Job Description for Teaching Assistant (2)

This job description complies with the National Occupational Standards for Teaching Assistant Level 2, and is also applicable to Pupil Support Assistants and Individual Needs Assistants.

It recognises that, during the course of your employment, you may be required to work with pupils with different special educational needs or ability levels and/or support literacy and numeracy skills and/or support the use of information communication technology in the classroom.    Special educational needs should be taken to include those pupils for whom English is not their first language, children of asylum seekers and travellers and gifted pupils.

Whether you work across all of these different areas, or specialise in one e.g. special educational needs, the responsibility level remains the same.  The key requirements of the post are set out in the main body of the job description.   Additional factors covering each of the main areas in which you might be asked to work are set out on the following sheets.

EAST SUSSEX COUNTY COUNCIL

EDUCATION DEPARTMENT

JOB DESCRIPTION

SCHOOL:                All

POST:                       Teaching Assistant (2)

GRADE:                    3 on Local Pay Spine

RESPONSIBLE TO:   Headteacher or his representative

Main Purpose of the Job

To assist in promoting the learning and personal development of all pupils, including, but not exclusively,  those with special educational needs.  

Main Functions

1 To aid pupils to learn as effectively as possible both in group situations and on 

his/her own by, for example:

· Clarifying and explaining instructions

· Ensuring the pupil(s) is able to use equipment and materials provided

· Motivating and encouraging the pupil(s) as required by providing levels of individual attention, reassurance and help with learning tasks as appropriate to pupils’ needs

· Assisting in weaker areas, e.g. speech and language, behaviour, reading, spelling, numeracy, handwriting/presentation etc

· Using praise, commentary and assistance to encourage the pupil to concentrate and stay on task

· Liaising with class teacher, SENCO and other professionals about individual education plans (IEPs), contributing to the planning as appropriate

· Providing additional nurture to individuals when requested by the class teacher or SENCO

· Consistently and effectively implementing agreed behaviour management strategies

· Helping to make appropriate resources to support the pupil(s)

· Meeting pupils’ physical needs while encouraging independence e.g. help pupils to change for PE lessons or swimming, clean and reassure pupils after accidental soiling of clothes, help with mobility around the school

2 To establish supportive relationships with the pupil(s) concerned

3 To promote the acceptance and inclusion of the pupil(s) with SEN, encouraging pupils to interact with each other in an appropriate and acceptable manner

4 Monitor the pupil’s response to the learning activities and, where appropriate, modify or adapt the activities as agreed with the teacher to achieve the intended learning outcomes.

5 Give the pupil(s) feedback on achievements in order to reinforce and develop self reliance and self esteem

6 To support the pupil(s) in developing social skills both in and out of the 

classroom

7 To provide regular feedback on the pupil(s)’ learning and behaviour to the teacher/SENCO, including feedback on the effectiveness of the behaviour strategies adopted

8 Under the direction of the teacher, carry out and report on systematic observations of pupils to gather evidence of their knowledge, understanding and skills upon which the teacher makes judgements about their stage of development

9 When working with a group of pupils, understand and use group dynamics to promote group effectiveness and support group and individual performance

10 To use the school’s system for recording progress

11   Where appropriate, to know and apply positive handling techniques

12    To prepare work and activities in advance of the lesson (within employed hours) 

e.g. operating AVA equipment as required i.e. photocopier, laminator, making books, labels, signs and undertaking practical tasks to maintain a good standard of classroom appearance. 

13    To know and apply school policies on Child Protection, Health and Safety, 

Behaviour, Teaching and Learning, Equal Opportunities etc

14    Where appropriate to develop a relationship to foster links between home and 

school, and to keep the school informed of relevant information

15    To be aware of confidential issues linked to home/pupil/teacher/school

16    To contribute towards reviews of pupil(s)’ progress as appropriate

17    To comply with legal and organisational requirements for maintaining the health, safety 

        and security of yourself and others in the learning environment

18    To take part in training activities offered by the school and the county to further 

        knowledge (within employed hours)

19    To be willing to support playground/break time supervision e.g. educational games, 

        homework clubs etc (within employed hours)

20    To accompany teacher and pupils on educational visits     

21    To carry out the above duties in accordance with the Education Department’s Equal 

        Opportunities Policy. 

  
This job description sets out the duties of the post at the time it was drawn up.  The post holder may be required from time to time to undertake other duties within the school as may be reasonable expected, without changing the general character of the duties or the level of responsibility entailed.  This is a common occurrence and would not justify a reconsideration of the grading of the post. 

Providing support for bilingual/multilingual pupils

1 provide opportunities and support for speaking, listening, reading and writing in the target language

2 utilise opportunities to model the target language for pupils

3 scaffold their learning of the language and extend their vocabulary and structural command of the language

4 use appropriate strategies to support the pupils in contributing to group and class discussions in the target language

5 respond to pupils’ use of their home language in ways that value cultural diversity and promotes the self-esteem of bilingual/multilingual pupils

6 provide feedback to the teacher on the progress made by the pupils in developing the target language – promptly inform the teacher when a pupil is experiencing difficulties that you are unable to resolve

7 adapt and differentiate learning resources appropriately to facilitate learning

8 recognise and use pupils’ previous knowledge and experience to encourage their interest and active involvement in learning activities and promote their self-esteem

Providing support for pupils with communication or interaction difficulties

These are pupils with speech and language delay, impairments or disorders; specific learning difficulties e.g. dyslexia, dyspraxia; those who present features associated with autistic spectrum disorder; and/or those for whom language and communication difficulties are the result of permanent sensory or physical impairment including deaf-blindness, deafness and visual impairment.  They may also apply to pupils with moderate, severe or profound learning difficulties.

1 agree with the teacher the strategies to use to help pupils with cognition and learning difficulties to develop effective learning strategies

2 sequence and structure learning experiences and the learning environment, as directed by the teacher, so pupils develop organisational, information processing and problem solving skills

3 use the most appropriate mode of communication, including additional visual, auditory and tactile or signing methods to reinforce spoken language

4 use specific visual, auditory and tactile methods to help pupils understand the functional use of objects and gain information about the environment

5 help pupils to make effective use of augmented and alternative means of communication as appropriate to their needs

6 adapt and modify teaching and learning materials, as directed by the teacher, to suit the pupil’s maturity levels and learning needs

7 adapt the layout of the room and the equipment used to enable pupils with communication and interaction difficulties to participate in the learning tasks and activities planned by the teacher

8 actively encourage pupils to participate in learning tasks and activities consistent with their language and communicative competence

9 provide an appropriate level of assistance to enable pupils to experience a sense of achievement, maintain self-esteem and self-confidence and encourage self help skills

10 give positive encouragement, feedback and praise to reinforce and sustain pupils’ interest and efforts in learning activities

11 use appropriate strategies for challenging and motivating pupils to develop effective learning strategies

12 provide feedback to the teacher on significant aspects of the pupil’s participation levels and progress

13 respond to the pupil’s level of expressive and receptive language to reinforce spoken language and to promote autonomy

14 provide opportunities for pupils to initiate, respond to and maintain relationships with others

15 use appropriate strategies to encourage pupils to contribute to conversations and discussions with others

Support pupils with behavioural, emotional and social development needs

These are pupils who experience emotional and behavioural difficulties, who are withdrawn or isolated or display school phobic reactions; who are disruptive and disturbing, hyperactive and lack concentration; those with immature social skills or personality disorders; or those presenting challenging behaviours which may arise from complex special needs.

1 determine the intervention strategies to be used to manage the behaviour of pupils with behavioural or emotional difficulties, with the teacher

2 contribute to the provision of safe and supportive for a to establish and sustain community based rules and develop social interaction

3 encourage pupils to take responsibility for their own behaviour

4 monitor the behaviour of pupils who show uneven or intermittent standards of social skills, recognise when pupils have made progress, and use this to promote positive behaviour

5 work collaboratively with others to implement a positive, collegiate approach to the management of pupil disaffection and challenging behaviour

6 recognise uncharacteristic behaviour patterns in individual pupils and report these promptly to the teacher

7 respond appropriately to conflict situations and incidents of anti-social behaviour with due consideration for your own safety and that of others

8 provide opportunities for pupils with behavioural, emotional and social development needs to establish social contacts and relationships with others

9 encourage co-operation between pupils in ways which are commensurate to their age and stage of development

10 interact with pupils and other adults in ways which provide a positive and consistent example of effective working relationships

11 encourage pupils to resolve minor conflicts amicably and safely

12 remind pupils of school policies concerning the rights of others and their own responsibilities towards each other

13 help the pupil to refocus on class rules, personal targets and responsibilities in school and the wider community following flashpoints where his/her self-control has been lost

14 make effective use of opportunities for pupils to develop self-management skills

15 use strategies for recognising and rewarding achievements and efforts towards self-reliance that are appropriate to the age and development stage of the pupils and comply with school policy and procedures

16 encourage and support pupils who are experiencing difficulties in a manner which maintains their self-reliance and self-esteem

Providing support for pupils with sensory and/or physical impairment

1 jointly and co-operatively plan and agree the structured learning programme with the relevant people

2 agree objectives for structured activities which fulfil the aims of the programme, and are achievable and relevant to the needs of the pupil

3 ensure that the timing and location of the structured activities minimises distractions to the pupil and disruptions to the normal routines and schedules

4 provide structured activities at a time when the pupil is most receptive and will receive maximum benefits

5 adapt the learning environment and materials, as agreed with the teacher, to enable pupils with sensory and/or physical impairment to participate in the planned learning tasks and activities

6 use teaching and learning materials in the appropriate medium as directed by the teacher

7 actively encourage pupils to participate in learning tasks and activities consistent with their developmental level, physical abilities and any medical conditions

8 ensure that any specialist equipment is used appropriately to maintain the pupils’ comfort and maximise their participation in learning tasks and activities

9 provide an appropriate level of  assistance to enable the pupil to experience a sense of achievement, maintain self-esteem and self-confidence and encourage independence

10 give positive encouragement, feedback and praise to reinforce and sustain the pupil’s efforts

11 provide feedback to the teacher on significant aspects of the pupil’s participation levels and progress

Supporting the use of information and communication technology in the classroom

1 confirm the requirements for ICT equipment with the teacher

2 check the availability of the required ICT equipment and promptly inform the teacher of any problems with obtaining the equipment needed

3 follow manufacturer’s and safety instructions for setting up the ICT equipment

4 make sure that there is ready access to approved accessories, consumables and information needed to use the equipment effectively

5 check that the equipment is switched on, ready and safe for use when needed

6 operate ICT equipment correctly and safely when asked to do so

7 give clear guidance and instructions on the use of ICT equipment to others

8 give support as needed to help pupils develop skills in the use of ICT

9 provide an appropriate level of assistance to enable pupils to experience a sense of achievement, maintain self-confidence and encourage self help skills in the use of ICT

10 monitor the safe use of equipment by others and intervene promptly where actions may be dangerous

11 regularly check that equipment is working properly and promptly report any faults to both the teacher and the person responsible for arranging maintenance or repair

12 ensure that any faulty equipment is isolated from any power source, appropriately labelled and made safe and secure

13 make sure that the equipment is stored safely and securely after use

Supporting pupils to develop their literacy and numeracy skills

Reading and writing skills

1 confirm with the teacher which pupils you will be working with and how this will be organised in relation to what the teacher and other pupils will be doing

2 clarify and confirm your understanding of the pupils’ learning needs with the teacher

3 agree the support strategies to be used with individual and groups of pupils

4 obtain the resources needed to implement the agreed support strategies

5 implement the agreed strategies correctly to support the pupils’ reading/writing development

6 monitor the pupils’ progress towards the intended learning outcomes and provide feedback to the pupils in a manner appropriate to their age and achievements

7 provide the teacher with the information needed to maintain pupil records and reports

8 promptly report any problems in providing appropriate support to the teacher

Speaking and listening skills 

1 provide opportunities for pupils to engage in conversation, discussion and questioning

2 use open-ended questions to encourage pupils to contribute to conversations and discussions

3 support shy and reticent pupils in responding to questions

4 use language and vocabulary which is appropriate to the pupils’ level of understanding and development

5 use appropriate strategies for introducing pupils to new words and language structures to help extend their vocabulary and structural command of the language

6 create opportunities to extend pupils’ understanding about the importance of attentive listening and taking turns to speak

7 encourage pupils to contribute to conversations and discussions in a manner likely to enhance their self-confidence and self-esteem

8 encourage pupils to respond constructively to other pupils’ contributions to conversations and discussions

9 respond to pupils’ use of home language and local accents and dialects in a manner which values cultural diversity and reinforces positive self images

Understanding and use of number/shape, space and measures

1 confirm with the teacher which pupils you will be working with and how this will be organised in relation to what the teacher and other pupils will be doing

2 confirm your understanding of the learning activities, teaching objectives and learning outcomes with the teacher

3 obtain accurate and up-to-date information about the pupils’ current ability to understand and use number/space, shapes and measures, including any specific learning targets or difficulties

4 agree the support strategies you will use with the teacher

5 obtain the resources needed to implement the agreed support strategies

6 implement the agreed straegies correctly to support the pupils’ understanding and use of number/space, shapes and measures

7 use praise and assistance appropriately to maintain the pupils’ interest in using number/space, shapes and measures

8 deal with difficulties in understanding in ways that maintain the pupils’ confidence and self-esteem

9 monitor progress towards the intended learning outcomes and provide feedback to the pupils in a manner appropriate to their age and achievements

10 provide the teacher with the information needed to maintain pupil records and reports

11 promptly report any problems in providing appropriate support to the teacher

Teacher’s Personal Assistant (2)

In addition to any of the duties listed above:

1 Screen the teacher(s) by dealing with routine enquiries and arranging appointments

2. Word process letters, reports and newsletters for the teacher(s) as requested

3. Maintain the departmental filing and index systems, including updating records for pupils

4. Sort incoming mail and despatch outgoing mail

5. Undertake photocopying and reprographic work

6. Undertake a regular stock-take of departmental supplies and equipment, and report any deficits to the teacher

7. Order and catalogue supplies and equipment for the school/department

8. Collate pupil reports as requested

9. Minute meetings arranged by the teacher e.g. between teacher and parent

10. Collect money from the pupils (e.g. for school dinners, school photos etc) and pass to the bursar

11. Under the direction of the teacher, organise class/departmental trips and outings, including booking venues, coaches etc, liaising with parents and collecting money from pupils/parents

12. Answer the telephone and relay messages to staff and pupils

13. Prepare and maintain class registers

14. At the request of the teacher, locate and obtain curriculum resources e.g. from the Internet, taping television programmes, ordering supplies (within working hours)
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