BOLTON COUNCIL
JOB DESCRIPTION

	Department
	CHILDREN’S SERVICES

	Job Title
	Teaching Assistant LEVEL 2 - SEN 

	Grade
	Grade 4 (Point 17-21) + SEN allowance

	Primary Purpose of the Job
	Post would involve working with supervising and supporting pupils on a 1:1 basis with moderate learning needs in the classroom under the close supervision and direction of the teacher and SENCo. Support would be in the form of encouraging, prompting, reframing, working on basic skills and keeping the pupils ‘on task’. The post will also include some lunch-time duties.


	Responsible to
	Class Teachers/SENCO


	Responsible for
	None, apart from, assisting in work familiarisation of new members of staff or volunteers


	Principal Responsibilities
	To work under the direction/guidance of the class teacher/SEN Co-ordinator to support particular pupils to access the curriculum in the most effective way, appropriate to their needs, understanding and behaviour, in or out of the classroom.

To assist in the delivery of the provision as outlined in statement of special educational needs/EHC Plan.

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

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

To promote the inclusion of all pupils. 




	MAIN DUTIES

	
	1. Working under the direction/guidance of the class teacher/SEN Co-ordinator, to supervise and provide particular support for pupils with special educational needs for behaviour to enable them to learn as effectively as possible on their own and in group situations, taking into account the special needs involved.

2. To support the pupils in the development of skills, e.g. basic literacy and numeracy skills, communication skills; play and social skills; self-help skills; and emotional development whilst supporting their access to the curriculum through clarification and reinforcement of the subject matter.

3. To liaise closely with the class teacher and any external professional as appropriate to support the implementation of any special programme or Individual Educational Plan/Individual Behaviour Plan designed for the pupils.

4. To monitor pupil progress and report on any achievements or developments against IEP/IBP targets; to contribute to the Annual Review of the pupil statement/EHC Plan.

5. To identify opportunities for the pupils to work independently where appropriate, ensuring their comfort, safety and well-being at all times; at such times to support other pupils in the classroom as appropriate.   

6. To assist with the development of the pupil basic ICT skills and support the use of ICT in learning activities.

7. To prepare suitable work for the pupils under the guidance of the teacher/SENCo, and to make or adapt resources (e.g. worksheets or sight cards) to enable the pupils to access the learning activity at their appropriate level of understanding.

8. To establish a good relationship with parents/carers and to provide information and feedback where appropriate and agreed under the guidance of the teacher.

9. To assist the class teacher with the preparation of the classroom for lessons, where appropriate.

10. To assist the pupils with physical, medical and social needs as appropriate and agreed e.g. administering medication.
11. To encourage the pupils to interact with others and engage in activities led by the teacher.

12. To provide support for the pupils’ emotional and social needs by encouraging and modelling positive behaviour in line with the School’s Behaviour policy and demonstrating high expectations of work and behaviour.

13. To help, where necessary, with pupils who are sick, distressed or injured.

14. 
To be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

15.
To assist with the supervision of pupils out of lesson time, as necessary for their safety.

16.
To accompany the pupils on school visits, trips and out of school activities as required.

17.
To attend relevant meetings and participate in training opportunities and performance development as required.

18.
To undertake any other broadly analogous duties.




	
	Customer Care - To provide quality services that are what our customers want and need.  To give customers the opportunity to comment or complain if they need to.  To work with customers and do what needs to be done to meet their needs.  To inform your manager about what customers say in relation to the services delivered.

Develop oneself and others - To make every effort to access development opportunities and ensure you spend time with your manager identifying your development needs through your personal development plan.  To be ready to share learning with others
Valuing Diversity -To accept everyone has a right to their distinct identity.  To treat everyone with dignity and respect, and to ensure that what all our customers tell us is valued by reporting it back into the organisation.  To be responsible for promoting and participating in the achievement of the departmental valuing diversity action plan.

The post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time.  This may be equivalent to TA2 or TA3 duties.
Date Job Description prepared/updated

July 2016 



	
	

	
	

	
	


BOLTON COUNCIL
PERSON SPECIFICATION

	Department
	Education & culture

	Job Title
	Teaching assistant – SEN 


	STAGE ONE
	Disabled Candidates are guaranteed an interview if they meet the essential criteria


	MINIMUM ESSENTIAL REQUIREMENTS
	METHOD OF ASSESSMENT

	1.
Skills and Competency

	1.1
	Ability to work effectively within a team environment, understanding classroom roles and responsibilities
	Application Form/Interview/Observation

	1.2
	Ability to support the teacher/SENCo in planning delivering and evaluating learning activities to ensure effective teaching and learning. Ability to give feedback in a constructive manner.
	Application Form/Interview

	1.3
	Ability to build effective working relationships with all pupils, colleagues and practitioners
	Application Form/Interview

	1.4
	Ability to promote a positive ethos and role model positive attributes. 
	Application Form/Interview

	1.5
	Educated to at least GCSE level including a good level in English and Maths
	Application Form

	1.6
	General understanding of school curriculum and other basic learning programmes/techniques (within specified age range/subject area)
	Application Form/Interview

	1.7
	General awareness of inclusion, especially within a school setting
	Application Form/Interview

	1.8
	Effective use of ICT to support learning
	Application Form/Interview

	1.9
	Customer Care - Listen and respond to customer need, seek out innovative ways of consulting service users and engaging partners.  Network with others to develop services for the benefit of the service users.


	Application Form/Interview

	1.10
	Valuing Diversity - Listen, support and monitor the diverse contributions made to service development without prejudice.  Challenge behaviours and processes which do not positively advance the diversity agenda whilst being prepared to accept feedback about own behaviour.  Recognise people’s strengths, aspirations and abilities and help to develop their potential.  Understand how Valuing Diversity can improve our ability to deliver better services and reduce disadvantage.


	Application Form/Interview

	1.11
	Developing Self and Others - Ability to question, and request right training and development that links to the post, to seek opportunities that add to skills and knowledge, to respond positively to opportunities that arise. And to support others’ learning and share learning with others


	Application Form/Interview


	2.
Experience/Qualifications/Training etc

	2.1
	Minimum of 2 years experience of working with &/or caring for children within specified age range/learning need and/ or NVQ2 or equivalent in teaching assistance.

1 
	Application Form

	2.2
	Awareness of safeguarding principles and safe working practices.
	Application Form/Interview

	2.3
	Knowledge and understanding of importance of consistent behaviour management
	Application Form/Interview

	2.4
	Requirement to complete DfES Teacher Assistant Induction Programme
	Interview

	2.6
	Willingness to participate in relevant training and development opportunities

	Application Form/Interview


	
	


	3.
Work Related Circumstances – Professional Values & Practices

	3.1
	High expectations of all pupils; respect for their social, cultural, linguistic, religious and ethnic background and a commitment to raising their educational achievements
	Application Form & Interview

	3.2
	Ability to build and maintain successful relationships with pupils, treat them consistently, with respect and consideration and demonstrate concern for their development as learners
	Application Form & Interview

	3.3
	Demonstrate and promote the positive values, attitudes and behaviour they expect from the pupils with whom they work
	Application Form & Interview/Observation

	3.4
	Ability to work collaboratively with colleagues and carry out role effectively, knowing when to seek help and advice
	Application Form & Interview/Observation

	3.5
	Able to liaise sensitively and effectively with parents and carers recognising their role in pupil learning
	Application Form & Interview

	3.6
	Able to improve their own practice through observations, evaluations and discussion with colleagues.
	Application Form & Interview


	STAGE TWO
	Will only be used in the event of a large number of applicants meeting the minimum essential requirements


	ADDITIONAL REQUIREMENTS
	METHOD OF ASSESSMENT

	1.
Skills and Knowledge

	1.1
	Experience of resources preparation to support learning programmes
	Application Form

	1.2
	Understanding of other basic technology – video, photocopier, ICT equipment
	Application Form


	2.
Experience/Qualifications/Training etc

	2.1
	Minimum of 2 years experience of working with &/or caring for children within specified age range/subject area. Holder of, working towards or willing to work towards an NVQ Level 2, BTEC Level 2 or equivalent in Teaching Assistant or Supporting Teaching and Learning in Schools within an educational setting
	Application Form

	2.2
	Knowledge and understanding of literacy and numeracy strategies
	Application Form

	2.3
	Knowledge of and training in special educational needs strategies
	Application Form

	2.4
	Willingness to undertake appointed person certificate in First Aid
	Interview


	Note to Applicants: Please try to show in your application form, how best you meet these requirements


	Date Person Specification prepared/updated
	July 2016
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