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Job Description:  Inclusion Support Assistant - Student Support Centre  
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1. Title and Grade of Post:	Inclusion Support Assistant to Student Support Centre 
					H3  27hrs term time plus 5 training days


2. General Professional responsibilities
2.1 To provide an excellent inclusive pastoral care system for the students;
2.2 To be active in promoting the school’s aims, policies and procedures through delivering high standards of support.


3. Applicable Contract Terms and Duties
This job description is to be performed in accordance with the provisions of the pay and conditions policy and within the duties set out in that document, so far as is relevant to the post holder’s title and salary grade.


4. Relationships
4.1 The post holder is responsible and accountable to the Headteacher;
4.2 the post holder reports to the Student Support Co-ordinator;
4.3 the post holder also interacts with other professional colleagues and should establish and maintain productive relations with them.


5. Particular responsibilities
To support learning by:
5.1 Supporting students who are vulnerable and/or not managing full time mainstream education;
5.2 Working with identified students to support achievement, by clarifying instructions, help them to use equipment and resources efficiently and enabling them to develop strategies to keep on task. This can help prepare them to work effectively both in school and at home;
5.3 Using specialist knowledge or experience to support students’ learning;
5.4 Demonstrating an understanding of the barriers to learning of individual students and be able to explain these to teaching staff;
5.5 Liaising with external agencies, as appropriate, to support identified provision for students, as directed by the Student Support Co-ordinator;
5.6 Offering general administrative support to the Student Support Co-ordinator as appropriate;
5.7 Being able to make decisions, take initiative and offer constructive suggestions based on knowledge of individual students;
5.8 Managing the behaviour of individual students effectively to ensure that learning takes place;
5.9 Supervising students in the Supported Study room as part of a rota;	
5.10 Ensuring accurate student records are maintained;
5.11 Providing administration support for all aspects of counselling and outreach;
5.12 Carrying out any other duties as reasonably requested by the Headteacher and Senior Leadership team.


This job description issued January 2022 may be amended at any time by agreement, but in any case, will be reviewed annually. 


We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment
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