Hamilton Academy

JOB DESCRIPTION

Teaching Assistant (SEND)

32 ½ hours per week, 38 weeks per year

plus 3 training days (18 hrs)

8.00 AM to 3.00 PM

including 30 minute lunch break

Band 3
£12,292 to £13,382

	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.

	Reporting directly to:
	HLTA (SEND)

	Purpose
	· To enhance students’ education, life skills and emotional well-being. 

· To support students who experience barriers to learning so that they are able to achieve the best of which they are capable

	MAIN (CORE) DUTIES 

	Teaching Assistance: supporting students and teachers.
	· To assist in the educational and social development of students under the direction and guidance of the SENCO and class teachers.

· To provide support for individual students inside and outside the classroom to enable them to fully participate in activities. 

· To support students during independent / group work (e.g. explaining tasks, reinforcing key objectives, concepts, vocabulary, using practical apparatus)

· To support students with emotional or behavioural problems and help develop their social and learning skills. 

· To keep target students on task, motivated, engaged and interested. 

· To assist in delivery of reading, spelling, communication and other programmes for small groups of students, including those who have EAL. 

· Provide targeted specific support, and undertake additional training as needed, to meet students individual needs – i.e. ASD, Dyslexia, EAL

· To assist in the implementation of Individual Education Plans and help monitor student progress. 

· In liaison with subject teachers / SENCO, to contribute to curriculum planning, adapt teaching programmes and materials to ensure target students can access the curriculum. 

· To provide appropriate supervision to individual or groups of students. 

· To exercise initiative and independence in specialist areas 

· To assist in assessment and review of student progress. 

· To assist with day to day management of learning environment. 

· To use ICT to support learning.

	Administrative Duties 
	· To keep accurate records and assist in administrative tasks: 

· To keep records of own work as required by line manager. 

· To keep records of progress of targeted students. 

· To keep behaviour log of targeted student(s).



	Quality Assurance and standards
	· To support the aims and ethos of the school.  

· To set a good example in terms of dress, punctuality and attendance. 

· To be professional when dealing with staff, students, parents and outside agencies.

· To attend team and staff meetings. 

· To be proactive in matters relating to health and safety.  
· To implement and promote the school’s policies and procedures relating to all areas of employment and service delivery.

	Pastoral System
	· To help to monitor student attendance together with students’ progress and performance in relation to targets set for each individual; ensuring that follow-up procedures are adhered to and that appropriate action is taken where necessary. 

· To support implementation of strategies to manage student behaviour. 

· To assist in the implementation of the Behaviour Management system so that effective learning can take place. 

· To liaise with PASCOs, SLT links and tutors to enhance attendance, behaviour and achievement of targeted students. 

· To monitor and provide for general care, safety and welfare of students; where students have SEN with regard to personal care, provide this within Health and Safety guidelines.

	Additional Duties
	· To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage students to follow this example. 

· To participate in induction training, staff review process and professional development opportunities. 

· To comply with any reasonable request from line manager to undertake work of a similar level that is not specified in this job description. 

· To be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.  

· To undertake professional duties that may be reasonably assigned by the Headteacher.   

	Health and Safety 
	· It is an Employee’s responsibility to take reasonable care of themselves and others and anybody affected by their undertaking including any act(s) or omissions.


· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

· The academy will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

· This job description is current at the date shown, but, in consultation with you, may be changed by the Principal to reflect or anticipate changes in the job commensurate with the grade and job title.

Signed _________________________________

Support Staff

Signed _________________________________

Line Manager

Date    _________________________________

Hamilton Academy

PERSON SPECIFICATION



TA (SEND) 

	
	REQUIREMENTS

	
	Essential
	Desirable

	Qualifications and Training 
	· GCSE English and Maths (A*-C) or equivalent.

· First Aid training and willingness to be a first aider in school.
	· Evidence of further and higher education especially in core subjects.

· Safeguarding training.

	Experience & Skills
	· General understanding of national curriculum and other learning programmes/techniques.  

· Knowledge of school policies relevant to the subject/support provided and how to relate to local and national frameworks/policies. 

· An understanding of other areas of school life. 

· Good planning, organisational and advocacy skills. 

· Ability to work effectively in a team. 

· Good communication and interpersonal/listening skills. 

· Willingness to study/train for further qualifications. 

· Ability to present information effectively, verbally and in writing. 

· Knowledge of the key factors that can affect the way students learn 

· Ability to confidently and competently apply knowledge and skills acquired from training into a practical classroom context 

· Ability to motivate and encourage students. 

· Awareness of child protection and bullying issues 

· Willingness to promote the school’s social inclusion policies and practices 

· Experience of health and safety issues in the workplace relating to equipment, materials and working practices 


	· Experience of working to support young people’s learning. 

· General awareness of inclusion, especially within a school setting 

· Ability to make use of ICT to support students’ learning

	Attitude  and  Temperament
	· Reliability 

· Ability to remain patient and calm in challenging situations 

· Ability to work effectively within a team environment, understanding classroom roles and responsibilities 

· Ability to build effective working relationships with all learners and colleagues 

· High expectations of all students; respect for their social, cultural, linguistic, religious and ethnic background and a commitment to raising their educational achievements 

· Ability to build and maintain successful relationships with students, treat them with respect and consideration and demonstrate concern for their development as learners

· Ability to promote a positive ethos and role model positive attributes 

· Willingness to participate in relevant training and development opportunities 

· Able to form and maintain appropriate professional relationships and boundaries with colleagues and students. 

· Enjoy working with children and have empathy with students and be sympathetic to their needs 

· Professionally discreet and able to respect confidentiality 

· Flexible approach to tasks  

· Firm, sensitive and effective approach towards student discipline 

· Confident and able to use own initiative 
	

	Appearance  and  Health 
	· Smart, well presented and in good general health 

· Good attendance and punctuality record
	

	Equal Opportunities
	· Commitment to equal opportunities and equal value for students

· Must be able to recognise discrimination in its many forms and willing to put Academy’s Equality Policies into practice 
	

	Safeguarding Children 

and 

Young People
	· Knows and understands the principles and values of underpinning safeguarding and the promotion of the wellbeing of children and young people
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