HOLY GHOST CATHOLIC PRIMARY SCHOOL
JOB DESCRIPTION FOR THE POST OF TEACHING ASSISTANT

The post-holder is accountable to the Head of School and under the direction of the class teacher to whom he/she is allocated.

General Conditions of Employment

The post-holder will carry out his/her duties in accordance with and subject to:

· The Pay Policy of the Governors of Holy Ghost Catholic Primary School

· 80% of the allocated hours will normally be spent supporting the learning activities of pupils.  Up to 20% of the allocated hours may be used for tasks, which contribute to the quality of the learning environment, or to administration, which supports the learning process.

Main Purpose of the Job

· To be responsible, under the direction or instruction of the teacher or line manager, to work with individual pupils or to work with small groups to supervise physical and general care of pupils, including those with SEND. 

· To support access to learning for pupils and provide general support to the teacher in the management of pupils and the classroom.

· To provide specific Special Education Needs support, under the class teacher’s direction, to identified individual pupils in accordance with the SEND Code of Practice and the regulations concerning budget allocated for this specific purpose.

· To assist the class teachers with preparation of tasks that enhance the learning for such pupils.

· To assist class teachers to maintain, set out and tidy away learning resources for these pupils.

Scope for Impact

The Post-holder’s management impacts on:

· The quality of learning.

· The quality of the implementation of the teacher’s IEP and provision map for the individual pupils, supported by the post-holder.

· The quality of support provided to achieve a stimulating learning environment for these pupils under the direction of the class teacher.

· The efficiency of resource storage and retrieval for learning where this has been assigned to the post-holder.

· The quality of materials prepared by the post-holder, or the appearance of those processed by him/her, according to the direction of the class teacher.

· The quality of the school ethos as affected by the post-holder.

PRINCIPAL ACCOUNTABILITIES AS A TEACHING ASSISTANT 

The Catholic Ethos

As a support person in this Catholic School the post-holder is expected to contribute to a tangible Christian ethos by:

· Providing a model for our children of the Christian behaviour we teach and expect

· Supporting the class teacher’s work to involve pupils in actively exploring, expressing and demonstrating their faith

Safeguarding Children

· To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and “Working Together” in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.

· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.
· To ensure that the worker’s line manager and school’s designated officer for child protection are made aware and kept fully informed of any concerns, which the worker may have in relation to safeguarding and/or child protection.
Support for pupils

· Attend to the pupils’ personal needs, including changing soiled clothes, and implement related personal programmes, including social, health, physical, hygiene, first aid and welfare matters including medical procedures following appropriate training
· Supervise and support pupils ensuring their safety and access to learning
· Establish good relationships with pupils, acting as a role model and being aware of and responding appropriately to individual needs
· Promote the inclusion and acceptance of all pupils 
· Encourage pupils to interact with others and engage in activities led by the teacher
· Encourage pupils to act independently as appropriate

· Support groups of children, or individuals, as directed by the teacher

· To help secure good progress for children with a disability, SEN children, those for whom pupil premium applies, and the most able

Support for teachers

· Participate in the planning process and support the assigned pupils according to it.

· Contribute to the development of learning tasks and resources which relate to the class teacher’s planning, and which will provide fully differentiated, relevant support to individuals (and ensure the IEP is delivered). Under the direction of the class teacher, maintain records of the pupil’s progress and needs to support relevant planning for the learning

· Assist the class teacher to prepare work or materials for display, which will support the assigned pupils, help to put up and clear displays so that pupils work in a stimulating environment.

· Assist class teachers to tidy resources and materials relevant to the teaching of assigned children so that classrooms provide a good model of efficient organisation for pupils, and so that they can easily access and replace resources.

· Support teachers through photocopying or processing materials in readiness for pupils’ use

· Be aware of pupil problems, progress and achievements and report to the teachers as agreed

· Undertake pupil record keeping as requested

· Support the teacher in managing pupil behaviour, reporting difficulties as appropriate

· Gather and report information from and to parents or carers as directed (and participate in general review meetings)

· Provide basic clerical and administrative support e.g. photocopying, typing, filing, collecting money etc. 

Support for the curriculum

· Support pupils to understand instructions

· Supporting pupils in undertaking literacy and numeracy tasks as directed by the teacher

· Supporting pupils in using basic ICT as directed

· Prepare and maintain equipment and resources as directed by the teacher and assist pupils in their use

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

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

· Contribute to the overall ethos, work and aims of the school

· Appreciate and support the role of other professionals

· Attend relevant meetings as required

· Participate in training and other learning activities and performance development as required

· Assist with the supervision of pupils out of lesson times, including before and after school

· Accompany teaching staff and pupils on visits, trips and out of school activities as required

School Ethos

Contribute to the good ethos of the school through their example and the way they discharge their professional duties

Professional Development

Engage in relevant professional development and training and stay abreast of developments in such a way as to ensure quality performance in this role.

The Application of the Job Description

The teaching assistant will identify priorities arising from each of the above Accountabilities as constituting a focus for the year ahead.  In doing so, Accountabilities may remain flexible so that the post can reflect the changing needs of the School.  Achievement by the post-holder will be reviewed and recorded at least once a year.
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