This job description forms part of the Pope Francis Catholic Multi Academy Trust Job Description Library. All approved roles are benchmarked, quality assured and maintained centrally. Schools should use approved Trust job descriptions wherever possible. Any proposed amendments or new roles must be reviewed by the Central Team and evaluated through the Trust's Job Evaluation Framework before recruitment.


	Job Template ID:
	TA3

	Job Title:
	Teaching Assistant Level 3  

	Pay Scale:
	NJC SCP 7 - 17

	Pay Grade:
	Grade E - F

	Reporting to:
	Designated Senior Leader

	Direct Reports:
	N/A

	Key Internal Relationships:
	Class Teachers, SENCO, Pastoral Staff, Senior Leadership Team, Other support staff.

	Key External Relationships:
	Parents / Carers, External Agencies.



Job purpose:
To work with and supervise individuals and groups of children, under the direction/instruction of teaching and/or senior staff, inclusive of specific individual learning needs, enabling access to learning for all pupils and assistance and support in classroom management and behaviour techniques and providing specialist support in a specific curricula/resource area.
To support high quality teaching and learning within a school environment, enabling all pupils, including those with SEND, to achieve their full academic, social, emotional and spiritual potential.
To lead targeted interventions and provide specialist support within agreed curriculum areas under the direction of the class teacher and SENDCo.

To promote pupil wellbeing, inclusion, independence and positive behaviour in line with the school's values and policies.
This job description is current at the date shown, but, in consultation with you, may be changed to reflect or anticipate changes in the job commensurate with the grade and job title.
The post holder will contribute to the mission of Pope Francis Catholic Multi Academy Trust by promoting and safeguarding the Catholic ethos of the school, supporting the spiritual and moral development of all pupils, and demonstrating a commitment to the teachings of the Catholic Church.
Duties and responsibilities:
Catholic Ethos and Mission

· Support and actively promote the Catholic ethos, values and mission of the school in all aspects of professional conduct.
· Contribute to the prayer life, collective worship and liturgical celebrations of the school.
· Demonstrate, through professional example, a commitment to Gospel values.


Support for the Pupil
· Establish effective working relationships with pupils, acting as a role model and setting high expectations 
· Provide consistent support to all pupils, responding appropriately to individual pupil needs 
· Contribute to the implementation, monitoring and review of SEND Support Plans, EHCP outcomes and targeted intervention programmes under the direction of the SENDCo and class teacher.
· Promote inclusion and acceptance of all pupils 
· Encourage pupils to interact with others and engage in activities led by the teacher 
· Promote self-esteem and independence, employing strategies to recognise and reward achievement within established school procedure 
· Provide feedback to pupils in relation to progress and achievement under the guidance and direction of the teacher 
· Use specialist (curricular/learning) skills/training/experience to support pupils 
· Assist in the administering of routine and emergency medication 
· Provide one-to-one support for pupils in either a care/special needs capacity as and when required.
· Support pupils' social, emotional and mental health needs using appropriate strategies and interventions.
· Implement and contribute to the review of Education, Health and Care Plans (EHCPs), SEND Support Plans and Pupil Passports.
· Promote pupil independence and resilience through adaptive teaching approaches and graduated support strategies.
· Support attendance, engagement and readiness to learn.
· Maintain a vigilant approach to safeguarding and child protection, recognising and reporting concerns immediately in accordance with Keeping Children Safe in Education (KCSIE) and school procedures
· Promote the welfare, safety and wellbeing of all pupils.
· Maintain professional boundaries and confidentiality at all times.
· Support the implementation of behaviour, attendance and safeguarding policies.
Support for the Teacher
· Provide short-term supervision of whole classes in accordance with school policies and agreed cover arrangements.
· To provide PPA Cover time as directed by the Headteacher
· Communicate the work set by the teacher to the pupils 
· Communicate feedback from the covered lesson to the teacher 
· Invigilate examinations to the required standard 
· Oversee the distribution and collection of books and other equipment as directed by the teacher
· Maintain the rules set by the external examination boards and in-house regulators when invigilating examinations 
· Work under the direction of the lead teacher/organiser when accompanying staff on school visits 
· Provide clerical/administration support (e.g. photocopying, typing, filing, collecting money etc.) 
· Assist with the display of children’s work 
· Establish and maintain an appropriate learning environment under the supervision of the teacher 
· Contribute to the planning, delivery and evaluation of learning activities under the guidance of the class teacher.
· Monitor and evaluate pupils’ responses to learning activities through observation and planned recording of achievement against pre-determined learning objectives 
· Provide objective and accurate feedback and reports as required, to the teacher on pupil achievement, progress and other matters, ensuring the availability of appropriate evidence 
· Be responsible for keeping and updating records in agreed format with the teacher, contributing to reviews of systems/records as requested 
· Administer and assess routine tests and accurately record achievement/progress 
· Promote positive values attitudes and good pupil behaviour, dealing promptly with conflict and incidents and encouraging pupils to take responsibility for their own behaviour in line with established school policy 
· Liaise sensitively and effectively with parents/carers as agreed with the teacher within role/responsibility and participate in feedback sessions/meetings with parents under teacher’s supervision 
· Assist in the planning, implementation, assessing, recording and reporting in relation to behaviour management plans.
· Lead small group and targeted intervention programmes, monitoring pupil progress and reporting outcomes to teachers.
· Support teachers in identifying barriers to learning and implementing appropriate support strategies

Support for the Curriculum
· Support the delivery of agreed learning activities/learning programmes, adjusting activities according to pupil learning styles and individual needs 
· Support the delivery of intervention programmes, effectively utilising all alternative learning opportunities to support extended development 
· Support the use of ICT in learning activities and develop pupils’ competence and independence in its use 
· Assist pupils to access learning activities through specialist support e.g. curriculum/SEND specialism 
· Determine the need for, prepare and maintain levels of general and specialist equipment and resources.
· Support the delivery of adaptive teaching approaches to meet the diverse needs of learners within the curriculum.
· Support pupils in the effective, safe and responsible use of technology and digital learning resources.
· Use assessment information to adapt support activities and maximise pupil progress.
Support for the School
· Be aware of and comply with school policies and procedures relating to child protection, pupil behaviour and discipline, health and safety and security, confidentiality and data protection. Report all concerns to the appropriate person (as named in the policy concerned). Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop 
· Contribute to the school’s Catholic ethos, aims and development plan
· Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and progress of pupils 
· Attend and participate in regular meetings as appropriate 
· Participate in training and other learning activities as required 
· Establish own best practice and use to support others 
· Assist in the supervision, training and development of classroom support staff (volunteers)
· Assist with the planning of opportunities for pupils to learn in out-of-school contexts, according to school policies and procedures and within working hours 
·  Accompany teaching staff and pupils on visits, trips and out of school activities as required 
· Assist in the planning, delivery and evaluation of training, advice, guidance and support to colleagues in other schools 
· Assist in the organisation, monitoring and delivery of training to students and other adults on placement 
· Establish and maintain inventories of equipment and resources 
· To supervise classes as directed by the Head Teacher
· High expectations of all pupils; respect for their social, cultural, linguistic, religious and ethnic backgrounds; and commitment to raising their educational achievements 
· To be responsible for improving your own practice through observation, evaluation and discussion.
· Contribute to the wider life of the school, including enrichment activities, educational visits and community events where appropriate.
· Act as a role model for pupils through consistently high standards of conduct, presentation and professionalism.
· Support the induction and mentoring of new support staff where required.
Responsibilities for all staff:	
All post holders will agree to:

· Commit to the mission of providing the very best Catholic education that encourages every person to strive, achieve and flourish, mindful of the needs of others, with no one left behind.

· Role model the values of Joy, Mercy, Service, Dignity and Solidarity in all activities and interactions. 

· Uphold and protect the reputation of Pope Francis Catholic Multi Academy Trust both inside and outside of work, ensuring that actions and behaviours reflect the values and standards of the Trust at all times. 

· Maintain their specific knowledge base and develop new skills.

· Actively contribute to continuous improvement, innovation and the sharing of best practice across the Trust. 

· Observe statutory duties to safeguard and promote the welfare of children. 

· Comply with all Trust policies and procedures relating to the secure and appropriate use of Microsoft 365, Trust systems, and digital resources; maintain awareness of and adhere to cyber security requirements; ensure the lawful, safe, and confidential handling of personal data in line with GDPR and data protection standards; and use artificial intelligence tools responsibly, ethically, and only in ways that are approved and aligned with Trust guidance.

· Actively participate in creating an inclusive culture where everyone feels equally valued, respected and empowered to contribute their unique perspectives. 

· Operate within organisational codes of practice, comply with all health and safety legislation, organisational policies and operating procedures. 

 

This job description provides an outline of general activities and is not exhaustive. It will be reviewed as the Trust’s needs change, in consultation with the post holder.
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Benchmark Reference – TA3
Person specification

The person specification sets out the qualifications, experience, knowledge, skills, personal and professional qualities required for this role.

	

	Essential criteria

	Desirable criteria
	Assessment Method

	Qualifications and Professional Development:
	· Level 3 Teaching Assistant qualification (or equivalent recognised qualification).
· GCSE Grade 4/C or above (or equivalent) in English and Mathematics.
· Relevant experience supporting children within a school setting.
· Commitment to continuing professional development.
	· Paediatric or Emergency First Aid qualification.
· Training in safeguarding, SEND and intervention delivery.
· ELSA, Thrive, Nurture or equivalent wellbeing intervention training.
	· Application / Interview

	Knowledge:
	· Advanced understanding of the National Curriculum and age-related expectations.
· Understanding of child development and barriers to learning.
· Knowledge of safeguarding and child protection procedures.
· Knowledge of SEND Code of Practice and inclusive education principles.
· Understanding of Education, Health and Care Plans (EHCPs).
· Knowledge of effective intervention strategies for literacy and numeracy.
· Understanding of behaviour management and restorative approaches.
· Knowledge of pupil wellbeing, emotional regulation and mental health needs.
· Effective use of ICT to support learning.
· Knowledge of GDPR, confidentiality and appropriate information sharing.
	· Awareness of attachment-informed and trauma-informed practice.
· Knowledge of speech, language and communication needs.
	· Application / Interview / Assessment Task / References

	Skills:
	· Ability to work effectively within a team environment, understanding classroom roles and responsibilities
· Ability to build and maintain effective working relationships with all pupils and colleagues
· Ability to promote a positive ethos and role model positive attributes
· Ability to work with children at all levels regardless of specific individual need and identify learning styles as appropriate
· Ability to adapt own approach in accordance with pupil needs
· Excellent personal numeracy and literacy skills
· Ability to lead targeted interventions and evaluate their impact.
· Ability to analyse and record pupil progress accurately.
· Ability to communicate effectively with parents, carers and external professionals
· Strong organisational and time-management skills.
· Ability to coach and support less experienced staff where appropriate.
	
	· Application / Interview / Assessment Task / References

	Personal and Professional Qualities:
	· Commitment to the mission, values and ethos of Catholic education.
· Commitment to continuous improvement
· Professional, resilient and solution-focused.
· Strong interpersonal skills
· Strong problem solving
· Flexible approach and willingness to travel across Trust schools
	· Practising Catholicism
	· Application / Interview 




Pope Francis Catholic Multi Academy Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The successful applicant will be subject to an Enhanced DBS check, Children's Barred List check, online searches, verification of qualifications, satisfactory references and all other pre-employment checks in line with Keeping Children Safe in Education.
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