	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	ASN Assistant
	Job Evaluation         Reference Number:  
	AA3157

	Service:


	Education
	Grade:


	LGE5

	Department/Section:


	Community Services
	Location:
	Variable

	Line Manager (post):

	Head Teacher 

	Date JDPS was created / last reviewed / amended:
	February 2015

	Version of JDPS: 


	v.1

	This JDPS should be read in conjunction with:


	1. Core Training Requirements 
2. Service plan/team plan  
3. Argyll & Bute Council Competency Framework   
4. Managers guide to recruitment 
5. Job Evaluation process 


	Job Summary:   
To assist in meeting the support requirements of particular pupils with additional support needs under the direction of the Head Teacher as advised by teaching staff to enable the young people to attend school.

	Scope / Dimensions:  
Line management / staffing responsibility N/A
Budgetary responsibility: N/A
 

	Job Description:  Main Outcomes required  


	1.
	Planning:    

Support the Head Teacher/Teacher to develop the young person’s support plans by working in partnership with colleagues (within and outwith the service) and by taking personal responsibility for planning how these are delivered effectively and efficiently to service users.  


	2.
	Service delivery:  
Assist the Head Teacher/Teacher to ensure that high quality services and best value are delivered to service users by ensuring that all agreed plans are implemented efficiently and effectively.  In particular:

a) To provide support for pupils with additional support needs.

b) To assist teaching staff to provide help with meeting education, care and welfare needs

c) To undertake playground/lunchtime supervision

d) Providing  relevant support to pupils who have additional support needs arising from:-

a.   Moderate, severe or complex learning difficulties, which may also require support to address basic needs such as speech and communication, feeding, toileting, mobility and safety

b.  A physical difficulty or sensory impairment, which may have associated mobility, curricular and self help/independence needs which require support to ensure access to and participation in their school curriculum

c. A medical condition such as cystic fibrosis or juvenile arthritis, where there may also be a need to provide support linked to physiotherapy or other therapeutic activities to be incorporated into their school curriculum

e) An autistic spectrum disorder, or other pervasive development disorder.


	3. 
	Quality Assurance:  
Support the Head Teacher/Teacher to ensure that appropriate quality, performance and bench marking criteria are developed and applied as a means of managing and monitoring the team’s performance.


	4.
	Health & Safety:  
All employees must follow the Council’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with the Council’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand.


	5.
	Other duties & responsibilities:  
Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.   



	Person Specification:  


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  


	E.1
D.1


	A minimum of 3 Standard Grades (Level 1, 2 or 3) or equivalent qualifications or experience.

PDA ASN Assistant/PDA Classroom Assistant or other relevant qualification.

	Experience



	E.1
	Experience of working with children and young people with additional support needs in a school setting.


	Specific job-related knowledge  


	E.1


	Basic knowledge of child development and of the education system.

	Any additional job-related requirements   



	E.1

E.2
	The jobholder will be expected to travel efficiently and effectively between various work locations within Argyll and Bute and beyond to meet the operational requirements of the Service.  
PVG membership – required to gain this in relation to working with children.



	Competencies   

	E.1
	Level  1
Personal Qualities (Competencies) that are essential at recruitment stage: 
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