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Job Description for Special Needs Assistant

1.	Reporting to:	
The Special Needs Assistant will report directly to the Principal of the School/College or the Special Educational Needs co-ordinator.

2.	Liaison and Co-operation:
Special Needs Assistant to liaise and co-operate with the following customers on a day to day basis:-

· The Student
· The Students Parents/Carers 
· School/College Staff
· SEN Team
· Bus/Taxi driver
· Donegal ETB Administrative Staff

3.	Policy and Legal Framework:
The Special Needs Assistant will work within the framework of National Legislation, National Agreement and Collective Agreements including, inter alia, the following:

· Safety, Health and Welfare at Work Act, 2005
· Safety, Health and Welfare at Work (Construction) (Amendment) (No. 2) Regulations, 2008
· Policies and Procedures as adopted by the School/College Board of Management and Donegal ETB.
· Equal Status Act, 2000
· CL SNA 12/05 & CL 30/2014

4.	Key Tasks/Duties:

Special Needs Assistants are recruited specifically to assist schools in providing the necessary non–teaching services to pupils with assessed educational needs. Their duties are assigned by the Principal acting on behalf of Donegal ETB. Their work is supervised either by the Principal or another teacher as determined by the Principal. Those duties involve tasks of a non-teaching nature such as:

· Preparation and tidying up of classrooms 
· Assisting school children to board and alight from school buses. Where necessary travel as escort during school hours on school buses may be required. 
· Special assistance as necessary for children with particular difficulties e.g. helping special needs pupils with typing or writing or computers or other use of equipment. 
· Assistance with clothing, feeding, toileting and general hygiene and being mindful of health and safety needs of the pupil. 
· Assisting on out-of-school visits, walks, examinations and similar activities. 
· Assisting the teachers in the supervision of pupils during assembly, recreation and dispersal from the classroom for one reason or another. 
· Accompanying individuals or small groups who may have to be withdrawn temporarily from the classroom for one reason or another. 
· General assistance to the class teachers, under the direction of the Principal, with duties of a non-teaching nature. (Special needs assistants may not act as either substitute or temporary teachers. In no circumstances may they be left in sole charge of a class or group of children). 
· Participation with school development planning, where appropriate, and co-operation with any such changes with policies and practices arising from the school development process. 
· Engagement with parents of special needs pupils in both formal and informal structures as required and directed by school management. 







· Other duties appropriate to the grade as may be determined by the needs of the pupils and the school from time to time. Special Needs Assistants may be re-assigned to other work appropriate to the grade when special needs pupils are absent or when particular urgent work demands arise. 
	· Assistance with feeding: where a child with special needs requires adult assistance and where the extent of assistance required would overly disrupt normal teaching time 
· Administration of medicine: where a child requires adult assistance to administer medicine and where the extent of assistance required would overly disrupt normal teaching time 
·  Assistance with toileting and general hygiene: (including catheterisation) where a child with special needs cannot independently self-toilet, and until such time as they are able to do so 
· Assistance with mobility and orientation: on an ongoing basis including assisting a child or children to access the school, the classroom, with accessing school transport (where provided, school Bus Escorts should, in the first instance, assist a child to access school transport), or helping a child to avoid hazards in or surrounding the school. (Every effort must be made by the school to provide opportunities for independence e.g. the removal of hazards.) 

	· existing teaching resources cannot facilitate such supervision 
· Non-nursing care needs associated with specific medical conditions: such as frequent epileptic seizures or for pupils who have fragile health. 
· Care needs requiring frequent interventions including withdrawal of a pupil from a classroom when essential: This may be for safety or personal care reasons, or where a child may be required to leave the class for medical reasons or due to distress on a frequent basis. 
· Assistance with moving and lifting of children, operation of hoists and equipment. 
· Assistance with severe communication difficulties including enabling curriculum access for pupils with physical disabilities or sensory needs and those with significant, and identified social and emotional difficulties. Under the direction of the teacher, this might include assistance with assistive technology equipment, typing or handwriting, supporting transition, assisting with supervision at recreation, dispersal times etc. 

	· Preparation and tidying of workspaces and classrooms or assisting a child who is not physically able to perform such tasks to prepare and tidy a workspace, to present materials, to display work, or to transition from one lesson activity to another. To assist with cleaning of materials. 
· Assistance with the development of Personal Pupil Plans for children with special educational needs, with a particular focus on developing a care plan to meet the care needs of the pupil concerned and the review of such plans. 
· Assist teachers and/or Principal in maintaining a journal or care monitoring system for pupils including details of attendance and care needs. Assist in preparation of school files and materials relating to care and assistance required in class by students with special needs. 
· Planning for activities and classes where there may be additional care requirements associated with particular activities, liaising with class teachers and other teachers such as the resource teacher and school principal, attending meetings with parents, SENO, NEPS Psychologists, or school staff meetings with the agreement and guidance of class teacher/principal 

	· Assistance with enabling a pupil to access therapy or psycho-educational programmes such as anger management or social skills classes, under the direction of qualified personnel1, including class teachers or support teachers. 
· Assistance to attend or participate in out of school activities: walks, or visits, where such assistance cannot be provided by teaching staff 
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Person Specification School Special Needs Assistant

	Heading

	Essential 
	Desirable

	Education and Qualifications
	The minimum required standard of education for appointment to the post of Special Needs Assistant is:- 
1. A minimum of three grade Ds in the Junior Certificate/GCSE Or Equivalent OR
2. A QQI (FETAC) level 3 major qualification on the National Framework of Qualifications. 
	Full QQI (FETAC) Level 5 (not component certificate) in the area of :
Special Needs Assistant
Childcare
Pre Nursing 
Relevant to post

	Experience
	
	Experience working in a primary or second level school with children with Special Educational Needs. 


	SKILLS

	Have the requisite knowledge, skills and competencies to carry out the role. 
Open Communication
Interpersonal Skills

	

	COMPETENCIES


	Communication & Customer Focus
Planning & Organisation & Teamwork
Goal Setting & Flexibility
Initiative & Problem Solving
Specialist Knowledge, Experience & Self Development
	




Knowledge and Skills Relevant to the Post:
· The Special Needs Assistant should maintain confidentiality at all times regarding the students and staff under the aegis of Donegal ETB.
· To perform such other similar duties, as may be required, and generally carry out such instructions as may, from time to time, be given by Donegal ETB, the Chief Executive or other responsible officer.
· Ability to follow appropriate health and safety procedures in the workplace
· Understand the role of the special needs assistant in relation to professionals in promoting the health and safety of children in their care.
· Understand the importance of ongoing training, reflection, supervision and support.
· Demonstrate an ability to work effectively within the principles of and with others in promoting and maintaining good practice including confidentiality, appreciating boundaries etc.
· Outline the impact of a range of special needs on communication styles and needs.
· Ability to examine the importance of non-verbal communication
· Understand the role and responsibilities of the special needs assistant and how it differs from that of the teacher.
· Understand the roles of the multidisciplinary team in the students life.
· Use practical ways of relating to children with special needs including the use of communication aids where appropriate.
· Identify the personal challenges and opportunities associated with creating and maintaining relationships with children with special needs.
· Recognise the role of and relate appropriately to parents/guardians as a child’s primary care givers.
· Ability to contribute insights and experiences to team discussions and meetings as appropriate.
· Assist children with Special Needs with a range of activities in their daily routine under direction including:
· Boarding an alighting from school busses
· Ability to support the teacher in preparing for activities, resources and tidying up the classroom.
· Assisting with communication including assistive technology and writing.
· Clothing , feeding, toileting and general hygiene
· Ability to work effectively under direction as a special needs assistant.






Specific Details:

[bookmark: _GoBack]Finn Valley College, Stranorlar -			1 half time post (16hrs)

Hours:   32 hrs per week full time or 16 hrs per week part time.
Salary:  €13.71 - €22.96 per hour


Please note:
· Completed application forms will not be accepted via e-mail, please forward forms by post to the HR Division of Donegal ETB, Ard O’Donnell, Letterkenny 
· Late applications will not be considered
· Shortlisting of applicants may take place
· The successful candidate will be subject to Garda Vetting and Reference Checks
image1.jpeg
etb

Bord Oideachais agus
Oilitina Dhiin nanGall
Donegal Education and
Training Board




