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JOB  DESCRIPTION
Job Title:



Teaching Assistant
Location:



Portfield School and Lifeskills
Reporting to:



Class Teacher
Staff reporting to you:


None

Main purpose of job:
Assist teacher in teaching of a class of students
Specific Responsibilities

1. To assist staff at all levels in providing a happy, caring and secure environment for students.
2. To actively promote good public relationships in the locality so as to increase public awareness of, and support for, the aims and objectives of the school.

3. To work under the instruction/guidance of the teacher/senior staff member.

4. To lead in the delivery of programmes of work for classes, groups and individuals which are devised and monitored by a class teacher.
5. To enable access to learning for students within the context of a well structured programme of educational and social opportunities.

6. To assist the teacher/senior staff member in the management of students and the classroom.
Support for Students
1. Establish positive and professional relationships with students, acting as a role model and interacting with them according to individual needs.

2. Supervise and support students ensuring their safety and access to learning in a variety of contexts including on and off site.

3. Assist with the implementation of individual plans, including profiles, IEP’s and Individual Programmes.
4. Encourage students to interact with others and engage in teacher led activities.

5. Promote self-esteem and independence as appropriate.

6. Ensure expectations set are both challenging and demanding according to individual need.

7. Provide feedback to students in relation to progress and achievement.  This to be undertaken in close liaison with the teacher/senior staff member.

8. Administer First Aid to assist in the specific medical needs to students so as to meet and maintain each individuals needs.
Support for the Teacher

1. Create and maintain a purposeful, orderly and supportive environment in accordance with lesson plans and general school standards, ensuring timely preparation and clearing of resources.
2. Assist with the display of students’ work.

3. Use initiative to develop strategies to support students in achieving their individual goals.  This to be done in liaison with the teacher/senior member of staff.

4. Monitor students’ responses to learning activities and accurately record achievement/progress as directed.

5. Assist with the planning of learning activities, including educational visits.

6. Provide detailed and regular feedback to teachers on students’ achievement, progress and areas for development.

7. Support pupil’s behaviour, including challenging incidents, ensuring consistent implementation of behaviour support programmers and in accordance with established school policy.

8. Establish constructive relationships with parents/carers including reading and responding in home/school books and telephone contact.

9. Prepare resources as directed by teacher/senior staff which might include photocopying and laminating.

10. TA’s are not able to claim acting up payments unless agreed for exceptional circumstances by the Head teacher.

Support for the Curriculum

1. Support students in their understanding of teacher led learning activities.  
2. Support students in using ICT, developing their competence and independence in its use.
3. Undertake structured and agreed learning activities within a variety of contexts, adjusting activities according to individual responses.

4. Prepare, maintain and use classroom equipment and resources in line with lesson plans.

5. Prepare, maintain and use equipment and resources in order to support students using PECS and TEACCH.

6. Support students in the use of equipment/resources relevant to a specified learning activity.

7. Support students in respect of local and national strategies e.g. Literacy, Numeracy, recording achievement and progress and feeding back to the teacher/senior staff member.

8. Demonstrate and assist others in the safe and effective use of specialist equipment/materials such as digital cameras and Interactive White Boards.

9. Under the direction of a teacher/senior staff member, take responsibility for the resources for a specified curriculum area including stock taking and ordering new equipment.

10. Monitor and arrange orderly and secure storage of curriculum resources.

11. Maintain resources, carrying out regular checks for quality and safety.

12. Report damaged resources to Curriculum Co-ordinator/school’s Site Manager as appropriate.

Support for the School

1. Be aware if and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person.

NB.  Failure by a member of staff to report actual or reasonably suspected physical, sexual or emotional abuse or neglect of a child or vulnerable adult is a disciplinary offence.

2. Ensure all students have equal access to opportunities to learn and develop.

3. Use specialist knowledge, skill, experience and training to act as a mentor to others, providing appropriate guidance and supervision as appropriate.

4. Contribute to the overall aims, ethos and work of the school.

5. Appreciate the role of, support and work with other professionals e.g. Speech and Language Therapists.

6. Maintain continuity and consistency, and ensure good communication by attending relevant meetings e.g. behaviour support meetings, staff meetings, parents’ evenings, annual reviews, some of which will take place out of school hours.

7. Set a good example in terms of dress, punctuality and attendance.

8. Participate in training, including INSET days, external courses and conferences in order to keep abreast with current trends and ensure continued professional development.

9. Accompany teaching staff and students on educational visits and out of school activities as required which will necessitate one to one supervision.

10. To undertake specific tasks as required by the Head Teacher or Deputy.

Confidentiality

Maintain confidentiality for all areas of Autism Wessex, its staff and its work.  The nature of the work within the Service entrusts people with confidential information about people with autism, their facilities/carers and staff.  Any breach of confidentiality will constitute gross misconduct.

General Responsibilities

1. Ensure your conduct is in line with the Portfield School Code of Conduct. 

2. Co-operate with all Autism Wessex staff in maintaining good relationships with outside agencies and the general public in order to uphold the Charity’s image and win increased support for its work.

3. Promote a positive image of autism, the service at Portfield School and Autism Wessex.

4. Ensure that your conduct within and outside Portfield School does not conflict with professional expectations of Autism Wessex.

5. Actively support and promote Autism Wessex and all its policies including ‘Equal Opportunities’.

6. Co-operate with all Autism Wessex staff in maintaining harmonious inter-personal relations.

7. Ensure an awareness and observation of Fire and Health and Safety Regulations.

8. Ensure the respect, dignity and right to privacy of service users as far as possible.

9. Participate in regular supervision and appraisal with your Line Manager (and staff for whom you are responsible, if applicable).

10. Carry out any other duties as are within the scope, spirit and purpose of the job, the title of the post and its grading as requested by your Line Manager or his/her higher level of authority.

Note: The job description reflects the present requirements of the post.  As duties and responsibilities change and develop the job description will be reviewed and subject to amendment in consultation with the post holder.

Hours of work will be 37 hours per week; these may vary but will usually be:

Monday – 8.40am – 4.00pm

Tuesday – 8.35am – 4.30pm

Wednesday – 8.35am – 4.00pm

Thursday – 8.35am – 4.00pm

Friday – 8.35am – 3.30pm
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