TRELOAR TRUST
JOB DESCRIPTION

Post:



Student Support Assistant Alton College and Treloar Trust
Location:


Alton College and Treloar Trust
Responsible to:

Alton College Coordinator
Main Purpose of Job: 
To support and assist students with their academic learning and care needs and requirements under the direction of the Liaison Tutor. 

KEY TASKS

Student learning 

1. To assist students with their academic work, including taking notes in classes, helping to collect materials for research (for example library books), photocopying and typing notes/assignments as directed by the student.

2. Helping “set up” students learning environments with a range of computer equipment.  

3. To assist students in their examinations and assessments – e.g. as a scribe.

4. To assist, when necessary, students with their mobility around the College campus and outside.

5. To encourage self-esteem in students, respect for others and a sense of responsibility within the College and local community.

6. Working alongside the therapists to encourage students to effectively access the whole curriculum. 
7. Support teachers/tutors/team in maintaining good records of student progress. 

8. To support students working towards their functional skill assessments and targets; to monitor progress of these and feedback to the FS tutor.
Care Duties

1. Giving assistance to students with meals on the boarding house and at breaks and lunch times, collecting the meals and feeding the students where necessary.

2. Assisting students with hygiene and personal care routines whilst at Alton or Treloar College, including urinary and bowel management.

3. To understand and develop flexible working relationships with individual students appropriate to their individual needs, encouraging the students to do as much as possible for themselves by guiding them and showing them what to do when necessary.

4. To help implement all aspects of individual care plans, including the administering of medication, in line with required Trust policy and procedure.
5. To assist students to achieve their ILP/IEP goals

6. To keep robust records in line with regulatory requirements

 Team and College-wide Functions

1. To contribute to quality assurance procedures and support students in participating in these where required.

2. To attend staff meetings, including a fortnightly meeting with the Liaison Tutor

and other Learning Support Assistants to discuss issues relating to the student group.

3. To understand and uphold the College’s Equal Opportunities Policy and Procedures as it applies to the teaching assistant role.

4. To contribute to the maintenance of a safe working environment for students, staff and others.

5.  To encourage students’ independence and integration with their peers, and to encourage students to direct staff.

Personal duties

1.  To be appraised by an agreed line manager in accordance with the College’s individual performance review scheme.

  2.   To undertake such training and development as identified as being necessary for 

the effective fulfilment of the role.

Other duties 
1. To support the Trust in safeguarding and protecting the welfare of all students.

2. To comply with policies and procedures relating to safeguarding, health and safety, equality and diversity, confidentiality and data protection, reporting concerns to an appropriate person.

3. To maintain and develop own professional knowledge and awareness.

4. To undertake any other such duties or general tasks and hours of work as may reasonably be required and any other responsibilities, which may from time to time, be delegated by your manager.

5. A job description is not a rigid or inflexible document but acts to provide guidelines to the duties expected while in the post.

6. This job description will be reviewed and amended in the light of changing professional demands.

Treloar Trust

HR Department

June 2016
PERSON SPECIFICATION – SSA Alton College
	MINIMUM CRITERIA
	DESIRABLE CRITERIA

	Qualification 

1. A good standard of general education, at least to A’ Level (or equivalent) and preferably to higher education standard
2. Willing to train to achieve CIEH Level 2 Award H&S in the Workplace Qualification.
	· Qualification in learning support

· FE Cert Ed

· Degree

· CIEH Level 2 Award H&S in the Workplace



	Knowledge and Experience

1. Basic computing knowledge e.g. Microsoft Word

2. Good written and verbal communication skills

3. Able to understand or to develop an understanding of the needs of children/young adults with a disability

4. A willingness to support the students in developing independence skills and self-advocacy

5. Able to work under pressure

6. Able to work as part of a multi-disciplinary team

7. Must be able to show initiative

8. Ability to stand back from a situation and let a student try something for themselves
	· Experience of working in an environment of supporting young people

· Experience of working in an educational setting

	Skills and Abilities

1. Literate

2. Numerate

3. Legible handwriting
4. Willingness and ability to undertake in-service training

5. Ability to work as part of a team

6. Ability to relate to young adults and to colleagues

7. To be able to provide personal care relevant to the students needs
	· Current clean driving licence

	Personal Qualities

1. A commitment to promoting and 

2. safeguarding the welfare of students

3. Patience
4. A commitment to students rights to independence, choice, dignity and self-respect.
	

	Physical Requirements

1. Ability to ensure students physical comfort 
	· Ability to move and handle

	Personal Circumstances

1. Willingness to attend meetings deemed appropriate
	

	Other

1. Ability to participate in the Colleges individual performance review scheme 
2. Commitment to College equal opportunities policy
	

	Treloar Trust is committed

to safeguarding children, young people and vulnerable adults
All successful candidates will be subject to a  Disclosure & Barring Service Check  along with other relevant employment checks


BOTH THE JOB DESCRIPTION AND THE PERSON SPECIFICATION ARE SUBJECT TO THE TRUST'S EQUAL OPPORTUNITIES POLICY
If you have not heard from us within three weeks of submitting your application, please assume you have not been short listed.
