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GENERIC JOB DESCRIPTION - SCHOOLS
Job information as shown on organisation chart

	Job Title: 
Special School Teaching Assistant – L3


	Post No: 
GEN33


	Grade: 
HC6


	Organisational information:

Responsible to: 
Class Teacher, Head Teacher

Professionally responsible to:

(where appropriate)

Dimensions:

(quantifiable measures relating to the post, such as number of staff managed, number of patients, size of local population, budgets and so on)

Responsible for: 
Groups of pupils as directed, Induction of new staff and training other adults as necessary, Co-ordinating work experience students and volunteers

Key relationships/Functional links with:
(main relationships with people inside and outside the organisation that the post holder will come into contact with during the course of their work)

Internal: Teaching Staff, Parents, Health Care Professionals, Social Workers, Children & Young People Officers
External:


	Main Purpose of Job:

· To support the class teacher in maintaining high standards of education, care and therapy for a class of pupils.

· Under the direction of the class teacher to manage whole / part lessons dedicated to the education, care and/or therapeutic treatment of individual and/or groups of pupils.

· To make a major contribution to the assessment, treatment and monitoring of pupils with SEN and Disabilities.

· To facilitate functional links with other key players in the education, care and treatment of pupils with SEN and Disabilities.



	Main Responsibilities / Accountabilities 
The jobholder will be expected to complete the responsibilities / accountabilities effectively in order to deliver the key objectives of the organisation
· To work as part of the staff team in providing unsupervised education, care and therapy to pupils on a 1:1, small group and/or whole class basis under the general direction of a teacher.

· To support the teacher in all aspects of classroom management.
· To work as part of the staff team in providing unsupervised education, care and therapy to pupils on a 1:1, small group and/or whole class basis under the general direction of a teacher.

· To support the teacher in all aspects of classroom management.

· To assist the teacher in assessing the abilities and special needs of pupils; developing strategies in response to the identified needs of pupils; implementing agreed strategies; monitoring pupil progress as necessary and; contributing to reports about the provision that has been made available to individual pupils and any progress, or otherwise, pupils may have made.

· To liaise with parents, members of staff and other key players from the extended schools community to ensure that provision for pupils is properly comprehensive, empathetic, and effective.
· To maintain a good level of knowledge, understanding and ability in order to properly implement the school’s Policy for SEN and Disability
· To participate in, and contribute to the school’s programme of in-service training and professional development.

· To assist the teacher in the management and co-ordination of other adults and staff members as appropriate.

· To assist in ensuring that the school’s facility for teaching, caring and therapy are maintained properly and resources are fit for purpose.
· May be required to undertake safeguarding training at appropriate level to the role.
DATA QUALITY 
Council staff

To follow the relevant procedures for ensuring that information and data is collected and recorded accurately thus enabling the production of reliable analyses and reports.


	Job Activities:

· To assist the teacher in carrying out administrative and maintenance tasks that are necessary to sustain high standards of teaching, caring and therapeutic provision.
· To assist the teacher in the planning, delivery and evaluation of education, caring and therapeutic activities for individual, groups or a class of pupils.
· To have responsibility for empowering the access to learning/therapeutic development of pupils by assisting in the provision of a range of specialist intervention strategies, e.g. sign assisted speech; riding for the disabled; swimming; sports; hydrotherapy; physiotherapy; augmentative communication aids; sensory stimulation; mobility aids and any other specialist strategies that might be deemed necessary.
· To assist in the supervision of pupils during break times.
· To participate in the school’s programme of staff rotas.
· To assist in accessing pupils to out of school activities, e.g. school trips; work experience; inclusion activities in mainstream schools; college courses; case conferences.
· To ensure the health and safety of self, pupils and colleagues by fulfilling all of the school’s health and safety requirements.
· To have responsibility for providing direct personal care to individual pupils as necessary.
· To have responsibility in the production of resources; manage the orderly storage of resources and ensure that displays of pupil work are of a high standard.
· To be responsible for liaison with other adults as necessary to ensure high standards of holistic provision and consistent management strategies on behalf of individual pupils.
· To have a responsibility to assist in the training of other adults and assist in the dissemination of school policy and practice.
· To assist the school to achieve its mission statement and ensure that the needs of pupils remains central at all times in matters relating to school development planning.
· To be prepared to work flexibly in response to the dynamic nature of the school.
· To participate in the school’s programme of professional development and performance management.
· To assist the teacher in the everyday management and co-ordination of other adults who are present in a classroom.
· To have responsibility for managing class finances and maintaining accurate financial records.
Selection of secondary activities relating to Level TWO employees (i.e. duties, responsibilities and activities in addition to those prescribed for Level 1 employees)

· To contribute to specialised therapeutic strategies such as intensive interaction; rebound therapy; physical restraint.

· To represent the school at planning meetings on behalf of individual pupils.

· To have a responsibility to enrich the experiences of pupils by organising activities relevant to the post holder’s personal aptitudes, e.g. art; design; music; drama; sport.

· To assist in everyday specialist activities such as the giving of medication; administering tube feeds for pupils who are nil by mouth.

· To devise written strategies for the implementation of individual pupil’s IEP targets.

· To participate in a programme of accredited study in the field of SEN and Disability as may be negotiated and agreed with the Head Teacher.

Nb. Level 2 employees are required to fulfil all additional activities
Selection of secondary activities relating to Level THREE employees (i.e. duties, responsibilities and activities in addition to those prescribed for Level 1 & 2 employees)

· To serve as a trainer in one of more areas of SEN and Disability provision, e.g. manual handling; physical restraint; rebound therapy; trampoline; intensive interaction; behaviour modification; Sherbourne Movement; augmentative communication; PECs; TEACCH.

· To serve as a speech and language therapy assistant; physiotherapy assistant and/or other recognised health support assistant roles and enable a working interface to be maintained between the school and the local primary care trust.

· To contribute to the school’s programme of Study Support.

Nb. Level 3 employees are expected to fulfil at least one additional activity



	Other information: 
· Disclosure type: enhanced.


	General information:

The post holder will be required to comply with organisation’s policies and procedures. 
The organisation has a no smoking policy. Employees are not permitted to smoke or vape on any of the organisation’s premises nor in any vehicle used on organisation business.

The postholder will promote the Council’s Health and Safety work policies and ensure that these are implemented effectively within their areas of responsibility.

Employees have a duty to safeguard and promote the welfare of children, young people and vulnerable adults. It is an essential requirement that employees are aware of the Herefordshire Safeguarding procedures for sharing information about the welfare of any person for whom they have safeguarding concerns. Employees have a duty to ensure they attend training to enable them to recognise the indicators for concerning behaviour and receive safeguarding supervision as appropriate.

This Job Description covers the main duties and responsibilities of the job and will be subject 

to review and amendment, in consultation with the post holder, to meet the changing needs of 

the organisation.

Other activities commensurate with this Job Description may from time to time be undertaken 
by the post holder.


	Line Manager Name:
	Line Manager Signature:

Date:



Date Job Description last reviewed:    
GENERIC PERSON SPECIFICATION - SCHOOLS
Job information as shown on organisation chart
	Job Title: 
Special School Teaching Assistant – L3


	Post No: 
GEN33


	Grade: 
HC6


	All candidates will be considered on their ability to meet the requirements of the person specification
	Essential criteria
	Method of Assessment*

	Experience


	· Experience of working as a Teaching Assistant or equivalent

· Experience in the care and therapy of children with SEN
	Application Form / Interview

	Skills and Abilities

Including personal attributes
	· Ability to plan and organise learning strategies on behalf of pupils with SEN

· Ability to offer and lead an after school study support club

· Very good inter-personal and communication skills

· The ability to monitor pupil progress and report progress on a regular basis

· The ability to contribute to and implement relevant IEP strategies on behalf of individual pupils

· The ability to liaise with other key players and to train other adults as necessary

· Good standards of literacy and numeracy

· Confident in use of ICT

· Ability to lead a group of pupils in teaching/caring/ therapeutic activities which could include physiotherapy related activities, multi-sensory work, augmentative communication strategies, etc.

· Ability and willingness to deputise for teachers as necessary to lead a class of pupils

· Ability and willingness to manage pupils with overtly aggressive behaviours and apply restraint techniques as necessary.


	Application Form / Interview

	Qualifications and Training
including professional qualifications
	· Evidence of training in SEN and/or qualification such as Teaching Assistant NVQ Levels 2-3
· British regulated qualification framework level 2 and above or

· International English language testing system (IELTS) score of 5.0
· Willingness to undertake further accredited training as appropriate
	Application Form / Interview
Fluency Duty -The ability to converse at ease with members of the public and provide advice and information in accurate spoken English is essential for the post.


	Other Factors

e.g. ability to work shifts, physical requirements (with adaptations where appropriate), ability to drive, agility to travel around county etc.
	Police clearance
	DBS check

	Line Manager Signature:

Date:



*Method of Assessment: AF = Application Form; I = Interview; S = Selection Method; P= Presentation


Date Person Specification last reviewed   

September 2025





September 2025








RS2 – Job Description (created by HR Services – September 2025)


