
 

ST ANNE’S CATHOLIC SCHOOL 
 

 
 
 
 
JOB OUTLINE:    TEACHING ASSISTANT 
 
GRADE:    Grade 6  
 
    Term time only – 30 hours per week 
 
PURPOSE OF THE POST 
 
To be aware of the implications of the Code of Practice for SEN and support the school’s inclusion 
programme. 
 
To support teachers in the development of a suitable programme of support for pupils with special 
needs. 
 

To support pupils as directed by the SENCO and help pupils achieve their targets. 

 
The post holder is responsible to SENCO. 
 
KEY TASKS 
 
➢ The Teaching Assistant will be aware of school procedures, and will support the school ethos, 

especially in terms of helping all pupils to achieve their potential.  They will also be aware of the 
implications of the Code of Practice and the principles of the current Education Act 

 
➢ Draw on knowledge of various forms of special needs, to develop an understanding of the 

specific needs of the pupils concerned. 
 

➢ Take into account the special needs involved, to aid the pupils to learn as effectively as possible 
both in group situations and on her own by, for example: 

 
o implementing strategies for behaviour management under the guidance of the SENCO; 
o clarifying and explaining instructions; 
o ensuring the pupil is able to use equipment and materials provided; 
o motivating and encouraging her as required; 
o assisting in weak areas e.g. language, behaviour, reading, spelling, 

handwriting/presentation etc; 
o helping the pupil to concentrate on and finish work set; 
o meeting physical needs as required whilst encouraging independence; 
o in liaison with class teacher devising complementary learning activities 
o Acting as a Keyworker to a number of SEND pupils and completing associated 

documentation. 
 

➢ To establish a supportive relationship with the pupils concerned. 
 



 

➢ To encourage acceptance and integration of special needs pupils with other pupils in the school. 
 

➢ To develop methods of promoting/reinforcing pupils’ self-esteem 
 

➢ To assist, with the SENCO, class teacher, (and other professionals as appropriate), in the 
development of a suitable programme of support for pupils with special needs. 
 

➢ In conjunction with the SENCO, class teacher and/or other professionals to develop a system of 
recording pupils’ progress. 
 

➢ To contribute to the maintenance of pupils’ progress records. 
 

➢ To participate in the evaluation of the support programme. 
 

➢ To provide regular feedback about the pupil to the class teacher and the SENCO. 
 
➢ To liaise, advise and consult with other members of the team supporting the pupil when asked 

to do so. 
 

➢ To contribute to reviews of the pupil’s progress. 
 

➢ To attend relevant in-service training. 
 

➢ To be aware of school procedures. 
 

 
 

In addition to the above responsibilities the Teaching Assistant will also be expected to carry out any 
such reasonable requests or instructions made to them by the Headteacher. 
 


