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Teaching Assistant
(including Lunchtime and After School Supervision)
Job Description










All staff are expected to uphold, support and live the Catholic ethos of the school as outlined in the Mission Statement and Aims of the School.
Key responsibilities:
1.	Within the Department
1.1 	To support colleagues, to ensure good working relationships and to contribute to the work of the department.
1.2 	To provide in-class support in order to help designated students, usually those on Stages of Assessment, access the curriculum, under the direction of the subject teacher and feedback information to the teacher/ Head of Learning Development.
1.3	To support students with personal care where required and undergo any relevant training for this role.
1.4 	Be aware of students needs to ensure all students have equal access to opportunities to learn and develop.
1.5 	To support students in small groups or individually in lessons under the direction of the class teacher and/or Head of Learning Development.
1.6	Work with other professionals for example, speech and language therapists and occupational therapists, as necessary.
1.7	Keep accurate records about students as directed by the Head of Learning Development.
1.8 	To contribute to the monitoring and evaluation of the students' learning in liaison with the subject teacher and/ or Head of Learning Development.
	1.9	To encourage and expect the highest standard of work from students.
1.10 	To support the subject teacher in behaviour management and keeping students on task.
1.11 	To use ICT skills in the preparation of Individual Education Plans, the SEN Register and the paperwork generated through Annual Review meetings, Departmental meetings and review meetings.
	1.12	To gather information and attend SEN review meetings as required.
1.13 	To prepare resource materials for use in Learning Development Department and lessons. Ensure timely and accurate preparation and use of specialist equipment/ resources/ materials as required by staff/ curriculum/ lesson plans etc.
1.14 	Demonstrate and assist others in safe and effective use of specialist equipment/ materials.
1.15 	To help with assessments as directed by the classroom teacher and/or Head of Learning Development. This may include invigilation/ reading/ scribing during internal and external examinations in accordance with exam board rules and attend any training needed to carry out this role
	1.16	To attend weekly Learning Development team meetings.
1.17 	To order materials for use in Learning Development and to help carry out an audit of resources at the end of the academic year as directed by the Head of Learning Development.
	1.18	To carry out specific tasks mutually agreed within the department.
1.19 	To take part in staff development, INSET and training programmes on a regular basis to further professional development.
	1.20	To share and disseminate specific training and good practice to other department members.
	1.21	To contribute to departmental displays.
	1.22	To respect confidentiality at all times.
1.23 	To co-operate fully, as appropriate, in parental contact and keep accurate records of that contact.
1.24	To be fully aware of and observe the school's Safeguarding and Health & Safety Policy.
	1.25	To understand and apply school policies.
	1.26	To take part in the wider life of the school.
1.27         To facilitate and administer interventions needed outside of lessons as directed by the Head of Learning Development

2.	Within the School
2.1	To liaise and work with tutors, Hoys, HMS and deputies, as appropriate
2.2 	To ensure that work within the department is fully integrated with whole school policies
2.3	To contribute to discussion concerning whole-school issues
2.4	To lead Library lessons for classes across year groups ranging from EYFS to Key Stage 3, as required.
2.5 	To contribute on at least a weekly basis to the co-curricular programme or as otherwise arranged
2.6	To take a share in rotas for lesson cover (absent colleagues) if appropriate
2.7 	To attend full school assemblies, staff meetings and INSET days and contribute towards them either as an individual or as a member of a particular group (e.g., department, year group or house team)
2.8	To participate in the wider life of the School, supporting and assisting at events including but not limited to concerts, Christmas Fayre, School Fete, Open Days. 
2.9	To participate in the school's Performance Management scheme
2.10	To cover at morning break time and / or lunchtime quad duties and/or Library duties and/ or Lunchtime Supervision and/or After School Supervision as required. All duties could include working within EYFS, Prep or Senior. 
2.11	To assist where possible, in promoting the school

3.	Outside School
Whilst students are 'in the care of the school', Learning Support assistants who accompany them beyond the school campus are expected:
3.1 	To take proper care of them according to the circumstances
3.2 	To familiarise themselves with the standards of behaviour and dress expected from the students
3.3 	To be familiar with the School Trips Policy and to ensure that the safety and welfare of students is paramount
All staff are required to undertake whatever else may reasonably be requested by the Head of Thornton College in support of the Aims of the School.  Job Descriptions are subject to annual review.
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