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POST DESCRIPTION: TEACHING ASSISTANT
Salary Grade: A1–B1
Hours: Full Time and permanent 
Responsible To: Headteacher
Liaise With: Teaching staff, support staff, lunchtime staff and parents
Post Summary
To work under the direct instruction of teaching and senior staff, leading intervention groups and providing general support throughout the school day in managing and directing pupils.

A. Duties and Responsibilities
Supporting Pupils
1. Attending to pupils’ personal needs and implementing related personal programmes, including social, health, physical, hygiene, first aid, and welfare matters.
2. Supervising and supporting pupils, ensuring their safety and access to learning, including before and after school, at playtimes and during lunchtimes.
3. Establishing good relationships with pupils, acting as a positive role model and being aware of and responding to their individual needs.
4. Delivering specific programmes of study, under the direction of teaching staff, to individuals and small groups of pupils, for example, Maths intervention sessions.
5. Encouraging pupils to interact positively with each other and developing pupils’ independence and social skills.
6. Promoting the inclusion and acceptance of all children.
7. Being aware of differences and diversity among pupils and the need to ensure equal access to learning and development for all pupils.
8. Promoting children’s self-esteem by showing interest in them and the things they do, both in and out of school.
9. Helping pupils to understand instructions.
10. Supporting pupils in using basic computing skills, as directed.

B. Supporting Pupils with Special Educational Needs, Social, Emotional and Mental Health Difficulties, and Medical Needs
11. Drawing on knowledge of various forms of special educational needs to develop an understanding of the specific needs of the child concerned.
12. Taking into account the special needs involved to aid the child in learning as effectively as possible, both in group situations and independently, for example by:
· Clarifying and explaining instructions.
· Ensuring the child is able to use the equipment and materials provided.
· Motivating and encouraging the child as required.
· Assisting in areas of weakness, e.g. language, behaviour, reading, spelling, handwriting and presentation.
· Helping the pupil to concentrate on and complete the work set.
· Meeting physical and medical needs in a tactful manner whilst encouraging independence.
· Using Team Teach de-escalation strategies as required.
· Liaising with the class teacher to devise complementary learning activities.
· Establishing a supportive relationship with the child.
· Encouraging the child’s acceptance and integration.
· Developing methods of promoting and reinforcing the child’s self-esteem.

C. Supporting Teachers
13. Preparing the classroom, as directed, for lessons and clearing away afterwards.
14. Preparing and maintaining classroom materials in readiness for lessons, including photocopying.
15. Assisting with displays of children’s work.
16. Undertaking pupil record-keeping, as requested.
17. Providing feedback to teachers on what works well for pupils and identifying any obstacles to learning.
18. Accompanying teaching staff and pupils on educational visits, trips and out-of-school activities, as required.
19. Supporting the teacher in behaviour management and reporting difficulties, as appropriate.
20. Gathering and reporting information from and to parents, as directed.

D. Supporting the School
21. Being aware of and complying with all policies and procedures relating to safeguarding, child protection, health and safety, security, confidentiality, data protection and reporting all concerns to an appropriate person.
22. Attending relevant meetings and in-service training and seeking to further extend skills, knowledge and experience in order to raise standards of achievement among pupils.
23. Supporting school administration systems by assisting with the collection of money, marking dinner registers, record-keeping, filing and data input.
24. Contributing to the overall ethos, work and aims of the school.
25. Appreciating and supporting the role of other professionals.
26. Carrying out any other tasks that fall within the general purpose of the post, as may reasonably be requested by the Headteacher.

Please Note
Hawksworth CE Primary School has a no-smoking/no-vaping policy and employees are expected to adhere to this.
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Headteacher: Mr D. Norris B.A. (Hons) QTS
Address: Main Street, Hawksworth Village, Leeds, West Yorkshire LS20 8NX
Telephone: 01943 872808
Email: admin@hawksworthceprimary.org
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