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	Park Way Primary School 




Job Description: Learning Support Officer
	Grade:
	Kent Range 4

	Responsible to:
Post Number:
	Inclusion Manager



Purpose of the Job:

To promote excellent school attendance and attitudes to learning.
To be proactive in working closely with children, parents and carers to engage them in learning.

Key duties and responsibilities:

1. Help learners who are underperforming in their subjects, liaising with parents of these children on a weekly basis to secure their support for learning.

2. Listen to and help learners resolve a range of issues that are creating barriers to learning;

3. Liaise with the Inclusion Officer, in monitoring attendance and punctuality of learners, working with parents to improve this.;

4. With colleagues, run group sessions and workshops for parents at school;

5. Advise parents on behaviour strategies and parenting skills;

6. Liaise with relevant professionals and individuals, e.g. educational psychologists, the police and social services to improve learning outcomes.

7. Run the school home learning club (s) and assist pupils with the organisation and completion of home learning  tasks e.g. running lunchtime/breaktime clinics; checking diaries for particular children and liaising with their parents to ensure home learning is completed.

8. Assist the FLO and Inclusion Officer in running lunchtime activities where appropriate for identified children.

9. Maintain accurate records and prepare written reports and evaluations

10. Keep a CPD file and attend training where appropriate

11. Help with transition activities for learners moving to into EYFS and onwards to secondary schools  

12. Follow up pupil/staff concerns, making telephone and written contact with parents as appropriate.

13. Follow up parental concerns, making contact with parents as appropriate and liaising with other staff.

14.  Provide support through observations and identify causes/incident triggering pupil problems.

15. Directly supervise pupils who have been isolated from their teaching group – e.g. supervision for pupils on internal exclusion.

16. Support pupils to re-integrate and ‘catch up’ when they return to school after absence.
17. Record on the management information system pupil successes and incidents of inappropriate behaviour.

18. With the pastoral team, provide a first aid service to pupils and contact the parents of children who are unwell during the school day.

19. Support, advise and/or counsel children with regard to personal difficulties.

20. Adhere to all school policies. 

21. Promote inclusion for all individuals respecting personal beliefs and identity together with confidentiality (unless there are child protection implications).

22. Work closely with the Family Liaison Officer and other members of the pastoral team.

23. Play a part in the smooth running of pupil medicals, vaccinations, photographs etc.

24. Attend meetings and prepare reports for other professionals, where required.

25. Act with discretion and never gossip.

Note 1.

The duties may be varied to meet the changing demands of the school at the reasonable discretion of the Head Teacher and following consultation with you.

Note 2.

This job description does not form part of the contract of employment.  It describes the way the postholder is expected and required to perform and complete the particular duties as set out above
I have read and understood my job description and I am happy that this accurately describes my role.

SIGNED__________________________________ DATE___________________
Kent County Council

Person Specification: Attendance and Welfare Officer
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

	·  English and Maths – GCSE or equivalent.

· Level 3 Diploma (or equivalent) plus knowledge acquired through training and experience to level of professional standards specified.
· First aid qualification.

	EXPERIENCE


	· Successful relevant experience of working with children of relevant age within a learning environment.


	SKILLS AND ABILITIES


	· Good understanding of child development with the ability to apply behaviour management policies and strategies which contribute to a purposeful learning environment.
· Be able to work calmly under pressure with the ability to adapt quickly and effectively to changing circumstance/situations.

· Good interpersonal skills – ability to motivate and influence
· Discretion and ability to adhere to confidentiality where appropriate.

· Ability to have “difficult conversations” calmly and assertively.

· Ability to use ICT and to keep records and manage relevant systems.



	KNOWLEDGE


	· Requires knowledge and understanding of National Curriculum requirements. 

· Understanding of relevant attendance legislation and local policy.

· Knowledge of the SIMs computer system.

· Knowledge and compliance with all school policies and procedures, especially those relevant to child protection and health and safety.
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