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Birchwood 
Job Description:  HLTA and Cover Supervisor: Communication and Interaction and Social, Emotional, and Mental Health needs  (CI and SEMH)
	School:
	Birchwood 

	Grade:
	Kent Range 6/7 dependent on experience (term time only) 

	Responsible to:
	Deputy Headteacher


Purpose of the Job:

· To act as a cover supervisor for subject teachers on short term absence/illness

· To support student progress by developing their communication, interaction, social, emotional and mental health skills in order to reach their full potential.  
Specific duties and responsibilities:

Working under the direction and line management of the Business and Inclusion Manager and Headteacher:

· Provide cover for subject teachers as and when required e.g) in the event of illness/absence, working under the direction of the Headteacher or Lead teacher

· Develop, implement and evaluate interventions that support all aspects of CI and SEMH including interventions to improve self-esteem and self-confidence, promote independence and resilience, improve motivation, improve mental health, develop strategies for dealing with difficult situations, anger management strategies, raise awareness of diversity issues and acceptance of the needs/wants/values of others.  This list is not exhaustive and will depend on the needs of the cohort of students at the time.
· Carry out one to one or very small group cookery classes including planning, ordering food and ensuring the kitchen area is left clean at the end of sessions.  Follow all risk assessments for the kitchen as available from the Catering Lead.

· Act as a mentor to students at times of crisis or as a regular intervention.  Be ready to take a student away from the classroom and use a range of strategies to regulate emotions so that the student can return to learning successfully.

· Support students to work towards a Mentoring Level 1 qualification (NCFE) under the guidance of the Lead Teacher.

· Support students to develop and maintain strong, positive relationships with other staff including facilitating restorative justice work between staff and students where necessary.

· Support students to develop and maintain strong, positive relationships with their peers including facilitating restorative justice work between peers where necessary.

· Build positive relationships with families and outside agencies, sharing information as necessary with all stakeholders around progress and on-going concerns.

· Support the SENCo/Assistant SENCo in managing the identification and assessment of students with AEN/SEN.

· Provide information to the SENCo relating to CI and SEMH resource requirements and time tabling in relation to the support of SEN pupils, including updating timetables as required. 

· Liaise/ discuss/inform teaching staff regarding specific support which may be given to pupils with SEN based on work done during interventions.

· Arrange and/or administer specific pupil assessments using baseline testing and/or software programmes e.g. dyslexia/dyscalculia screener, LUCID, literacy, reading tests.

· Assist SENCo in keeping the SEN Audit accurate and up to date and that staff are kept informed of pupil special/additional educational needs. 

· Demonstrate a commitment to collaborative and cooperative working with colleagues.

· Improve own knowledge and practice including responding to advice and feedback.

· Have high expectations of all pupils, with a commitment to helping them fulfil their potential 

General duties and responsibilities:

· Use effective strategies to promote positive behaviour.

· To assist with the supervision of pupil(s) out of lesson time, as necessary.

· Undertake additional duties in response to fluctuating demands and in response to the needs of the wider school community e.g. 

· Support for pupils who have exam access arrangements (including acting as invigilator, scribe, reader etc. for internal/external exams).

· Attendance on academic placement and school trips

· Actively promote all aspects of the school’s SEN provision in a positive way

· Provide a positive role-model in terms of timekeeping, dress code and work ethos

· Support the maintenance management of health and safety in accordance with the health and safety policy.

· Contribute to the promotion and effective implementation of the school’s SEN, Equality and Diversity Policies. 

· Comply to any reasonable request from a manager to undertake work of a similar level that is not specified in this job description

· Employees are expected to be courteous to colleagues and students and to provide a welcoming environment to visitors and telephone callers.

Birchwood
Person Specification:  HLTA/Cover Supervisor
The following outlines the criteria for this post.   Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.

	
	CRITERIA 

	QUALIFICATIONS

	A Levels or Level 3 qualifications

English & Maths to GCSE Grade C or equivalent is preferred

	EXPERIENCE


	Successful relevant experience of working with challenging young people.
Successful and relevant cover supervisor experience is preferable


	SKILLS AND ABILITIES


	Ability to relate well to children and adults, understanding their needs and being able to respond accordingly.

Good influencing skills to encourage pupils to interact with others and be socially responsible.

Excellent communication, listening and observation skills

Ability to deal with difficult/sensitive situations.

Ability to manage confidential information.

Organisation abilities and accurate record keeping skills.

Good inter-personal skills.



	KNOWLEDGE


	Have good working knowledge of relevant policies and procedures relating to child protection, health & safety, GDPR, equal opportunities and confidentiality.

Sound knowledge and understanding of child development.

Knowledge of barriers to learning in regards to CI and SEMH needs.

Demonstrate an understanding of confidentiality and safeguarding  issues in a school setting.



Date_________________________

Signature_____________________

Footnote:    This job description is provided to assist the post holder to know their principle duties.  It may be amended from time to time in consultation with you without change to the level of responsibility appropriate to the grading of the post.
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