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CHILDREN, ADULTS AND HEALTH
JOB DESCRIPTION

POST TITLE:

Reading and Literacy Co-ordinator (Hebburn Comprehensive School)

GRADE:


Band 5

RESPONSIBLE TO:
Senior Leader - Responsible for Reading and Literacy
RESPONSIBLE FOR:
The development of reading and literacy
Overall Objectives of the Post:

To work under the guidance of teaching/senior staff, to plan and implement agreed work and intervention programmes with individuals/groups, in or out of the classroom setting.  To supervise and deliver lessons to whole classes during the absence of Teachers.  

Key Tasks of the Post:

1. To provide support to pupils.  You will:

· Use specialist knowledge in reading and literacy to support pupils in their learning.

· Provide small group and 1:1 reading and literacy intervention across both Key Stages.
· Work with class Teachers to raise the learning and attainment of pupils with a focus on reading and literacy.

· Promote pupils’ independence, self-esteem and social inclusion.

· Give support to pupils, individually or in groups, so they can access the curriculum, take part in learning and experience a sense of achievement. 

· Complement the professional work of Teachers by taking responsibility for agreed learning activities under an agreed system of supervision.  This may involve planning, preparing and delivering learning activities for individuals/groups or, short term, for whole classes. 

· Support with the resourcing and development of specialist learning needs.

· Monitor pupils and assess, record and report on pupils’ achievement, progress and development through KS3 and KS4.

· Actively support the implementation of promoting reading and literacy across the school.

· Provide cover for Teachers, if required

· Assist with the development and implementation of intervention plans,
· Establish productive working relationships with pupils, acting as a role model and setting high expectations.
· Promote the inclusion and acceptance of all pupils within the classroom.
· Support pupils consistently whilst recognising and responding to their individual needs, 

· Encourage pupils to interact and work co-operatively with others and engage all pupils in activities.
· Promote independence and employ strategies to recognise and reward achievement of self-reliance.
· Provide feedback to pupils in relation to progress and achievement.

Key Responsibilities:

Reading and Literacy Intervention:
· Support the literacy lead and SENDCO in planning and developing a reading programme, specifically to increase reading ages at KS3.
· Complete reading assessments and track reading ages and comprehension progress of groups of pupils.

· Use reading age data to select intervention groups.

· Work alongside the English Department and Library Co-ordinator to develop reading strategies to support pupil progress.

Providing support for pupils:

· Assess the needs of pupils and use detailed knowledge and specialist skills to contribute to the planning, preparation and delivery of structured teaching and learning activities and resources that interest and motivate pupils to advance pupils’ learning.

· Mark pupil work and provide feedback in line with the school’s assessment policy, taking this information into account when planning future lessons.

· Monitor pupils’ response to learning tasks, participation and progress, providing constructive feedback to pupils, supporting them as they learn and modifying teaching strategies accordingly.

· Act as a role model and set high expectations for the pupils (and fulfill the role of a mentor for some pupils).

· Work with individuals and groups of pupils both in class and with additional small intervention groups under the direction of the class Teacher and/or SENDCO.

· Contribute to the collection of data, target setting and review process to support the pupils in meeting specific targets and liaise with relevant staff and external agencies.

· Support pupils, recognising and responding to their individual needs, using small group interventions to follow and monitor the ‘plan-do-review’ cycle. 

· Use behaviour management strategies in line with the school’s behaviour policy and procedures which contribute to a purposeful learning environment so that effective learning can take place.

· Organise and manage safely all learning activities, the teaching space and resources for which you have responsibility. 

· Attend parents’ evenings and other relevant meetings where necessary.

· Promote independence and employ strategies to recognise and reward achievement. 

· Contribute to the process of department quality assurance.

· Register pupils, accompany them to assemblies, encourage their full attendance at all lessons and their participation in other aspects of academy life.

· Actively engage in extra-curricular activities within the department. 

· Use ICT effectively to support learning activities and develop pupils’ competence and independence in its use.

· Select and prepare resources necessary to lead learning activities, considering pupils’ interests and language and cultural backgrounds.

Providing support for the Teacher by:
· Organising and managing appropriate learning environment and resources.

· Working alongside the Teacher to plan challenging and appropriate lessons, including resources.

· Monitoring and evaluating pupil responses to learning activities through a range of assessment and monitoring strategies against pre-determined learning objectives.

· Providing objective and accurate feedback and reports as required on pupil achievement, progress and other matters, ensuring the availability of appropriate evidence.

· Supporting class Teachers with maintaining good order and discipline among pupils, managing behaviour effectively to ensure a good and safe learning environment.

· Supervising a class if the Teacher is temporarily unavailable. 

· Administering and assessing/marking tests and invigilating examinations/tests.

Providing support for the school by:
· Being aware of and supporting difference and ensuring all pupils have equal access to opportunities.

· Developing effective professional relationships with colleagues. 

· Contributing to the overall ethos/work/aims of the school.
· Delivering out of school learning activities and/or after school homework clubs within guidelines established by the school.

· Respecting individual differences and cultural diversity.

· Supervising pupils on visits, trips and out of school activities, if required,
· Being part of the duty team. 

· Promoting the safety and wellbeing of pupils and helping to safeguard pupils’ well-being by following the requirements of Keeping Children Safe in Education and our school’s Safeguarding and Child Protection Policy.

Professional development:
· Ensure own knowledge and understanding relevant and up to date by reflecting on their own practice, liaising with school leaders, and identifying relevant professional development to improve personal effectiveness. 
· Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school. 
· Take part in the school’s appraisal process.
South Tyneside Council and Hebburn Comprehensive are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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