Woodlands Primary School

Generic Job Description

Teaching Assistant H2


	Job title:
	Teaching Assistant
	
	
	

	
	(Level B)
	
	
	

	School:
	
	
	
	

	Line manager:
	SLT, Class teacher, Senior Teaching Assistant

	Supervisory responsibility:
	None, apart from assisting in work familiarisation of new members of staff.

	Hours:
	


Main purposes of the job

· To work under the specific supervision, instruction and guidance of the class teacher to support the teaching and learning activities in the classroom.

· To provide general support to the class teacher in the organisation and management of pupils and the classroom.

· To assist the teacher in creating and maintaining a purposeful, orderly and supportive learning environment.

· To promote the inclusion of all pupils, ensuring they have equal access to opportunities to learn and develop. 

· To be responsible for promoting and safeguarding the welfare of children and young people within the school. 

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection; and report all concerns to an appropriate person.

During the short term absence of the class teacher the TA may be required to supervise the whole class and deliver pre prepared activities.
Pay – If teaching assistants are covering for a teacher’s absence on their own, they will be paid full overtime (hour for hour). If two teaching assistants are sharing cover, they will be paid half overtime hours each.

Main responsibilities and tasks

Support for pupils:

· Under the specific supervision of the class teacher, to work with individuals and groups of pupils to deliver learning programmes/interventions.

· Supervise and provide individual support for pupils with identified SEN

· Assist with the development and implementation of Individual Education/Behaviour Plans and Personal Care programmes;

· Prepare, maintain and use equipment/resources required to meet the lesson plans/relevant learning activity and assist pupils in their use.

· To encourage pupils to interact with others and engage in activities led by the teacher.

· To assist the pupils with personal needs as appropriate. Including social, health, hygiene, first aid and welfare matters.

· To provide support for pupils emotional and social needs by encouraging and modelling positive behaviour in line with the school’s behaviour policy.

· Set challenging and demanding expectations and promote self-esteem and independence;

· To adhere to school policy on equality and diversity. Be aware of and support difference and ensure that pupils have equality of access to opportunities to learn and develop.

· Provide feedback to pupils in relation to progress and achievement under guidance of the teacher.
Support for the teacher:

· To prepare and maintain basic classroom resources and equipment as directed by the class teacher and assist the pupils in their use.

· Assist with the display of children’s work.

· To prepare the classroom as directed for lessons, ensuring that resources are available and cleared away at the end of the lesson as appropriate.

· To be aware of the planning of work and activities. 

· Monitor pupils’ responses to learning activities and accurately record achievement/progress as directed;

· To provide feedback on pupils in relation to progress and achievement under guidance of the teacher.  This may include feedback on pupil progress in meeting Individual Education Plan targets.

· To provide general clerical / administrative support to the teacher, as appropriate e.g. photocopying, laminating, filing, collecting money, record keeping  etc as required.

· Promote good pupil behaviour, dealing promptly with conflict and incidents in line with established policy and encourage pupils to take responsibility for their own behaviour;

· Establish constructive relationships with parents/carers. Liaise with parents and carers, under the direction of a teacher – gather/report information from/to parents/carers as directed.

· Administer routine tests and invigilate exams and undertake routine marking of pupils’ work;
Support to the school

· To assist with the general pastoral care of pupils, including helping pupils who are unwell, distressed or unsettled.

· To assist with the supervision of pupils out of lesson time but during the school day, within contracted hours as necessary for their safety e.g. swimming

· To accompany teaching staff and pupils on visits, trips and out of school activities within contracted hours as required. Taking responsibility for a group of children.

· To attend relevant meetings and participate in training opportunities and professional development as required.

· Appreciate and support the role of other professionals;

· Comply with and assist with the development of policies and procedures relating to safeguarding, health, safety and security, confidentiality and data protection, reporting concerns to an appropriate person;

· To adhere to school health and safety policy including risk assessment and safety systems

· To adhere to school policy on equality and diversity 

· Contribute to the overall ethos/work/aims of the school;

· Encourage and model positive behaviour in line with school policy

· Assist with the pastoral /care of pupils, including helping pupils who are unwell, distressed or unsettled. 

Support for the curriculum

· To assist with the development of basic Literacy, Numeracy and ICT skills and to support their use in learning activities.

· Undertake structured and agreed learning activities/teaching programmes, adjusting activities according to pupil responses;

· 
Support the use of ICT in learning activities and develop pupils’ competence and independence in its use;

· To actively contribute to a school Curriculum Team, including meetings and action plans etc. 

· Make a positive contribution towards the planning and preparation of Curriculum Theme weeks relevant to your Curriculum Team.
Job Context
· The job is one of a set of teaching assistant jobs whose evaluated pay grade is determined by the level of responsibilities. The lowest pay grade is at Level A and the highest at Level E.

· A job holder need not be required to fulfil all of the duties identified in the job description. But, in order to justify the pay grade for any job above Level A, the jobholder must be spending at least 50% of his/her time on higher level duties. These duties are specified in each job description above Level A.

· The set of job descriptions allows some employees to grow in to the next job description provided:

1. The school has sufficient work of the right level that would justify the next job description

2. and the jobholder has gained sufficient knowledge and skills, either through qualifications or through experience, to fulfil the duties of the next job description.

Knowledge, Experience and training
· Experience of working with or caring for children of the relevant age

· Good basic Literacy and Numeracy skills.

· Basic knowledge of first aid

· Ability to use modern technology, including photocopier, video recorder and computer

· Ability to work in a team.

Physical Effort

· The job may involve lifting children after falls or accidents.

Working environment

· The job may include clearing up blood or other bodily fluids of children after accident or sudden illness.
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