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JOB DESCRIPTION

	Job Title:
	Teaching Assistant with Lunchtime Supervision responsibilities

	Grade:
	TA:  E6 - £17244 per annum, pro rota



	Responsible to:
	Headteacher, SEND, Teaching staff



	Important Functional Relationships:
	Teachers, pupils, support staff, parents, Headteacher, Assistant Headteachers


Main Purpose of the job

To take a pro-active role in the support of the educational, social and physical needs of pupils; to support the curriculum and the School through the provision of a high level of assistance in the practical organisation of class activities, undertaking group work and ensuring the welfare and development of pupils.

Duties & Responsibilities:

1. To assist individuals and groups of children in developing knowledge, skills and attitudes as defined by the Curriculum.  To take into account the learning support involved to aid the children to learn as effectively as possible.

2. To establish supportive relationships with the pupil/s concerned and to encourage acceptance and inclusion of all pupils.

3. To encourage social integration and individual development of pupils.  To develop methods of promoting and reinforcing pupils’ self-esteem.

4. To assist in preparing, using and maintaining relevant teaching resources, including wall displays and cleaning up classrooms after activities.  To ensure that basic classroom materials are available for use.

5. To be responsible for monitoring the use of and maintaining an up-to-date inventory of all classroom materials and equipment.  To monitor stock levels of materials, check for missing and/or damaged equipment, and arrange for new supplies to be ordered as required (subject to approval) so as to ensure all necessary teaching aids are readily available at all times.

6. To assist with lunch and break time supervision of children on a rota basis in accordance with the School’s Policy for Playground Supervision.

7. To accompany children on educational visits and outings as supervised by the Teacher.

8. To assess, monitor and record children’s progress in relation to IEP’s and to feedback to the SEND/Teacher with regard to children’s progress and the success of IEP’s, including making recommendations for alterations to improve the effectiveness of IEP’s.
9. To assess, monitor and record children’s progress, health, behaviour and general wellbeing.  To feedback any information (including concerns) regarding the wellbeing and educational needs of children to the Teacher or Head Teacher as appropriate.

10. To meet with teachers, SEND, appropriate key stage co-ordinators and Governors on a regular basis to discuss improvements to the teaching practices, delivery of the curriculum and progress and concerns regarding individual pupils.

11. To be aware of confidential issues linked to home/pupil/teacher/school work and to ensure the confidentiality of such sensitive information.

12. To supervise an individual or small group of children within a class under the overall control of the teacher.

13. To administer minor first aid (as trained), assist in the dispensation of medically prescribed controlled drugs (as per the approved procedure) and to assist with children who are sick as needed.

14. To carry out administrative tasks associated with all of the above duties as directed by the teacher.
15. To remain aware and work within all relevant school working practices, policies and procedures.

16. To attend staff meetings and school-based INSET as required.

17. The post holder is responsible for his/her own self-development on a continuous basis.

18. To be aware of and work in accordance with the school’s child protection policies and procedures, and to raise any concern relating to such procedures which may be noted during the course of duty.

19. To be aware of and adhere to applicable rules, regulations, legislation and procedures including the Schools Equal Opportunities Policy and Code of Conduct, national legislation (including Health & Safety, Data Protection).

20. To undertake other duties appropriate to the grading of the post as required.

21. To maintain confidentiality of information acquired in the course of undertaking duties for the department.

Lunchtime Supervisor responsibilities:

Main Purpose of Job:

To assist and supervise individuals and groups of pupils during the lunch break, encouraging responsible and appropriate behaviour, activities and play ensuring the safety of pupils.

Main Duties and Responsibilities:
1.  To supervise children during the lunch period in accordance with the School’s pupil management, discipline, behaviour and bullying policies.  To complete the necessary records with regard to any incidents relating to such policies, in accordance with the policies.

2.  To interact positively with children to encourage them to engage in meaningful and constructive activities, and to deal with emergencies that may occur.

3.  To assist children in preparing for meals including hand-washing, helping children with the correct use of cutlery, promoting good table manners and encouraging children to eat a variety of foods.

4.  To remain aware of children’s food allergies, intolerances or other special dietary requirements and ensure such foods are avoided for the children concerned, with particular vigilance for children sharing packed lunches.

5.  To organise approved group activities and games for children as authorised by a member of the teaching staff, so as to enhance the development of children’s learning and social integration. To remain aware of children with special educational needs and liaise with the appropriate SEN Assistant to ensure play activities are appropriate and safe for all children.

6.  To arrange appropriate indoor activities are made available to children during wet lunchtime break periods which ensure appropriate and safe behaviour of children during these periods.

7.  To deal with emergencies that may occur in accordance with the school’s procedures, and inform a member of the teaching staff/Headteacher in the event of an emergency.  To ensure all sickness/accidents are recorded in accordance with the schools procedures.

8.  To administer minor first aid (as trained) and assist with sick children where necessary.  To comply with the School’s First Aid policies and procedures.

9.  To report back to the appropriate Teacher any issues relating to children’s progress, achievements, behaviour or problems which may become apparent.

10.  To undertake all duties and responsibilities with due regard to the School’s Security Policy and, in particular, remain aware of intruders entering the school grounds.

11.  To be aware of the School’s child protection policy/procedures and report any concerns observed during the course of duty in accordance with such procedures.

12.  To be aware of and adhere to applicable rules, regulations, legislation and procedures e.g. (Equal Opportunities Policy/Code of Conduct) and national legislation (Health and Safety, Data Protection).

13.  To maintain confidentiality of information acquired in the course of undertaking duties for the School.

14.  To be responsible for your own continuing self-development, undertaking training as appropriate.

15.  To undertake other duties appropriate to the grading of the post as required.

Applicable to Teaching Assistants supporting pupils with specific special educational needs within and ARB or a mainstream setting:

1. To meet the mobility needs of the pupil; assisting in the use of a wheelchair/hoist, ensuring compliance with safe lifting procedures and associated training.

2. To meet the needs of incontinent pupils.
3. To meet the needs of pupils with emotional and behavioural difficulties.  To control the pupil to prevent harm and disruption to the pupil or others, within the limits of the post holder’s training (eg Team Teach) and school policies and procedures.

4. To encourage acceptance and inclusion of all pupils.

5. To develop methods of promoting/reinforcing the pupil’s self-esteem and to promote independence through the development of self-help skills.
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PERSON SPECIFICATION

Teaching Assistant (Band 2), with Lunchtime Supervision responsibilities
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Relevant 

Experience
	Experience of working with children
	Experience of working with children within a classroom environment or similar at different key stages of within different departments
	Application form

Interview

	Education & Training
	Qualified to NVQ level 2 or above (or equivalent qualification), or able to demonstrate equivalent knowledge or experience.
Good levels of literacy and numeracy.
	
	Application form.
Interview

	Special Knowledge & Skills
	Knowledge of a particular area of the curriculum or children’s needs (ie early years, EBD, ALS, literacy or numeracy).
Organisational skills.

Good communication skills
	Knowledge of a range of issues relevant to education and child development.
Basic ICT skills
	Interview

	Any Additional Factors
	Self-motivated, and able to work in a team.

An interest in children and education.

Patient and friendly approach.
	
	Interview



