JOB DESCRIPTION

Job Title : Teaching Assistant
Grade : SC6

Line Manager: Headteacher

Main purpose of the job

To work under the direct instruction of teaching/senior staff usually within the classroom or
other learning areas, to support pupils in their learning and to provide general support to the
teacher in the management of pupils and the classroom.

Main responsibilities and tasks

SUPPORT FOR PUPILS

e Use specialist (curricular/learning) skills/training/experience to support pupils

e Attend to the pupils personal needs and implement related personal programme, including social,
health, physical, hygiene, first aid, medical and welfare matters

e Assist with the development and implementation of IEPs

e Establish productive working relationships with pupils, acting as a role model and setting high
expectations

¢ Promote the inclusion and acceptance of all pupils within the classroom

their safety in all environments (including the hydrotherapy pool)

Encourage pupils to interact and work co-operatively with others and engage all pupils in activities
Promote independence and employ strategies to recognise and reward achievement of self-reliance
Provide feedback to pupils in relation to progress and achievement

Cover for the short-term absence of a teacher under the direction of teaching/senior staff not
necessarily in the same room.

SUPPORT FOR THE TEACHER

e Work with the teacher to establish an appropriate learning environment, including classroom
preparation of assistance with displays

o Work with the teacher in lesson planning, evaluating and adjusting lessons/work plans as
appropriate

¢ Monitor and evaluate pupil’s responses to learning activities through observation and planned
recording of achievement against pre-determined learning objectives

e Provide objective and accurate feedback and reports as required, to the teacher on pupil
achievement, progress and other matters, ensuring the availability of appropriate evidence

e Be responsible for keeping and updating records as agreed with the teacher, contributing to reviews
of systems/records as requested

e Undertake assessment of pupils’ work and achievements and accurately record
achievements/progress

¢ Promote positive values, attitudes and good pupil behaviour, supporting pupils who have particular
behaviour support needs, within the established policy

o Liaise sensitively and effectively with parents/carers as agreed with the teacher within your
role/responsibility and participate in feedback sessions/meetings with parents as directed

e Provide general clerical/administrative support as required

SUPPORT FOR THE CURRICULUM
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Support pupils consistently whilst recognising and responding to their individual needs, and ensuring



e Implement agreed learning activities/teaching programmes, adjusting activities according to pupil
responses/needs

¢ Implement local and national learning strategies and make effective use of opportunities provided by
other learning activities to support the development of relevant skills

e Support the use of ICT in learning activities and develop pupils’ competence and independence in it
uses

¢ Help pupils to access learning activities through specialist support

e Determine the need for, prepare and maintain general, and specialist equipment and resources

SUPPORT FOR THE SCHOOL

¢ 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

e Be aware of and support difference and ensure all pupils have equal access to opportunities to learn
and develop

e Contribute to overall ethos/work/aims of the school

Establish constructive relationships and communicate with other agencies/professionals, in liaison

with the teacher, to support achievement and progress of pupils

Attend and patrticipate in regular meetings

Participate in training and other activities and performance development as required

Recognise own strengths and other areas of expertise and use these to advise and support others

Provide appropriate guidance and supervision and assist in the training and development of staff as

appropriate

Undertake planned supervision of pupils’ out of school hours learning activities

e Supervise on visits, trips and out of school activities as required

School Standards

Equal Opportunities

The school has a strong commitment to achieving equality of opportunity and expects all employees to
implement and promote its policy in their own work. Hounslow Town Primary School is an Equal
Opportunities employer. We welcome applications from all sections of the community, irrespective of
religion, race, age, colour, gender, sexuality or disability.

Health and Safety

The school is committed to a healthy and safe working environment and expects all its employees to
implement and promote its policy in all aspects of their work.

Confidentiality, Data Protection

The school is committed to maintaining privacy of all its staff, pupils and stakeholders. It expects all staff to
handle all individuals’ personal information and confidential school information in a sensitive and
professional manner, including at the point of disposal of data and data storage devices. This post deals
with highly confidential and sensitive data and there are particularly rigorous expectations about
confidentiality and data protection.

All staff are under an obligation not to gain access or attempt to gain access to information they are not
authorised to have.

All staff must comply with policies regulating the proper use of computers, email and the internet.
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Safequarding / Child Protection

The school is committed to maintaining appropriate professional standards at work and safeguarding
children. It expects all staff to familiarise themselves with and adhere to the ‘Code of Conduct’ and all
safeguarding and child protection guidance, policies & procedures.

The post holder is responsible for formally notifying the Headteacher directly of any changes to status and
must, for safeguarding reasons and at the earliest possible time, disclose all new information about
cautions, reprimands, final warnings, police enquiries, pending prosecutions, convictions, criminal charges
or summonses subsequent to the last DBS Enhanced disclosure.

Signatures — line manager and job holder

Postholder

The duties of this post will change and develop over time. It is the jobholder’s responsibility, in conjunction
with their manager, to regularly review this document and amend it when necessary.
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