

OAK LODGE SCHOOL




101, Nightingale Lane, London SW12 8NA

Tel: 020 8673 3453 
JOB DESCRIPTION
Post Title:


Casual Note-taker
Postholder:





Main purpose of job:
To support the learning deaf students at a mainstream College
Grade:                

From £14.00 - £24.00 per hour
Full/Part-Time:               
Casual
Main Activities and Responsibilities

A. Support for Students
1. Use specialist notetaking skills and experience to support students in a College setting. 

2. Assist with the curriculum support and individual learning plans for the students.
3. Contribute to the records of students’ progress and make this information available for the support tutors.

4. Contribute to the maintenance of an atmosphere in which the pupils can gain self-confidence, enjoyment, independence and motivation to learn.

5. Meet the students communication needs in notetaking when and where appropriate.

B. Support for the FE Tutor
1. Work with teaching staff by keeping the student informed of the contents of the lessons. 
2. Complete the necessary paperwork at the end of the session with the student and ensure that this is quickly given to the support tutor. 

3. Inform the Deaf First tutors of any social and educational welfare issues that arise. Support the student in their use of hearing aids.
4. Undertake marking of pupils’ work and record achievement/progress.

5. Promote positive values, attitudes and good student behaviour. Encouraging students to take responsibility for their own behaviour.

6. Support the use of ICT in learning activities.

7. Help the student integrate with other students in the class and keep them informed of whole class/college event.
8. To support the students in examinations as and when required by the college.

C. Support for the Deaf First
1. Undertake any other responsibilities as agreed with the headteacher, at times agreed in the contract.

2. Attend and participate in staff meetings, INSET sessions and other meetings as required.

3. Be aware of and comply with policies and procedures relating to child protection/ vulnerable adults, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate line manager 
4. To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.

5. To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in     

relation to the worker’s role.

6. To ensure that the worker’s line manager is made aware and kept fully informed of any concerns
which the worker may have in relation to safeguarding and/or child protection.

It is implicit that these duties are carried out in accordance with school and Council policies on equal opportunities.

The job will be reviewed by the postholder and the Line Manager at the end of the summer term. 

Signed:
________________________
Date: _________________ 

(Postholder)
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‘Specalists in Deaf Education




	Qualifications
	Essential
	Desirable
	How Tested?*

	1. GCSE in English and Maths (grade C or above) or a Level 2 Person Specification - Casual Note-taker in Literacy and Numeracy. 


	✔
	
	Cert

	2. Note-taker qualification or willing to train


	
	✔
	Cert

	Knowledge, Skills and Experience


	
	
	

	3. The ability to produce clear concise notes
	✔
	
	Test

	4. Experience of working with deaf and hard of

    hearing people
	
	✔
	AF/IV

	5. Experience of working within education

         
	
	✔
	AF/IV

	6. A good understanding of the role of the Notetaker


	✔
	
	AF/IV

	7. A flexible approach to meeting student needs


	✔
	
	IV

	8. The ability and willingness to work as part of

    a team
	✔
	
	IV

	9.  Good interpersonal skills
	✔
	
	IV

	10. Administrative Skills
	✔
	
	AF/IV

	11. Experience of note-taking
	✔
	
	AF/IV

	12. An understanding of and commitment to

     school and council policies on equal 

     opportunities.
	✔
	
	AF/IV

	13. Awareness of the principles of safety as they

     apply to vulnerable students and or adults, in

     relation of the job.
	✔
	
	AF/IV



