
Job Description: SEND Teaching Assistant  

 

 

Title of Post SEND Teaching Assistant  

Grade and SCP L3 Grade 6 SCP 7 

Hours/Working 

Weeks 
30 hrs per week/ 38 weeks + 1 PD Day 

Post Status Permanent  

Accountable To Headteacher  

 
 

Main Purpose 

Working under the guidance of the teaching staff and nominated teaching assistants and within an 

agreed system of supervision, to support access to learning for pupils and to assist the teacher in the 

management of pupils and the classroom, including support for individual Education Health Care Plans 

(EHCP’s). This could include those requiring detailed and specialist knowledge in particular areas, and 

those who need particular help to overcome barriers to learning. Work with pupils will be carried out in 

or out of the classroom. 

Assistance will be provided to teachers over the whole planning cycle, and with the management and 

preparation of equipment and resources. In addition, the professional work of teachers will be 

complemented by taking responsibility for specific learning activities under an agreed system of 

supervision. 

Additionally, may also occasionally supervise whole classes during the short-term absence of teachers, 

the primary focus being to maintain good order and keep pupils on task by responding to questions and 

assisting pupils to undertake set activities. 

 

Duties & Responsibilities 
 

1. Support for pupils 

• Attend to pupils’ personal needs and assist with the development and implementation of Individual 
Education / Behaviour / Support / Mentoring Plans and Personal Care Programmes / strategies. 

• Supervise and support pupils, including those with special needs and those excluded from, or otherwise 
not working to, a normal timetable, ensuring their safety and access to learning. 

• Establish constructive relationships with pupils and interact with them according to individual needs. 

• Promote the inclusion and acceptance of all pupils. 

• Encourage pupils to interact and work co-operatively with others and engage in learning activities. 

• Set challenging and demanding expectations and promote self – esteem and independence. 

• Provide feedback to pupils in relation to progress, achievement, behaviour, attendance etc. 

• Use specialist skills / training / experience to support pupils. 

• Provide pastoral support to pupils, and assist in their social, health, and hygiene development. 

• Develop 1:1 mentoring arrangement with pupils and provide support for distressed pupils. 

• Promote the speedy / effective transfer of pupils across phases / integration of those who have been 
absent. 

• Provide information and advice to enable pupils to make choices about their own learning / behaviour / 
attendance. 
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2. Support for the teacher 
• Work with the teacher in lesson planning, evaluating, and adjusting lessons / work plans as appropriate. 

• Use strategies, in liaison with the teacher, to support pupils to achieve learning goals. 

• Prepare the classroom as directed for lessons and clear afterwards.  Assist with the display of pupil’s 
work. 

• Ensure the timely and accurate design, preparation, and use of specialist equipment / resources / 
materials. 

• Monitor and evaluate pupils’ responses to learning activities through observation and planned recording 
of achievement against pre–determined learning objectives. 

• Provide the teacher with objective and accurate feedback and reports as required, on pupil 
achievement, progress and other matters, ensuring the availability of appropriate evidence. 

• Be responsible for keeping and updating records as agreed with other staff, contributing to reviews of 
systems / records as requested. 

• Administer and assess routine tests, undertake routine marking of pupils’ work if necessary, and 
accurately record achievement / progress. 

• Promote positive values, attitudes and good pupil behaviour, dealing promptly with conflict and incidents 
in line with established policy and encourage pupils to take responsibility for their own behaviour. 

• Establish constructive relationships with parents / carers as agreed with the teacher, exchanging 
information, facilitating their support for their child’s attendance, access and learning, and supporting 
home to school and community links.  

• Provide general clerical / admin support e.g. dealing with correspondence, photocopying or filing.. 

• Assist in the development, implementation, and monitoring of systems related to attendance and 
integration. 

• Liaise with feeder schools and other relevant bodies to gather pupil information. 

• Contribute to the development and implementation of appropriate behaviour management strategies. 
 

3. Support for the curriculum 
• Support pupils in understanding instructions. 

• Implement structured and agreed learning activities / teaching programmes, adjusting activities 
according to pupil responses. 

• Implement local and national learning strategies as directed by the teachers. 

• Support pupils in using ICT and develop pupils’ competence and independence in its use. 

• Determine the need for, prepare and maintain equipment / resources as directed by the teacher, and 
assist pupils in their use. 

• Be aware of and appreciate a range of activities, courses, organisations, and individuals to provide 
support for pupils to broaden and enrich their learning. 

 

4. Support for the school 
• Be aware of and comply with policies and procedures relating to child protection, health, safety and 

security, confidentiality and data protection, reporting all concerns to an appropriate person. 

• Be aware of and support difference and ensure that pupils have equal access to opportunities to learn 
and develop. 

• Contribute to the overall ethos / work / aims of the school. 

• To maintain constructive relationships and communicate with other agencies / professionals, in liaison 
with the teacher, to support the achievement and progress of the pupils. 

• Attend and participate in relevant meetings as required. 

• Participate in training and other learning activities and performance development as required. 

• Recognise own strengths and areas of expertise and use these to advise and support others. 

• Accompany teaching staff and pupils, as appropriate, on visits, trips, and out of school activities, and 
take responsibility for a group under the supervision of a teacher. 

 
 



                                                                                                                                                  
                                                                                                                                                                                                                          

 
 

Other Responsibilities 
• Be aware of and comply with all school policies and procedures  

• Be aware of and support difference and ensure equal opportunities for all 

• Contribute to the overall ethos/work/aims of the school and Trust 

• Appreciate and support the role of other professionals 

• Attend and participate in relevant meetings as required  

• Participate in training and other learning activities and performance development as required. 
 

Safeguarding 
• Be aware of and comply with safeguarding responsibilities as outlined in the school’s Staff Code of 

Conduct and related policies and procedures. Including supporting the safeguarding and promoting the 
welfare of children. 
 

 

Data Protection and other statutory responsibilities  
Be aware of and comply with data protection responsibilities as outlined in the school’s Staff Code of 
Conduct and related policies and procedures.  

 

Other Duties 
Any other duties that the Headteacher, EHT/ CEO/ Governing Body/ Trustees feel is commensurate 
with the post.  Whilst every effort is made to explain the main duties and responsibilities of the post each 
individual task undertaken may not be identified. 
 
 

Meetings 
• To attend meeting as required by school or Trust.  

• To attend the annual 318 Education Trust conference.  
 
 

Professional development 
• Help keep knowledge and understanding relevant and up-to-date by reflecting on your own practice, 

liaising with school leaders, and identifying relevant professional development to improve personal 
effectiveness; 

• Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, 
with support from the school  
 
 
The postholder may be required to carry out any other duties that are commensurate with the post.  
Whilst every effort is made to explain the main duties and responsibilities of the post each individual 
task undertaken may not be identified. 
 
This job description is subject to review, in negotiation with the post holder at any time. However, an 
annual review of this job description and allocation of responsibilities will take place as part of agreed 
performance management arrangements. 



 

 Person Specification – SEND Teaching Assistant  

 Essential Desirable 

Qualifications  • Good standard level of education 

• 5 GCSE’s or equivalent, including English and Maths 

•  

• Academic or professional qualifications in 
disciplines relevant to governance or compliance 

Work or Relevant 
Experience:  
 

• Relevant personal and professional development 

• Working in an environment where experiences included taking 
initiative and self-motivation 

• Working as a member of a team 

• Previous experience of supporting neurodiverse 
pupils and pupils with challenging behaviour.  

• Experience in building strong collaborative 
relationships 

•  

Skills/Knowledge  • Willingness to participate in training and development opportunities 

• Excellent ICT skills 

• Ability to train, supervise and develop other staff** 

• Excellent organisational skills 

• Ability to manage time effectively 

• Understanding of data protection 
 

• Knowledge of supporting neurodiverse pupils and 
how to engage pupils in a mainstream setting, for 
example the PACE approach.  

• Knowledge of supporting pupils with sensory 
needs. 

• Knowledge of supporting pupils with behavioural 
needs and SEMH and/or anxiety.  

• Skilled/Experienced in supporting pupils with 
additional needs in the mainstream setting.  

Personal 

Attributes 
• Excellent communication skills 

• Ability to relate well to children and adults 

• Ability to work well as part of a team 

• Flexibility and reliability 

• Ability to bring to the role, initiative, enthusiasm and commitment 

• Ability to maintain confidential information 

• Ability to communicate effectively both verbally and in writing to a 
diverse range of people 
 

• Knowledge of supporting neurodiverse pupils and 
how to integrate and play with other pupils at less 
structured times, such as lunchtimes and 
playtimes. 

• Supporting pupils during outdoor education such 
as forest schools.  

Special 

Conditions 
• Sufficiently fluent in spoken English to ensure effective performance 

in the role 

• Able to work at times to meet the needs of the service 

• Willingness to undertake an enhanced Disclosure and Barring 
Service (DBS) check 
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