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	Directorate:
	Children’s Services
	Section:
	

	Job details
	Provision of support for pupils and staff in an ESBD school setting, which supports inclusion, teaching and learning and differentiation of work/resources for ESBD pupils

	Job title:
	Teaching Assistant 

	Grade:
	2 + 1 SNA

	Location of work:
	New Park School

	Directly responsible to:
	Head Teacher/SMT

	Directly responsible for:
	-

	Hours of duty:
	32.5 per week term time + 5 INSET days

	Primary purpose of the job:
	To supervise the care and educational support of pupils with ESBD in a special school and to accompany pupils to and from other educational establishments as required.
The use of a personal car is a requisite for this position

	Post ref no:
	


	Main duties and responsibilities/accountabilities

	1.  General Teaching Assistant Duties

· Help prepare classroom resources and contribute to the maintenance of pupil records

· Supervise the care and support of pupils and contribute to the management of pupil behaviour

· Provide effective support for colleagues and assist in preparing and maintaining the learning environment

· Display pupils’ work and other relevant materials as directed

· Observe and report on pupil performance and contribute to the planning and evaluation of learning activities

· Participate with colleagues in the assessment of all children entering or returning to school to identify needs of support

· Draw up and implement an individual action plan for pupils needing support or contribute towards the achievement of objectives where individual action plans exist

· Build up knowledge of available support and act as a point of contact for specialist support services and community-based programmes.

· Work effectively with the local community

· Support all teaching staff in accordance with the work force remodelling guidelines  

· Be responsible for keeping and updating records as agreed with the teacher, through the monitoring and evaluation of pupils’ progress, using available electronic recording systems 

· Administer routine tests and invigilate exams, and accurately record achievement and progress

 2.  Supporting the pupil

· Contribute to the maintenance of a safe and healthy working environment

· Supervise pupils on educational trips and visits

· Establish and maintain relationships with individual pupils and groups promoting their social and emotional development

· Contribute to the health, well-being, safety and security of pupils

· Set challenging expectations and promote self-esteem and independence

· Help with the care and support of pupils including medical needs where appropriate and contribute to the management of pupil behaviour

· Help pupils access the curriculum whilst developing their numeracy and literacy skills

· Support pupils with behavioural, cognitive, emotional, learning difficulties and development needs

· To transport and accompany pupil/pupils to and from school and other educational establishments using either the school minibus or own transport as required. 

     3. Supporting the curriculum

· Provide support for learning activities within a specific form as ‘key support worker’ 

· Provide support in other curriculum areas when required
· Prepare, maintain and use equipment/resources required to meet the lesson plans/relevant learning activity
  4. Supporting the Re-integration Process of Statemented Pupils into   

      Mainstream   Schools

· Support identified pupils in mainstream schools as directed

· Ensure that pupils follow code of conduct of the mainstream school

· Follow mainstream schools rules and regulations re dress code, timetabling, room allocation etc as directed by link person

· Liaise with NPS Headteacher regards any concerns arising

· Offer regular oral feedback to class teacher and NPS headteacher

· Keep records to demonstrate progress, saving them in gen staff area, under individual pupil’s name

· Contribute to reports on young people as requested

· Liaise with parents/carers as well as other professionals as appropriate

· Attend meetings as required

· Use own car for pupil transport as required

· Liaise with the TA responsible for safety of in school transport for safety checks
· Ensure that all routine checks on the car are carried out safely (i.e. oil, tyre pressure etc)
· Fill in mileage claim forms on a monthly basis

     4. Other

· Review and develop own professional practice, undertaking training as required

· Take an active part in the Performance Management Review Process

· Liaise effectively with other professionals and parents as necessary

· Undertake such additional duties as are reasonably commensurate with the post

· Support the development and effectiveness of work teams

· Contribute to the overall ethos of the school

· Attend and participate in relevant meetings as required

· Provide administrative support to teachers

The postholder must carry out their duties with full regard to the City Council’s Equal Opportunities, Health and Safety and Community Strategy policies.

To contribute and demonstrate a commitment to the City Council’s Crime and Disorder Reduction Strategy.

To undertake any other such duties that are reasonably commensurate with the level of this post

	Review arrangements

	The details contained in this job description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, the council will expect to revise this job description from time to time and will consult with the postholder at the appropriate time.


Date job description prepared/revised:
Dec 2014
Prepared/revised by:



Almut Bever-Warren
Agreed job description signed by holder:
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	Job title
	Grade
	Directorate
	Location

	Teaching Assistant 
	2
	Children's Services
	New Park School


Note to manager

In completing this form you are setting the expected standard for the person you need for this job on this occasion.  Once completed, it will help to create your shortlist of candidates and to devise the questions you ask at interview. Please describe the criterion in ways that are both accurate and capable of being tested.  Above all, the requirements must be job related and non-discriminatory. The job description, person specification and advertisement must be consistent. Each of the criteria must be identified under the Essential or Desirable headings. Whilst all criterions are important, those marked Essential must be met before an interview can be offered. (See Section 6 of the Recruitment and Selection Code of Practice for more information on producing a person specification)
Note to applicants

Whilst all criterions below are important, those under the Essential heading are the key requirements. You should pay particular attention to these areas and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.
















        

           (*See grid overleaf)

	Essential criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1. 
	A patient and understanding disposition towards young people.
	A,I

	2. 
	Ability to communicate clearly with both adults and children.
	A,I

	3. 
	Ability to use ICT to support learning, recording and communication
	A,

	4. 
	Ability to work independently and in a team situation
	A,I

	5. 
	A flexible approach to work and high level of reliability
	A,I

	6. 
	Good interpersonal skills and an understanding of stress management skills
	A,I

	7. 
	Experience of dealing with parents/carers and outside agencies.
	A,I

	8. 
	Good literacy and numeracy skills 
	A,C

	9. 
	Willingness to participate in full school life.
	A,I

	10. 
	Full driving licence and vehicle available for transporting pupils to and from educational establishments and other locations and for business use
	A, I
	

	11. 
	An understanding of Child Protection, Equal Opportunities and anti discriminatory practices
	A, I
	


	Desirable criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1.
	Experience of and understanding of the implications of working with pupils who demonstrate challenging behaviours.
	A,I

	      2.
	Experience of working with children who may have learning difficulties.
	A,

	3.
	Completion of DfES Teacher Assistant Induction Programme, NVQ2 or equivalent qualification
	A,C

	4
	Experience of working in a school environment
	A,

	      5.
	Ability to participate in sport activities
	A,

	      6.
	Training in relevant literacy/numeracy strategies
	A,C

	      7. 
	Understanding of the ‘Every Child Matters Agenda’
	A

	      8.
	Understanding of classroom roles and responsibilities
	A,I

	      9.
	Understanding of policies/codes of practice and awareness of relevant legislation
	A,

	10.
	Basic understanding of child development and learning
	A,


	Completed by
	Date
	Approved by
	Date

	Almut Bever-Warren
	March 2014
	
	


Method of assessment (* M.O.A.)

A = Application form,    C = Certificate,    E = Exercise,    I = Interview,    P = Presentation,    T = Test,    AC = Assessment centre








