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JOB DESCRIPTION

	POST TITLE:
GRADE:


	Teaching Assistant – Level 3. Supervising the Resource Provision for students with Autism.
Band 8 (SCP 19-23)  

	
	

	REPORTING RELATIONSHIP


	To the SENCo 

	
	

	
	  


MAIN DUTIES/ RESPONSIBILITIES

To specifically support students in the Resource Provision, the post holder will:

1. Supervise students accessing the Resource Provision before form time, from 8.30-8.50. These students may need a ‘check-in’ or support with equipment or timetables, for example. 

2. Throughout the day, communicate with parents of students in the Resource Provision as required.
3. Supervise a small number of students who cannot attend form. Provide resources and activities that all students will be accessing in form/ assembly through liaising with the students’ form tutors.

4. During Periods 1 to 5, supervise and support students who are using the Resource Provision for planned sessions (eg ‘catch-ups’ or study), and those students arriving on an unplanned basis who may need support with emotional regulation or social difficulties.

5. Follow agreed approaches in Support Plans, ECHPs and information in the weekly and daily updates.

6. Maintain a daily log of students attending the Resource Provision on a planned and unplanned basis.

7. Record and gather work from classes that have been missed by students. Monitor the catching-up of this work. Return work to teachers.

8. Communicate with teachers if students are unable to attend lessons.

9. Communicate with taxi companies if students’ finishing times are amended.

10. Administer First Aid as needed.

11. During break and half of lunchtime, supervise students who are using the Resource Provision as an alternative to the canteen and outside areas.

12. After 3.30, email parents about how each student has got on during the day, and inform them of events coming up.

13. Maintain a tidy area which complies with health and safety standards.

14. Close down Resource Provision at the end of the day. 
15. Attend SEND Team meeting from 3:30 to 4:30 one day per week.

16. Attend scheduled coordination meetings with SENCo.

17. Daily communication with SENCo regarding concerns about behaviour, wellbeing or progress.

18. Support the transition process of Y6s into Y7 along with the Transition Lead and the SENCo.

19. Support the transition process from Y11 to Post-16, along with the Careers Lead and SENCo.

20. Celebrate achievement and progress of the students in the Resource Provision, creating a supportive community.

The post holder will support the students and school by:
1. Establishing productive working relationships with pupils, acting as a role model and setting high expectations.

2. Promoting the inclusion and acceptance of all pupils within the classroom.

3. Promoting independence and employ strategies to recognise and reward resilience.
4. Carrying out and/or support with medical procedures, working within safeguarding guidelines and the instruction of professionals. 
5. Consistently implementing the school’s policies and procedures.


6. Attending morning briefings and whole school meetings.
7. Participating in internal and external training.
8. Safeguarding and promoting the welfare of children through attending mandatory training and adhering to the current KCSIE document.

9. Carrying out duties with full regard to the Equalities Act 2010. 
10. Complying with Health and Safety policies, risk assessments and handling plans

11. Engaging actively in the appraisal process, with the aim of improving individual performance and standards across the school

12. Adhering to the Whole School Values Charter and Classroom Practice expectations and documentation.
13. Undertaking any other relevant duties commensurate with a Level 3 position, which from time to time may be required by the Head of School.

14. You are required to safeguard and promote the welfare of children for whom you have responsibility, or with whom you come into contact, to include adhering to all specified procedure

15. This post has a high level of contact with, and responsibility for, children

16. This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers

17. This post is subject to an enhanced disclosure.  The successful applicant will be subject to the relevant vetting checks before an offer of appointment is confirmed.  Following appointment, the employee will be subject to rechecking as required from time to time by the School/Trust.
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Teaching Assistant Level 3 
Person Specification 
 
	Key 
	 

	A 
	- Application including supporting statement  

	S 
	- Selection Process including job specific occupational tests 

	R 
	- Employment References 

	C 
	- Certificates 

	D 
	- Enhanced Disclosure and Barring Service Criminal Check 


 
	Criteria Number 
	Qualifications and Education 
	Essential / Desirable 
	Stage Identified 

	1.
	 NVQ Level 3 for Teaching Assistants or equivalent   childcare related qualification

	E
	A, C

	2.
	GCSE Grade 4+ (A*– C) in Mathematics and English or Level 2 Basic Skills (Numeracy and Literacy) or equivalent

	E
	A, C

	3.
	Higher Level Teaching Assistant Status (HLTA)

	D
	A, C

	
	Experience & Knowledge
	
	

	4.
	At least 2 years recent work experience of working with children of relevant age in a teaching and learning environment.

	E
	A, S, R

	5.
	Experience and knowledge of learning strategies and adapting these to individual pupil needs
 
	E
	A, S

	6.
	Understanding of classroom roles and responsibilities and Teaching Assistant’s role 

	E
	A, S, R

	7.
	Experience of working with wide range of children including those with specific statements /EHC plans on the ASD spectrum

	E
	A, S, R

	8.
	Understanding of principles of child development and learning processes  

	E
	A, S

	9.
	Experience of lesson / activity planning 

	E
	A, S, R

	10.
	Experience of supervising whole classes and individual pupils for specific learning activities / lessons 

	E
	A, S, R

	11.
	Experienced in using ICT in learning activities and develop pupils’ competence and independence in its use 

	E
	A, S

	12.
	Qualified / Trained First Aider 

	D
	A, C

	13.
	Experienced in the delivery of training/presentation to others


	D
	A, S, R


  
	 
	Skills 
	Essential / Desirable 
	Stage Identified 

	13. 
	Ability to communicate both orally and in writing with a range of different audiences including providing sensitive feedback to parents, other professionals regarding pupil development 

	E 
	A, S, R 

	14. 
	Ability to self-evaluate learning needs and seek learning opportunities. 

	E 
	A, S 

	15. 
	Ability and confidence to assist pupils with basic numeracy and literacy in line with learning strategies and national curriculum 

	E 
	A, S 

	16. 
	Ability to work in a team and independently 

	E 
	A, S, R 

	 
	Personal Attributes 
	 
	 

	17. 
	Ability to promote fairness and a positive role model to pupils
 
	E 
	A, S, R 

	18. 
	Commitment to own professional development and willingness to undertake training
 
	E 
	A, S 

	19.
	Ability to reflect on own practice


	E
	S, R

	20.
	Emotional resilience and persistence in working with challenging behaviours and attitudes to use of authority and maintaining discipline  


	E
	S, R

	21.
	Commitment to setting high expectations for pupils and for them self.

	E
	S, R

	22.
	Commitment to safeguarding pupils and suitability to work with young people


	E
	A, S, R, D

	23.
	Proven record of forming and maintain appropriate relationships and personal boundaries with colleagues and children 

	E
	S, R

	24.
	Ability to work in ways that promotes equality of opportunity, participation, diversity and responsibility 


	E
	S, R

	25.
	High level of personal effectiveness, including good organisational, planning and prioritisation skills and ability to meet deadlines


	E
	A, S, R

	26.
	To comply with all school and Trust policies and procedures


	E
	S


 
 
Employment references will be requested prior to the selection process and any issues arising from these will be discussed at interview.  All appointments are subject to satisfactory references. 
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