
 

 
 

Saint Felix School 
Job Description - Learning Support Assistant (Special Educational Needs) 

 
Please note that this non-contractual Job Description is not fully inclusive and tasks may change according to 

operational needs 
 
 
Saint Felix School, Southwold has been providing educational excellence for over 120 years to children from 
Suffolk, Norfolk and further afield. Set in 75 glorious acres on the Suffolk coast, just minutes from the sea, this  
co-educational independent school caters for boarders and day pupils from the ages of 2 to 19 including 
international students from around the world. 
 
There are approximately 300 pupils with roughly 80 in our three Boarding Houses.  
 
Academic excellence is central to life at Saint Felix School and we encourage all pupils to aspire to the highest 
possible standards and to exceed their expectations. Our success is demonstrated by impressive examination 
results at GCSE and A Level. The vast majority of our leavers go on to Higher Education.  
 
The school adopts a non-selective entry policy which seeks to provide an environment where all pupils will thrive 
academically. It emphasises continuity of education through to 16+. We believe in a holistic education that 
exposes pupils to a wide range of experiences and opportunities. We also aim to attract pupils from a diverse 
range of backgrounds. 
 
We place great emphasis on the value of Sport, Music and the Arts for the teamwork, self-motivation and 
discipline they instil, and encourage pupils to explore their individual talents. Boarding is at the heart of the 
school and all full-time members of staff are expected to contribute to the wider life of the school through 
involvement in the tutoring system and in activities outside the classroom. 
 
Role Purpose.  To assist and support a pupil with special educational and general learning needs. 
  
Line management. 
 

Reports to:  Headmaster 
 
Key Interfaces:  SENCo/Class teacher 
 
Staff Reports:  None 

 
 
Responsibilities of the post: 
The Learning Support Assistant’s (LSA) main role is to provide support for pupils with special educational needs. 
The LSA will ensure that the pupils can integrate as fully as possible in the activities generally undertaken by the 
other children in the class and make progress.   
Duties will include running specific programmes and activities to assist the pupils’ individual learning and social 
needs.  The LSA will be responsible for implementing the targets on the pupils’ Individual Education Plan (IEP) in 
liaison with the class teachers and the SENCo. 
  



 
 
 
Supporting pupils 

 To provide learning support for pupils in class or in 1:1 situations 

 To develop knowledge of the particular needs of the children and seek advice from the SENCo, class teacher 
and outside agencies as required 

 To aid access to the full range of learning experiences both inside and outside the classroom and provide 
modified materials as required e.g. worksheets, games, visual prompt cards etc. 

 To make or modify resources as suggested and advised by the SENCo, Educational Psychologist or other 
outside agencies 

 To organise and maintain an inclusive learning environment across the whole school environment 

 Provide positive reinforcements, praise and rewards to pupils 

 Facilitate inclusion in small group activities with peers and support interaction between them 

 To attend in service training and relevant meetings relevant to the post in order to keep up to date with 
developments in working with children with special educational needs 

 
 
 
Supporting the SENCO 

 To work as part of the team to ensure the wellbeing and personal development of the pupil enhances their 
learning opportunities and life skills 

 To attend planning meetings with the SENCo to develop learning programmes and to assist in the delivery of 
the individual learning programmes on a daily basis to promote learning, behaviour and communication skills 

 To provide regular feedback to the SENCo and, where necessary, relevant outside agencies about any pupil’s 
difficulties and progress 

 To contribute to the pupils’ annual review by writing a brief report and attending the meeting 
 
 
 
Supporting the School 

 To foster links between home and school 

 To participate in relevant professional development as deemed appropriate 

 To understand and apply the school policies on learning and behaviour, and the statutory guidelines relating to 
disability discrimination and special educational needs 

 To maintain confidentiality and sensitivity to the pupils’ needs but have regard to the safeguarding procedures 
of the school 

 To carry out duties as directed by the SENCo or Headmaster 
 
 
 
Personal Specification for Special Educational Needs Learning Support Assistant 
You will need to  

 Have experience of working with children with special educational needs in a school setting 

 Have GCSE or equivalent qualifications in Maths and English 

 Have knowledge and understanding of the different social, cultural and physical needs of pupils 

 Have an interest in how children learn and behave 

 Provide appropriate role models of behaviour both in the classroom and around school 

 Really care about children, particularly those who find learning and managing their behaviour difficult 

 Have training in aspects of SEN, i.e. autism 
 
  



 
 
 
 
You must be able to: 

 Carry out tasks and responsibilities under the direction of the SENCo, Class Teacher, Deputy Head Teacher or 
Headmaster 

 Plan and prioritise tasks and work under the pressure of a busy Department 

 Be productive and show initiative 

 Communicate effectively and appropriately to pupils with different abilities and ethnic backgrounds 

 Motivate pupils to learn 

 Motivate pupils to be sociable 

 Assist with the organisation of the learning environment 

 Maintain accurate records of the pupils 

 Work effectively with other adults in the school and wider community 

 Be a responsible and trustworthy role model 

 Have patience with children who find conforming to rules and expectations difficult 

 Have patience and be flexible and innovative with a clear understanding of how children might behave who 
find learning new concepts and remembering taught concepts difficult 

 Respect and maintain confidentiality but have regard to the safe guarding protocols of information sharing 
where necessary 

 Be computer literate 

 Attend training courses considered appropriate for the post 
 
 

General 

 To promote and safeguard the welfare of children and young persons for whom you are responsible and with 
whom you come into contact. You must be aware of and adhere to: 

 all school safeguarding related policies and regulatory requirements; 

 the Employee Handbook (Including the Staff Code of Conduct) and any other school policies 
relating to the role 

 To operate at all times within the stated policies and practices of the school 

 To establish effective working relationships and set a good example through their presentation and personal 
and professional conduct 

 To ensure any safety regulations are observed 

 To contribute to the corporate life of the school through effective participation in meetings and management 
systems necessary to co-ordinate the management of the school 

 Ensure the values of participation, partnership, sustainability, social responsibility, cost effectiveness, 
transparency and accountability are reflected in your work 

 Undertake any other responsibilities as may reasonably be required from time to time 
 
 

The above is an indication of the requirements of the post and is not meant to be inclusive or exhaustive. Any 
role that needs reasonably to be undertaken should also be undertaken whether or not included in the above. 

 
The School is committed to safeguarding and promoting the welfare of children and young people and expects 
all staff and volunteers to share this commitment. The post holder’s responsibility for promoting and 
safeguarding the welfare of children and young persons for whom he/she is responsible, or with whom he/she 
comes into contact will be to adhere to and ensure compliance with the school’s Child Protection Policy 
Statement at all times. If in the course of carrying out the duties of the post, the post-holder becomes aware of 
any actual or potential risks to the safety or welfare of children in the school, he/she must report any concerns 
to the Designated Safeguarding Lead. 

 
This non-contractual job description is not necessarily a comprehensive definition of the post. It will be 
reviewed at least once every two years (as part of the appraisal process) and it may be subject to modification 
or amendment at any time after consultation with the holder of the post. 

  



 
Person Specification 
 

Requirement Essential Desirable Method of 
assessment 

Qualifications Have GCSE or equivalent qualifications 
in Maths and English 
 
Have training in aspects of SEN, i.e. 
autism 
 

Qualification in childcare Application 

Knowledge Have experience of working with 
children with special educational 
needs in a school setting 
 
Have knowledge and understanding of 
the different social, cultural and 
physical needs of pupils 
 
Have an interest in how children learn 
and behave 
 
Provide appropriate role models of 
behaviour both in the classroom and 
around school 
 
 

 Application 
Interview 

Skills and 
knowledge 
 
 

Really care about children, particularly 
those who find learning and managing 
their behaviour difficult 
 

 
 
 
 

Application 
Interview 

Attributes Confidentiality 
 
Accuracy 
 

 Application 
Interview 

Other Attend appropriate training courses 
when required 
 
 
 

  

 
 


