PLEASE SIGN BOTH COPIES OF THE JOB DESCRIPTION AND RETURN ONE TO THE SCHOOL BUSINESS MANAGER


Job Description – Teaching Assistant Level III
Evaluated against NCC Job No. 1485
Grade F, Point 6-7
Responsible to:
The Head Teacher and/or other nominated teacher

JOB PURPOSE
1. Under the direction of the Headteacher and class teacher, to work as a member of a team to:
· Promote the involvement of pupils in the social and academic processes of the school

· Enable pupils to become more independent learners

· Help to raise standards of achievement for all pupils

2.  To provide general care and welfare to all pupils

Physical effort and/or strain is regularly used through the normal working pattern when helping to move pupils, using mobility equipment such as wheelchairs and/or hoists.

PRINCIPLE ACCOUNTABILITIES
Personal and Welfare Care

1. Provide pastoral and behavioural support where appropriate and assist in the development of social and the supervision of pupils to ensure that the school’s health, safety and behaviour policies are maintained.
2. Carry out medical procedures (eg catheterisation and gastrostomy feeding) in accordance with NCC/NHS protocols and generally support the social development and welfare needs of individual pupils including the administration of medicines in accordance with school practices and policies. 

3. Deal promptly with conflict using a range of communication techniques and specialist skills to encourage all pupils to take responsibility for their own behaviour and promote independence.
4. To care for a sick or injured child referring them, when necessary, to the School Nurse and accompanying them to hospital and remaining with them until the parent arrives to ensure continuity of care.

Supporting pupils in the learning environment

1. Deliver and evaluate pre-defined and sometimes specialist work programmes and learning activities to pupils individually in small groups or in classes, to meet the requirements of pupils and the curriculum.  Specifically, lead the class in urgent situations.
2. A specialist role may conduct comprehensive pupils needs assessments and assist in the planning, development and implementation of individual education, behaviour, support and/or mentoring plans and in the planning and evaluating of learning activities to meet the specialist needs of individual pupils and requirements of the curriculum.
3. Use specialist skills to challenge and motivate pupils in the learning environment to promote independence and self reliance, inclusion, acceptance and equality of access to learning opportunities for all pupils.

4. Assist with the supervision of pupils and planning of activities out of lesson times, such as lunchtime to encourage structured and positive play and before and after school during transition to and from transport.

5. Assist pupils with mobility equipment such as using wheelchairs and/or hoists to support pupils in their learning environment.

6. Observe/use awareness of behaviour, knowledge of a range of different behaviour management and communication strategies.  Adapt existing strategies/methods as necessary and use specialist skills and complex communication strategies to actively diffuse/deal with disruption by pupils in class.
7. Where required and suitably trained use appropriate physical restraint techniques in accordance with relevant policies and procedures.

8. Monitor, observe, evaluate, record and report with appropriate evidence to the teacher, including feedback to puils, and participate in the gathering of information, completion of pupil profiles and records of attainment to maximise pupil development.

9. May participate in the monitoring and review of pupil progress to assist in the setting of individual education plans and personal attainment targets for pupils
Clerical and other support

1. Provide general clerical and other support to meet requirements, such as ensuring safe exchange of money, administering classwork,/homework, production of work sheets/collating work samples eg ECM.
2. Supervise pupils on visits, trips and out of school activities as required.
3. Administer routine tests and undertake routine marking of pupils’ work to meet requirements of pupils and the curriculum.

4. Administer and assess routine tests, invigilate exams and undertake marking of pupils’ work to meet requirements of pupils and the curriculum

5. Support pupils during tests as necessary.

6. Work with the teacher to establish an appropriate learning environment to meet the needs of pupils and the curriculum.
7. Design displays and develop interesting tools/materials to complete learning activities
8. Contribute to and may co-ordinate the resource ordering process particularly in a specialist area to ensure the timely availability of resources to meet the requirements of the curriculum.
9. Maintain an awareness of the importance of the appropriate use of resources to minimise waste and maximise the effectiveness of financial resources.

Professional/Development

1. Contribute to team development activities and assist in the supervision, training and development of less experienced colleagues to support the achievement of individual and team performance and development objectives..
2. Build and maintain positive and constructive working relationships with pupils, parents, carers, colleagues and professionals, to communicate internally and sometimes externally on pupil progress and maximise pupil development and maintain the overall ethos of the school.
3. Be involved with other agencies to ensure consistency in communication with pupils.

Signed ……………………………… (Name)

Date:  ………………………………..
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