[bookmark: _c2oyz5tuzequ]Teaching Assistant Job Description (Secondary)
Teaching Assistants provide support to teachers and pupils in their day-to-day learning and pastoral needs. They play a vital role in ensuring pupils with additional needs can access learning, remain organised, and feel confident and supported throughout the school day.
Teaching Assistants must maintain strict confidentiality in all school matters.
Key Responsibilities
[bookmark: _xsb0w4fk924a]In-Class Support
· Provide pupils with the level of support specified by the teacher or SENDCo.

· Support pupils with ASD, ADHD, PDA profiles, Dyslexia, Hyperlexia, Dyscalculia and Hypermobility.

· Break down instructions, scaffold learning tasks and clarify expectations for pupils with processing or executive-function difficulties.

· Support pupils with hypermobility through pacing, equipment support, rest-break reminders and practical adjustments.

· Promote independence and responsibility for learning and behaviour.

· Establish positive, trusting relationships using communication methods that pupils can understand and respond to.

· Promote positive behaviour in line with school policies and de-escalate calmly when required.

[bookmark: _8e219cbpgtzi]Organisation & Study Skills
· Support pupils with organising equipment, books and digital resources.

· Help pupils record, prioritise and manage homework using planners or devices.

· Assist pupils in preparing for assessments and examinations, including:

· revision timetables

· retrieval-practice routines

· planning extended answers

· managing workload and deadlines

[bookmark: _pebhnqn0gt52]Exam Access Arrangements (EAA)
· Provide support as a reader, scribe, prompter, rest-break monitor or separate-invigilation assistant (training provided).

· Support pupils during mock exams, internal assessments and external examinations.

· Collect and record evidence for EAA under the direction of the SENDCo.

· Maintain accurate logs for exam support, ensuring compliance with JCQ regulations.

[bookmark: _m7fgzdt6awxh]SEND Support Duties
· Provide 1:1 intervention for SEND pupils under the guidance of the SENDCo.

· Contribute to the preparation, review and updating of IEPs, pupil passports and EHCP documentation.

· Attend SEND team meetings, inset training and whole-school CPD.

· Support communication between pupils, teachers and SEND staff where appropriate.

· Monitor pupils’ progress and report concerns promptly to the SENDCo or teaching staff.

[bookmark: _swtmr72p4gfa]Pastoral & Behaviour Support
· Support pupils with anxiety, sensory overload or PDA-related demand avoidance using calm, low-demand approaches.

· Assist pupils with emotional regulation and reassurance.

· Help pupils resolve difficulties and access pastoral support where needed.

[bookmark: _tk62174qbehd]Practical & Administrative Duties
· Prepare and maintain an effective learning environment by setting up or organising materials as directed by the teacher.

· Support with displays of pupils’ work in SEND intervention rooms or shared corridors.

· Assist with departmental organisation (resources, filing, exam support materials, laptops, overlays etc.).

· Liaise regularly with teachers to ensure consistent, effective support is provided.

[bookmark: _dhm8opx7xg1f]General Responsibilities
· Accompany pupils on school outings, activities or clubs as required (within contracted hours).

· Adhere to all school policies including Safeguarding, Health & Safety, Behaviour and the Staff Code of Conduct.

· Carry out any other reasonable duties as required within the remit of the post.

This list is not exhaustive and may be subject to change.
The Teaching Assistant will be expected to fulfil any reasonable request made by the SENDCo, Head of SEND or Senior Leadership Team.
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