating a high degree of commitment, belief and pride in the College and the College’s vision.



	Consistent and Responsible
	Proactively take responsibility to deliver an outstanding service.  Actively seek to support others.
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     CITY COLLEGE NORWICH
PERSON SPECIFICATION

	Job Title     
Specialist Learning Support Assistant        (Communication Support Worker)
	Centre/Section
Inclusion Services 

	Grade           
APT&C Grade 6 

	Location
Various Sites                              City College Norwich, Easton College, Paston College 
 

	Reports to
Inclusion Services Supervisor
	


	Selection Criteria:  


A= Application Form; I = Interview; T = Test/Personality Profile; P = Practical exercise  


	Essential and Desirable
	Method of Candidate Assessment

A, I, T or P

	Experience  

      
	
	

	1. Recent, relevant experience of work in a supportive role in an educational, care, health service, social care or youth environment.
	D
	A, I

	2. Experience of working with and supporting students with high needs with complex learning difficulties and/or disabilities.
	D
	A, I

	3. Experience of working with and supporting students to improve their literacy and numeracy.
	D
	A, I

	4. Experience of working as a communicator supporting on a 1:1 and in group situations. Note: applicable to colleagues working with HI students only*.
	E
	A, I

	Educational/ Vocational Qualifications     


	
	

	1. Level 3 or above qualifications in vocational or academic areas, pertinent to role within the Centre.
	E
	A, I

	2. Level 2 literacy, numeracy & IT qualifications; Note: colleagues working with HI students will be expected to have a GCSE Grade A*-C in English.
	E
	A, I

	3. Level 3 Certificate in Learning Support (or approved relevant equivalent or willing to undertake); 
	E
	A, I

	4. Up to Level 6 qualification in a specialist area of learning difficulty and/or disability pertinent to role within the Centre eg AS, TEACCH, BSL, CACDP CSW, Dyslexia, Supporting literacy and numeracy etc.
	E
	A, I

	5. A relevant practicing/awareness certificate from a recognised professional body for a specific learning difficulties and/or disabilities, eg deaf awareness, etc.
	E
	A, I

	6. Other relevant and recent training and/or qualifications pertinent to the needs of Curriculum Services; or willingness to undertake as part of a personalised CPD programme.
	D
	A, I

	Skills, Knowledge & Level of competency


	
	

	1. High level of ability to support students with their learning, in particular with the development of their literacy, numeracy, IT, Enterprise and general employability skills.
	D
	A, I


	2. High level of ability to help support participation in group sessions and promoting student independence, whilst being sensitive to individual needs. 
	D
	A, I

	3. High level of ability to support students with practical tasks in relevant Curriculum areas.
	D
	A, I

	4. High level of ability to maintain appropriate record systems for recording and monitoring information.
	D
	A, I

	5. High level of ability to take clear, legible notes under student guidance and transfer into a word document or similar format.
	D
	A, I

	6. An excellent level of ICT skills to support students.


	D
	A I

	7. High level of ability to adapt curriculum materials to meet students’ individual needs.
	E
	A I

	Personal Qualities and Social Skills


	
	

	1. Self-motivated and be able to motivate others.


	
	A, I

	2. Excellent interpersonal skills.


	D
	A, I

	3. Excellent communication skills (includes signing in different circumstances if working with HI students) and high level of ability to liaise with students and staff within the organisation.
	E
	A, I

	4. High level of ability to work and operate effectively as part of the Curriculum Services and wider College team.
	D
	A, I



	5. High level of ability to work to tight deadlines and under pressure, with a flexible approach to work.
	D
	A, I

	6. A proactive approach to supporting students and the ability to use own initiative and take responsibility with minimum direction. 
	D
	A, I

	7. A commitment to student success and the promotion of awareness of students with learning difficulties and/or disabilities.
	D
	A, I

	8. A commitment to Equal Opportunities.


	D
	A, I

	9. City College Norwich is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.
	D
	A, I

	Constraints


	
	

	1. May be required to work some evenings or Saturdays depending on students’ timetables.
	
	

	2. Occasional unsociable hours when students are engaged in projects or when undertaking residential activities.
	
	

	3. May be required to work on various college campuses and/or off site.
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