THE CHURCHILL SCHOOL

JOB DESCRIPTION FOR TEACHING ASSISTANT – KR 3

Post:


Teaching Assistant

Hours per week:
As per current contract.


Responsible to:
Head Teacher

Duties

This job description describes in general terms the normal duties which the post-holder will be expected to undertake.  However, the job or duties described may vary or be amended from time to time without changing the level of responsibility associated with the post.

Teaching and Learning

1. Assist in the educational and social development of pupils under the direction and guidance of the head teacher, SENCO and class teachers.

2. Assist in the implementation of Individual Education Programmes for students and help monitor their progress.

3. Provide support for individual students inside and outside the classroom to enable them to fully participate in activities.

4. Work with other professionals, such as speech therapists and occupational therapists, as necessary.

5. Assist class teachers with maintaining student records.

6. Support students with emotional or behavioural problems and help develop their social skills.

Administrative Duties
1. Prepare and present displays of students’ work.

2. Support class teachers in photocopying and other tasks in order to support teaching.

3. Undertake other duties from time to time as the Head Teacher requires.

Standards and Quality Assurance

1. Support the aims and ethos of the school.

2. Set a good example in terms of dress, punctuality and attendance.

3. Attend team and staff meetings.

4. Undertake professional duties that may be reasonably assigned by the Head Teacher.

5. Be proactive in matters relating to health and safety.

Each member of staff is responsible for drawing the Headteacher's attention to their own personal needs for training and for not undertaking duties unless they are confident that they have the necessary competence.  All staff need some understanding of health and safety issues even if they do not go on specific courses but information can be cascaded down from others who do know.  Staff will be expected to have knowledge on what to do when an accident or violent incident occurs, know the fire and first aid procedures and understand the basics of infection control and manual handing. All Staff in the School have A PERSONAL RESPONSIBILITY for the health and safety of themselves, their colleagues, pupils and visitors.  These are specified more precisely in Section C of the Health & Safety Policy.  They also have a duty in law under the Management of Health and Safety Regulations 1999 to report any shortcomings in the employer’s health and safety arrangements for the protection of people at work and who may be affected by them.

This document will be reviewed annually in the Autumn Term when performance targets are set but a review may be requested at anytime by the employee.

Signed______________________________     Teaching Assistant  Date ________________

Signed ______________________________    Head Teacher          Date ________________
ROLE PROFILE FOR TEACHING ASSISTANT 

	Job Purpose
	To facilitate and encourage learning that enables pupils to achieve high standards; to share and support the corporate responsibility for the well-being, education and discipline of all pupils.



	Accountabilities


	1. Prepare and teach groups of pupils in the assigned class:

· Following the designated programmes of study

· Contributing to the assessment of pupil attainment

· Marking within guidelines and recording progress

· Monitoring pupils in accordance with agreed school strategies

2. Maintain discipline in accordance with school policies.

3. Contribute to the corporate task of development, record keeping, monitoring, and maintenance of materials.

4. Monitor Home/School Link Books daily.

5. Engage in continuous professional development on non-contact days or attend training identified through whole staff monitoring or performance management review.



	Personal Qualities  
	Emotional Self-Awareness

Open to feedback


	Empathy

Listens to pupils and teacher;

Understands climate and culture of the school; 



	
	Emotional Self-Management

Has patience and positive expectations.
	Relationship Management

Works co-operatively as part of school team.

	Professional Knowledge and Skills
	· Principles and practices of effective teaching and learning

· Principles and practice of monitoring and assessment 

· Knowledge and understanding of areas of SEN

· To facilitate the application of information communication technology to learning and teaching in all subjects.

	Competencies


	As set out in NVQ3 in Childcare.


