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THE HOLLYFIELD SCHOOL

      JOB DESCRIPTION

Post:



Teaching Assistant

Grade:                                         Grade C, points 3 to 5
Hours:



Part Time (32.5hrs per week) 


 

                        
                           Monday to Friday 8.15am to 3.05pm 
                                                     (includes 20 mins lunch break)

                                                     Term time only (39 weeks per year)

Line Manager:

             Teaching Assistant Manager
PURPOSE

To assist in the support and integration of children with special educational needs in Hollyfield School.

1. Develop knowledge and understanding of the National Curriculum in Key Stages 3 and 4.

2. Develop knowledge and understanding of the Code of Practice for students with Special Educational Needs.

3. Develop knowledge and understanding of students with Special Educational Needs, concentrating on how to assist in their progress and development.

4. Support students learning as effectively as possible in large group, small group, the inclusion room or individual situations according to the Individual Education Plan.  This may involve:

· Clarifying and explaining instructions;

· Ensuring student is able to use equipment provided:

· Motivating and encouraging student;

· Assisting in areas of need, eg. language, behaviour, reading, hand writing, presentation, organisation, hearing, sight etc.

· Helping students concentrate on and finish work set;

· Meeting physical needs whilst encouraging independence;

· Devising differentiated work sheets in liaison with class teacher;

· Setting individual and small group homework;

· Invigilation of examinations.
· Accompany SEN students on school trips.

· Run extra curricular activities.

5. Develop methods of promoting and reinforcing children’s self-esteem.

6. Assist the subject teacher in the development of a suitable programme of support for students with special needs.

7. Attend to the students’ personal needs and implement related personal programmes, including social, health, physical, hygiene and welfare matters.

8. Maintain records for allocated students.

9. Participate in evaluation of support programme.

10. Liaise regularly with subject teachers about delivery of schemes of work and differentiation of classroom materials.

11. Foster links between home and school.

12. Contribute to reviews of students’ progress.

13. Circulate report forms to staff before reviews are due and ensure they are completed.

14. Liaise regularly with all appropriate professionals about student’s progress.

15. Attend relevant in-service training and professional development courses.

16. Understand and implement school policy in all areas, including behaviour and uniform regulations.

17. Supporting and attending whole school events including the October Open Evening.
18. Contributing to the school duty rotas.

19. Supervising student work in the time out room

20. Undertake any other reasonable task as may be directed by the Headteacher.
Person Specification:
Essential:

· Eligible to work in the UK

· Flexible and resilient.
· Able to work both as part of a team and independently

· A positive pro-active attitude
· Sound English and numeracy skills.
Desirable:

· Good I.T skills

· Moving and handling experience
· Experience of working with secondary age students
	Other Specific Duties:

	To continue personal development as agreed.

To engage actively in the performance review process.

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

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 

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

Supporting and attending whole school events including the October Open Evening.

The school 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 Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.





