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JOB DESCRIPTION 

	



	

Department:

	

Education

	Division/Section:

	Early Years/Primary/Secondary

	Job Title:

	Pupil Support Assistant 

	Responsible to:

	Head Teacher or Nominee

	Grade:

	Grade 4 

	Date Revised:

	March 2025




	Purpose of the Role:

	Assist Teaching/Early Learning Practitioners in providing a supportive and positive learning experience for learners with additional support needs and promoting inclusion and independence.

To provide support, assistance, and encouragement to learners in order that they achieve the best learning outcomes possible, across their learning environments and external educational activities

Attend to the personal care, mobility, and medical requirements of learners with additional support needs. 

Assist in maintaining a safe, healthy, and hygienic environment.

*Note: The exact nature or requirements of the post will be determined by the needs of the learner(s) the post holder will be supporting



	Support Learning & Teaching Activities 

· Assist learners in classroom learning/work as part of the teacher’s planned learning and teaching; e.g. supporting language, maths, health and wellbeing, and general class activities.

· Assisting in supporting learners’ attainment through practical help (e.g. reading and basic scribing) and through implementation of programmed activity.

· Support the teacher in quality teaching and learning, by supervising and supporting groups in follow-up tasks.

· Helping with tasks where there are physical difficulties, whilst encouraging independence and ensuring safety and comfort.

· Supervising and escorting learners within and out with the premises as part of their learning activities e.g. between classrooms, play activities, on educational/shopping trips, swimming lessons, and sports events.

· Support with the collation and provision of classroom learning resources.

· Support learners in staying on task.

· Guide learners on behaviour management and in particular; encourage learners to work together and co-operate with each other, support learners in following instructions and the routines of the school/Early Learning establishment. Reinforce, encourage and model good standards of behaviour at all times.

· Build positive relations with learners, class teams and contribute to the positive ethos of the school.

· Work collegiately with teaching and other staff who are supporting learners.

· Supervise learners in the playground at intervals and lunchtimes and in the classroom at wet intervals. 

Secondary only

· Assisting in supporting learners’ attainment through practical help e.g. reading and scribing tests, prelims and exams including all SQA qualifications for learners with additional assessment arrangements.

Support with personal care, mobility and medical requirements of learners with additional support needs. 

	
· Build positive and trusting relationships with learners and adhere to child protection and equalities legislation.

· Encourage learner independence and assist learners with dressing, undressing or physical movement.

· Assist learners with toileting, including changing nappies/incontinence pads, where the learner is not able to carry out this need personally and/or specific training has been provided to deliver this support.

· Where appropriate, support learners who may need to be changed from soiled to clean clothing in changing areas within the school. 

· Supporting learners with intimate personal care needs including changing sanitary products.

· Administer medication/application of topical medicines as required and in accordance with the Authority’s guidelines on the Administration of Medicines and the Child’s Wellbeing Plan.

· When required, undertake catheter care, tracheotomy, colostomy or stoma care in accordance with training provided. 

· Assist learners who require support to feed themselves; this may include PEG (tube feeding).

· Supporting learners with their mobility needs. This could include pushing, loading, or transferring from wheelchairs as required, or supporting with walking aids.

· Operate hoists and slings in accordance with manual handling training and legislation.

· Undertake agreed and planned procedures for the safety of named children during emergency school evacuation.

· Undertake specific responsibilities within the planned response to anticipated emergencies e.g. seizures, asthma, etc.

· Provide comfort, support and appropriate interventions for minor accidents/ailments 


Additional Job Requirements

· Participating in professional staff development opportunities including; in-service days, refresher training, and quality conversations.

· Ensure the completion of incident records and other records as appropriate.

· Ensure the ongoing health, safety, and welfare of all learners including bringing any matters concerning child protection to the attention of the teaching staff in accordance with school/Early Learning establishments’ procedures and guidelines.

The above is an indication of the duties that will normally be expected of this post holder. However, it is not an exhaustive list and the post holder may be required to undertake other duties that are within the scope of the post. The post may develop with changing working methods and to address service priorities, therefore the duties detailed will be subject to reasonable change. There is a requirement that all employees work flexibly and co-operatively to ensure that service priorities are met.
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PERSON SPECIFICATION 

	



	POST OF:
	PUPIL SUPPORT ASSISTANT
	DEPARTMENT:
	Education

	GRADE: 
	4
	SERVICE:
	EARLY YEARS/PRIMARY/SECONDARY

	ATTRIBUTES
	ESSENTIAL

	DESIRABLE


	PROFESSIONAL / EDUCATIONAL QUALIFICATIONS OR EQUIVALENT WORK EXPERIENCE 

	Qualifications at SCQF Level 4 (e.g. Standard Grade General, National 4) or equivalent, including Numeracy and Literacy.

Registration with SSSC at the time of employment or ability to obtain within 6 months (for posts based in an Early Years setting only)


	Qualification in Childcare/Education.

Valid qualification in First Aid.

Evidence of relevant Further Education qualifications.


	RELEVANT WORK / OTHER EXPERIENCE / SKILLS
	Experience of working with children & young adults in a caring and supportive environment.

Ability to work under guidance and direction.

Ability to express a patient and non-confrontational approach when dealing with children and young people who display dysregulated behaviour.

Ability to demonstrate empathy and tolerance and to respond positively to a variety of additional support needs.

Ability to assist young people with additional support needs in personal/medical care.

Should be willing and able to give physical assistance to learners.


	Experience of working with children and young people with social, emotional, health and behavioural needs.

Experience working in an educational setting.

Experience in the use of ICT.

Skills in areas such as language development, expressive arts, physical education and social development

	PERSONAL QUALITIES / BEHAVIOURS 


	Ability to build and maintain positive relationships with learners, parents/carers and colleagues.

Flexible and adaptable to the changing needs of the Service.

Punctual and Reliable.

Ability to work as part of a team.

Effective interpersonal skills and organisational skills.

Ability to work under pressure in a demanding environment.

Ability to observe professional confidentiality and implement sound judgement.

Ability to use initiative and communicate at all levels.

	


	ADDITIONAL JOB REQUIREMENTS 


	Willingness to undertake further training including specialist medical procedures
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