
TEACHING ASSISTANT – JOB DESCRIPTION  
 
 
Job Title:  Teaching Assistant 
Reporting to: SENCO 
Salary:  D2 
Department: SEN 
 

 
 

Purpose: 
 
To provide learning and care support for pupils with special educational needs (SEN). This will involve 
working with the teacher to plan and deliver activities and supporting pupils with routines, transitions and 
behavior management. 
 
Duties & Responsibilities: 
 
Supporting Pupils: 

• Build positive relationships with pupils, promoting high self-esteem and independence   
• Adapt communication style to respond to pupils according to their individual needs   
• Support pupils with their social, emotional and mental health needs, escalating concerns where 

appropriate   
• Promote high standards of behaviour, responding to incidents in line with the school’s behavior 

policy and guidelines on physical intervention   
• Assist with the development and delivery of individual education and support plans. 
 
Teaching and Learning:  
• Contribute to the planning of differentiated learning activities for individual or small groups of 

pupils with special educational needs (SEN), delivering activities inside or outside the classroom   
• Support the teaching of a broad and balanced curriculum aimed at pupils achieving their full 

potential in all areas of learning   
• Use ICT skills to advance pupils’ learning   
• Through observations, provide regular feedback to teachers on pupil progress, attainment and 

barriers to learning   
• Support class teachers with maintaining good order and discipline among pupils, managing 

behaviour effectively to ensure a good and safe learning environment   
• Monitor, record and report on progress and attainment   
• Supervise a class if the teacher is temporarily unavailable   
• Contribute to the overall ethos, aims and work of the school   
• Working with staff, parents/carers and relevant professionals Share knowledge and 

understanding of pupils to other school staff and education, health and social care professionals, 
so that informed decision making can take place on intervention and provision   

• Communicate effectively with parents and carers under the direction of teachers   
• Contribute to meetings with parents and carers by providing feedback on pupil progress, 

attainment and barriers to learning, as directed by teachers   
• Collaborate and work with colleagues and other relevant professionals within and beyond the 

school   
• Develop effective professional relationships with colleagues. 
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Other Specific Duties: 
 

• To undertake any other duty as requested by the Headteacher if not mentioned in the above. 
• To play a full part in the life of the school community, to support its distinctive aim and ethos and 

to encourage staff and students to follow this example. 
• To comply with the School’s Health and Safety policy and undertake risk assessments as 

appropriate. 
• To adhere to the School’s Dress Code – smart/professional. 
• Develop effective professional relationships with all key stakeholders including colleagues, 

parents, partners, exam invigilators and external bodies and the wider community. 
• Responsible for promoting and safeguarding the welfare children and young people within the 

school. 
• Demonstrate consistent high standards of personal and professional conduct, acting within the 

statutory frameworks which set out professional duties and responsibilities. 
 
Staff Development: 
 

• To participate in appropriate and targeted In-Service Training and attend meetings where 
possible. 

• To continue personal development as agreed at appraisal. 
• To engage actively in the performance review process. 
• To address appraisal targets set by the line manager each Autumn Term. 
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Generic duties relevant to all members of staff 
It is expected that all staff work collaboratively as members of the Trust to share good practice, resources, 
and ideas and realise the Trust’s visions and aims. All staff should act with professional integrity at all 
times, following the “Code of Conduct”.  
 
Equality and Inclusion  
The Trust is dedicated to creating an environment free of bullying, harassment, victimization, and 
unlawful discrimination, promoting dignity and respect for all, and where individual differences and the 
contributions of ALL staff are recognised and valued. It is therefore the responsibility of staff to conduct 
themselves to help the Trust provide equal opportunities in employment, and prevent bullying, 
harassment, victimisation, and unlawful discrimination. All staff, as well as the Trust, can be held liable 
for acts of bullying, harassment, victimisation, and unlawful discrimination, in the course of their 
employment, against colleagues/staff, pupils, contractors, stakeholders and members of the public. 
 
Safeguarding 
The Trust is committed to safeguarding and promoting the welfare of children and young people and all 
staff must ensure that the highest priority is given to following the guidance and regulations put in place. 
All staff are to have due regard for safeguarding and promoting the welfare of children and young people 
and to follow the child protection procedures as set out by the Trust. Any safeguarding or child protection 
issues must be acted upon immediately by informing the Designated Safeguarding Lead at the site where 
you are located.  
 
ICT  
All staff will be expected to utilise ICT and to improve communication and reduce paper use where 
possible. Security procedures must be followed when using ICT systems and particular care and 
attention should be taken with any communications that may result in a breach of GDPR. All staff are 
expected to follow (and ensure students follow) the procedures as laid out in the Trust’s Acceptable Use 
Policy. Staff are also expected to ensure that they follow Trust policies with regard to professional conduct 
when using ICT systems or Trust ICT equipment. 
 
Health and Safety  
Employees are required to work in compliance with the Trust’s Health & Safety Policies and under the 
Health and Safety at Work Act 1974 (as amended), ensuring the safety of all parties they come into 
contact with, such as members of the public, in premises or sites controlled by the Trust. 
 
In order to ensure compliance, procedures should be observed at all times under the provision of safe 
systems of work through safe and health environments, including information, training, and supervision 
necessary to accomplish those goals.  
 
Teaching and Learning  
This is our core business and therefore it is an absolute priority. Although this role is not a direct teaching 
role, you are expected to support all teaching staff, irrespective of seniority, to ensure they concentrate 
on the core business. This may mean undertaking tasks outside of your area of responsibility where 
required.  
 
This job description forms part of the contract of employment of the person appointed to the 
post. The duties, responsibilities and accountabilities highlighted in this job description are 
indicative and may vary over time at the discretion of the Trust.  This job description will be 
reviewed annually and is an integral part of the Appraisal and line management process. 
 
Employees are expected to present themselves and to act in a professional manner at all times, 
according to the Trust’s Code of Conduct. 
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I agree that this job description conveys an accurate description of this job. 
 
This job description is not exhaustive and subject to review by the Headteacher in consultation with the 
post holder as appropriate to the changing needs of the Partnership, or anticipates changes in the job 
commensurate with the grade and job title. 
 
Employees will be expected to comply with any reasonable request from a manager to undertake work 
of a similar level that is not specified in this job description. 
 
The Trust will endeavour to make any necessary reasonable adjustment to the job and the working 
environment to enable access to employment opportunities for disabled applicants or continued 
employment for any employee who develops a disabling condition. 
 
 

Signed ………………………………………… Date …………………………………. 
On behalf of The Walderslade and Greenacre Schools Partnership 

 
Signed…………………………………….…. …Date………………………………….. 
Employee 
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Person Specification 
 

 
Essential:  

• To have experience of working and supporting students with SEN. 
• To have experience of working as part of an SEN team. 
• Work as part of a team and promote the safeguarding of children 
• To be able to meet deadlines 
• To be able to follow instructions carefully and accurately so as to ensure compliance with 

statutory requirements. 
• Hold a relevant qualification or equivalent or be prepared to study for a NVQ Level 2 or 3 or 

OCR Level 2 Qualification 
• To have a record of good timekeeping and attendance. 
• Undertake other duties appropriate to the post that may reasonably be required from time to 

time 
 

Desirable Attributes: 
• To be able to work independently, using own initiative. 
• To be able to work flexible hours to support allocated students in school and at after school 

activities. 
• To have appropriate qualifications for working with students with SEN. 
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