ST.JOSEPH’S CATHOLIC PRIMARY SCHOOL 
JOB DESCRIPTION

Job Title:


Teaching Assistant/Higher Level Teaching Assistant
Scale:                                04HC-06HC £24,404 - 27,269 to be discussed at interview  
 
Hours:

          Mon- Fri 8.30am – 3.30pm (32.5 hours per week)
                                          (lunch ½ hour per day) 

Employer:


The School Governing Body

Responsible to:

The Headteacher



Duties

This job description describes in general terms the normal duties which the post holder will be expected to undertake. However, the job or duties may vary or be amended from time to time without changing the level of responsibility associated with the post.

Teaching and Learning

· To cover and lead class teaching (under supervision) as and when appropriate

· Direct the work, where relevant, of other adults in supporting learning 

· Assist in the educational and social development of pupils under the direction and guidance of the class teacher, SENCO and Senior Leadership Team.

· Assist in the implementation of Individual Education Programmes for pupils and
     help to monitor their progress.

· Provide support for individual pupils both inside and outside the classroom to enable them to participate fully in activities.

· Assist class teachers with maintaining pupil records.

· Support pupils with emotional or behavioural problems and help to develop their social skills.

Planning
· Use area(s) of expertise to contribute to the planning and preparation of learning activities, and to plan their role in learning activities 

· Use allocated time to devise clearly structured activities that interest and motivate learners and advance their learning

· Plan, support for the inclusion of pupils in the learning activities
· Plan and supervise lunchtime activities, overseeing other support staff and organising cover when needed
Administrative and general duties

· Support class teachers by photocopying, preparing materials, organising resources, 

tidying away, managing the classroom and storage spaces and undertaking such other 

activities, at the direction of the teacher, as may contribute to the smooth running of the 

classroom.

· Undertake other duties from time to time as directed by the Headteacher.

· Assess pupil’s work through marking and feedback.

· Contribute to pupil data where appropriate.

· Working with staff, parents/carers and relevant professionals

· Communicate effectively with other staff members and pupils, and with parents and carers under the direction of the class teacher

· Communicate knowledge and understanding of pupils to other school staff and education, health and social care professionals, so that informed decision making can take place on intervention and provision

· Understand their role in order to be able to work collaboratively with classroom teachers and other colleagues, including specialist advisory teachers
· Support the aims and ethos of St Joseph’s Catholic Primary School as expressed in 

           the school’s Mission Statement.
· Set a good example in terms of dress, punctuality and attendance.
· Attend staff and team meetings held within the working day.
·  Undertake professional duties that may be reasonably assigned by the Senior Leadership Team.
Mandatory Duties:

· Safeguarding 

At all times ensure that priority is given to the safeguarding of young people and that Safeguarding Policies and Procedures are followed.

Health and Safety 
· Personally responsible for the health, safety and welfare of all staff that may be affected by the post holder’s acts and/or omissions. 

Equal Opportunities 
· Personally responsible for equal opportunities awareness and ensuring that the post holder is aware of, and carries out, the provisions contained in the Equal Opportunities Policy.
This document is signed as having been negotiated, agreed and seen by the person concerned and the Headteacher.

Signed  ………………………………………………
Date  ………………..

Higher Level Teaching Assistant

Signed  ………………………………………………          Date  …………………..

Headteacher

