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HARLINGTON UPPER SCHOOL

JOB DESCRIPTION

Teaching Assistant


	


	Responsible to:
	Classroom Teacher/SENDCO


	Salary:
	NJC level 2B, points 3 – 5 (£24,796 to £25,583)

Actual Salary for 32 hours: £18,343 to £18,925



	Hours:


	32 hours per week.  
Term time only plus five training days

Monday – Thursday:  7.45am – 3.25pm

Friday: 7.50am – 1.30pm.




Purpose of the Post:  Under the instruction and guidance of teaching staff/managers, to undertake educational activities and attend to the educational, personal and social needs of students in order to support their learning and development and to ensure their safety.  
	Harlington Upper School is committed to Safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Online checks and reference requests will be completed in line with Keeping Children Safe in Education, and prior to interview, and all offers of employment are subject to the satisfactory completion of safer recruitment checks and references including an enhanced DBS check.

All posts working with children will be subject to the disclosure of criminal records, and identification documents will be required as evidence of identity and right to work in the UK.  It is an offence to apply for the role if you are barred from engaging in regulated activity relevant to children.  The post you are applying for is exempt from the Rehabilitation of Offenders Act 1974. If you are successful at interview you will be required to declare any spent and unspent convictions, adult cautions (simple or conditional)  

that are not "protected" as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013 and 2020).

Our Safeguarding Policy can be found here:

https://www.harlington.org/parents/school-policies-and-statutory-information/



Main duties and responsibilities:

Support for Students

1. To attend to the educational, personal and social needs of students and any other requirements depending on the student’s special needs and, wherever possible, make this part of the learning.

2. To promote and support the inclusion of all students in the learning activities in which they are involved.


3. Whilst there may be a specific requirement to support a named student or students with an Education Health Care Plan, support to other students may also be required, at the direction of the Headteacher.


4. To assist with preparation for school visits and the supervision of students on such visits, in liaison with the Educational Visits Coordinator
Support for Teachers

1. Within the overall plan set by the class teacher to assist in devising and extending educational activities and in preparation of the curriculum.  This may include contributing to the development and implementation of Individual Education Plans (IEPs) and Personal and Pastoral Support Plans.


2. To help assess and systematically record students’ progress and achievements, using the results of this monitoring in further support work.

3. To efficiently prepare, maintain and use classroom teaching materials and equipment, including organising the use of audio/visual and ICT equipment, bearing in mind the efficient use of school resources (this may include photocopying, arranging displays of work etc.).


4. To assist in maintaining classroom discipline by working with individual and groups of students in developing expectations of acceptable personal and social behaviour and help make them part of the learning experience.


Support for the Curriculum

1. To support the teaching of literacy, numeracy or other specific curriculum areas/specialisms as required and agreed with the Headteacher.


2. To plan and deliver interventions to individual/ groups of students as required.
Support for the School

1. To work collaboratively with colleagues as part of a professional team, in particular the class teacher, the Special Educational Needs Co-ordinator (SENDCO) and other Teaching Assistants; working at all times within the school’s policies and procedures


2. To assist in the general efficient operation of the school, including providing cover for other support staff where necessary and as directed by the Headteacher.


3. To attend staff meetings, participate in performance management arrangements and undertake training and development activities.


4. To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential or sensitive information.


5. To undertake tasks of a similar nature and level, as directed by the Headteacher/Manager.
6. To promote the safeguarding and welfare of young people within the school, raising any concerns following school protocol/procedures.
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Person Specification

Teaching Assistant
	Essential
	Desirable

	Qualifications


	Educated to GCSE level (or equivalent) with English and Maths at grades A*-C (9-4)

	Educated to A2 / A’ level / Level 3



	Skills and Experience


	An understanding of how to work with young people


	Previous experience in a school classroom support role

	Understanding of the educational system


	Knowledge of behaviour management strategies

	Willingness to undertake training


	Experience of manual handling/ provision of personal care 


	Personal Attributes


	Ability to work effectively as a member of a team


	

	Ability to work on own initiative 


	

	Good communication and interpersonal skills


	


