[image: ]                        WHITCHURCH COMBINED SCHOOL
  TEACHING ASSISTANT (TA)

Name:            __________________________________________________________________

Line Manager: _________________________________________________________________

Main Role: - Assist in the educational and social development of pupils under the direction and guidance of the Headteacher, SENDCO and class teachers  

Main duties and responsibilities

Working with children
· Work with and support individuals or groups on specific activities;
· Constructively help children participate in activities by adapting and/or interpreting lessons and instructions accordingly. 
· Guide and assist the development of children’s social behaviour, attitudes and skills as appropriate;
· Implement action plans for identified child / children;
· Assist with the general management, supervision and organisation of children and any resources related to the children's needs.
· Assist with the supervision of children within the classroom and all other areas of the school as necessary, and on outings with which you are involved.

Assessment of children
· Monitor children’s progress, identifying particular needs and difficulties, and discuss these with relevant colleagues;
· Provide information for and contribute to (by personal attendance where appropriate) the annual review process and/or case conference, or any other meeting relevant to the needs of children with whom you work.

Care and welfare
· Care for children if taken ill at school, and contact parents/carers as directed;
· Ensure health & safety policies and child protection procedures are complied with.

Planning and organisation
· Participate in the educational planning process for pupils with whom you work, including making contributions to the formation of strategies, future patterns of study and individual education plans;
· Follow programmes and plans for the lesson/week/term, etc;

Other activities
· Make up and maintain learning resources such as workbooks, educational games, etc.
· Prepare general materials and set out equipment;
· Clean up and put away resources, and tidy classrooms and associated areas;
· Prepare and arrange displays, noticeboards, etc.
· Participate in training events relevant to your job;
· Undertake clerical and administrative duties (filing, photocopying, making/receiving 'phone calls, assisting with school medicals and photography sessions, sales of school uniform, etc);
· Maintain confidentiality at all times;
· Reinforce the standards and expectations that exist within the school;
· Promote the positive image of the school;
· Participate in the school's performance management process
· Be competent in the use of IT and to use IT as a tool for teaching and learning.
· Be punctual, smartly and appropriately dressed, and to behave in such a manner as is appropriate in line with the requirements laid out in our staff handbook, including following health and Safety procedures.

The duties of this post will be reviewed annually and may vary from time to time without changing their general character or level of responsibility entailed.


1

image1.emf

