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JOB DESCRIPTION FOR:	Offsite Learning Assistant 

REPORTS TO:		Head of Learning - Post 16

GRADE:			Band 5		

JOB PURPOSE:

To enable pupils with a wide range of complex needs, including wheelchair users, to access community learning by driving to, supervising and assisting pupils across a wide range of activities.  Supporting the physical transition of pupils when embarking and disembarking from school minibuses.

To drive Solent Academies Trust minibuses in a responsible and competent manner, ensuring the safety of the passengers, other road users, members of the public and yourself at all times.
To drive the school minibus and support pupils to transition successfully from their classroom to activities and work experience in the community.

To promote the development of the physical and mental wellbeing of pupils as directed by a teacher.	

To provide learning and care support for pupils with special educational needs (SEN). This will involve working with the class teacher to plan and deliver activities and supporting pupils with routines, transitions, work experience and regulation support.

Contribute to the effective organisation of the school with administrative and clerical support.

To undertake Learning Support Assistant duties at times when not needed to drive.


KEY ACCOUNTABILITIES

· To comply with the Trust’s Minibus Policy, ensuring the minibus has been prepared before every trip

· To actively promote the Trust’s Equal Opportunities Policy and observe the standard of conduct which prevents discrimination taking place. 

· There is a relentless focus and active promotion of all aspects of Safeguarding including; Child Protection, Child Welfare and Health & Safety

· To maintain awareness of, and commitment to, the Trust’s Equal Opportunity Policies in relation to both employment and service delivery.

· To fully comply with the Health and Safety at Work Act 1974 etc., the Trust’s Health and Safety policy and all locally agreed safe methods of work

· At the discretion of the Executive Principal, such other activities as may from time to time be agreed, consistent with the nature of the job described above.



· To participate in Employee Development schemes and Appraisal.  Contribute to the identification of own development needs.

PRINCIPAL RESPONSIBILITIES/DUTIES

· To be responsible for driving school minibuses and transporting pupils across the local area.

· Responsible for the safety, comfort and welfare of the children and staff.

· Support the transition of pupils, including wheelchair users, onto and off of minibuses, following appropriate training from a certified provider e.g. MIDAS.
· Carry out minibus daily vehicle checks and report any vehicle defects, faults, incidents and accidents.

· Be responsible for the cleanliness of vehicles, inside and out and ensuring the vehicle is in a clean and roadworthy condition before and after use. 

· Refuel vehicles as required. 

· Maintain accurate records of vehicle usage. 

· Work within health and safety guidelines and other guidelines that may be issued from time-to-time. 

Curriculum support

· To support offsite learning with classes, taking responsibility for transporting groups to and from offsite locations.

· Assist with the planning of learning activities by identifying and preparing resources required to support lesson plans and learning outcomes.

· Maintaining resources, preparation of materials/equipment, preparing and clearing up activities with the pupils.

· Supervise individual or small groups of pupils undertaking teacher-led learning activities by coordinating and explaining basic instructions for the activity, adjusting activities within the scope of the lesson plan and learning outcomes in response to pupils’ learning.

· Assisting pupil achievement by monitoring learning against learning outcomes, informing the teacher of progress.

· Assist pupils to develop their independence.

· Support the use of IT as a tool to enable learning.



· Assist pupils with personal and intimate care and other self-help skills including changing as necessary.

· When appropriately trained, in agreement with the Executive Principal, to administer any medical interventions as requested.

· Assist in the supervision of children in the playground, supporting the teacher in ensuring the maintenance of high standards of behaviour.  Work on play skills with individual children.

· Assist at lunch time either in the hall helping and encouraging children to learn the social skills of mealtimes, or in the playground encouraging co-operative interaction.

· To undertake ongoing training as required, e.g. on the lifting and handling involved in manual handling tasks.

General school support

· Be involved in extra-curricular activities (e.g. clubs, activities, trips, open days, presentation evenings).

· Report student and school issues in line with the Trust’s policies for health and safety, child protection, behaviour management etc. 

· Attend all staff meetings and professional development sessions as required.

ADDITIONAL RESPONSIBILITIES & REQUIREMENTS

[bookmark: _Hlk67399877]Support the aims, values, vision, mission and ethos of the school/trust and participate in a team approach to all aspects of school life.  Attend meetings and training sessions as required.  Be involved in extra-curricular activities, e.g. open days, school events.
Solent Academies Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  Any successful applicant will be required to undertake an Enhanced Disclosure check by the Disclosure and Barring Service (DBS). 

Solent Academies Trust is committed to the safety and well-being of all staff and pupils and as such the post holder will need to be aware of health and safety issues and act in accordance with Health and Safety policies.

Solent Academies Trust is committed to the implementation and promotion in employment and service delivery of equal opportunities policies and statutory responsibilities. 
This list is not exhaustive, and other duties may be required as part of the role, at the discretion of the Executive Principal and commensurate with the grade and level of responsibility





   
                                                                                                        
Person Specification for post of:  Offsite Learning Assistant
	
Personal qualities
	
· Empathy for children with special needs.
· Patience, understanding, caring, sense of humour.
· Honest with a sense of responsibility and confidentiality.


	

Qualifications/ Experience
	
· Experience of working with children with SEND as a TA
· D1 Driving licence
· A good standard of written and spoken English that supports pupils’ learning.
· Experience of relevant age group.
· MiDAS trained

	
Knowledge

	
· An understanding of the varied needs of children as they develop socially and academically.
· A knowledge of behaviour management techniques that support school and classroom practices.
· Capability to maintain accurate vehicle and user records. 
    Competent to undertake daily vehicle checks.

	
Skills and Aptitudes

	
· A commitment to promoting equal opportunities and meeting individual needs.
· Awareness of confidentiality.
· Ability to work as part of a team.
· Able to manage time effectively.
· Ability to be flexible to the needs of the children.
· Effective communication, interpersonal and organisational skills.
· Ability to use ICT/the internet and email to support pupils’ learning.


	Training and professional development
	
· Willingness to take part in appropriate training and personal and professional development



Solent Academies Trust (Mary Rose Academy, Cliffdale Primary Academy, Redwood Park Academy, Littlegreen Academy, Dove House Academy) are committed to safeguarding and promoting the welfare of children, and young people, and expects all staff and volunteers to share this commitment.  DBS Disclosure at Enhanced Level will be required prior to any offer of employment.


Signed Employee………………………………………………………. Date……………………….


Signed Manager…………………………………………………………Date………………………
Company Registration No: 08374351, Solent Academies Trust is a Charity and a Limited Company
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