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JOB DESCRIPTION

THE Sixth Form BOLTON

Job Title: Learning Services Assistant 
Responsible to: Learning Services Manager
Main Function of Post:

To provide support to students with additional support needs, on a one to one or small group basis both in the classroom and throughout college and to assist with administration of Exam Access Arrangements.
Responsibilities/Duties:

To support individual students with a range of needs and/or disabilities on a programme of additional support as directed by the Learning Services Manager. 
To work closely with class teachers in the implementation of the student’s curriculum. 

Under the general direction of the teacher participate in establishing and maintaining effective relationships with students. 

Work with individual students out of lessons as directed by the Learning Services Coordinator.

Support students in their social and emotional wellbeing, in implementing related programmes, including social, health and physical needs.

Set challenging and demanding expectations and promote self-esteem and independence.

Liaise with subject teachers, progress coaches and parents regarding student progress as appropriate.

To provide help for students in accessing and navigating the building, including practical tasks such as carrying bags / equipment and pushing wheelchairs, prioritising the health and safety of the student.
To follow college procedures regarding transport arrangements.
Providing non-intrusive personal care to students as required.
To be familiar with individual students specialised equipment and assistive technology.  This may include medical aids.
To assist in the process of evaluating/monitoring students progress and ensuring the successful progression of the student through the curriculum and passing on any relevant information or concerns to the Learning Services Manager and teaching staff as appropriate.
To track and monitor the progress of individual students and to liaise with parents, carers and external professionals.

To complete regular reviews, student need forms, EHCP outcomes and weekly records of support given to students as directed by the Learning Services Manager.

To support the Head of Inclusive Support in undergoing statutory reviews of Education, Health and Care Plans, and ensuring that the students voice is fully considered during review meetings.

Supervise and provide access arrangements for students sitting internal and external examinations and tests as required, ensuring that examinations comply with the Examination Board Regulations.
To provide support for a range of student visits and trips both inside and outside of college hours.
Prioritise the safeguarding of all students and participate in training on safeguarding matters.
To undertake personal learning and development and participate in training as required e.g. manual handling.
Other duties that are consistent with the objectives of the post and may be required from time to time by your Line Manager and the Principal.
NB - The work of the College is characterised by peaks in demand for annual activities e.g. enrolment. The holder of this post (together with other support staff) is expected to assist in these activities from time to time whether or not they are part of their normal day to day duties.

The Sixth Form Bolton is committed to safeguarding children and promoting the welfare of children, young people and vulnerable adults and expects all members of staff and volunteers to share this commitment.
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