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Level 3 Teaching Assistant / Inclusion Manager
Job description
Job title: Teaching Assistant Level 3 / Inclusion Manager
Salary: Band G 50% and Band H 50%
Hours: Monday-Friday
32 hours a week
Contract type: Permanent (from 01.01.2025)
Reporting to: The Headteacher / Assistant Headteachers
Responsible for: Working as a level 3 TA, supporting class cover when needed, supporting children with their mental health by carrying out small group workshops, attendance officer and DSL.
Specific Duties and Responsibilities 
1. Support for Pupils 
· To promote pupils' development in a safe, secure, challenging environment 
· To have regard for the safety and well-being of the pupil at all times 
· To meet the physical/medical needs of the pupil according to a pupil’s individual care plan whilst encouraging independence wherever possible.  Medical needs include the administration of medicines by mouth or other medical procedures provided appropriate training has been given by an appropriate person. 
· To develop an understanding of the pupil's specific needs in order to help them learn as effectively as possible. 
· To support and develop your own key worker group within the provision
· To participate in pupils' play and extend and stimulate language through conversation
· To focus on individual pupils to ensure their needs are being met within the group
· To encourage inclusion within the classroom and to provide a positive role model for acceptance and understanding  
· To display pupils' work to reflect their achievement 
· To encourage pupils to interact with others and engage in activities led by the teacher and follow the school Positive Relationships Policy effectively 
· To assist in the supervision of pupils on outings and visits 
· To deliver mental health workshops to groups of children and one to one
· To support children that may struggle coming to school
· To support children who struggle being in class
· To provide supportive strategies that children can adopt and use to self-regulate
 

2. Support for the Staff Team 
· To liaise with teachers regarding the daily/weekly programme of activities and events, to participate in weekly planning where appropriate and contribute to evaluation  
· To work with other staff delivering Individual Education and Health Care Plans 
· To set out, prepare, use, tidy and clean equipment after use. Assist in the general preparation and tidying of the classroom and prepare displays and resources appropriate to the age of the children 
· To gather information from parents/carers as requested and communicate with parents/carers before and after the school day 
· To assist parents working in schools 
· To be aware of pupil problems/progress/achievements and report to the teacher as agreed 
· To support pupil assessment and record keeping as requested 
· To provide clerical support e.g. photocopying. filing, receiving and passing money to the school secretary 
· To work within established Positive Relationships policy to anticipate and manage behaviour constructively, promoting self-control and independence, managing in a calm, positive and understanding manner 
· To support whole staff well-being


3. Attendance Officer
· To carry out weekly checks on attendance to analyse data
· To report to SLT about attendance
· To support families where needed
· To correspond with families
· To be a part of attendance meetings with families
· To work together with the SLT to reduce persistent absence
· To monitor attendance report cards
· To report to governors

4. DSL 
· To liaise with social services
· To support families and children that need it
· To be a part of safeguarding meeting with SLT
· To report to the governors 

5. To support the school
· To follow school policies
· To supervise at break times and lunch times
· To be aware of health and safety procedures and follow them
· To attend INSET / Staff Meetings to be a part of whole school provision
· To attend professional development updates to support your own knowledge

6. Support for the Curriculum 
· To support and undertake specific activities helping children to access content and deploy and learning strategies
· To support children using ICT
· To set out, prepare and support the use of school resources
7. General 
· The teaching assistant may be called upon to perform other duties that the headteacher considers reasonable, that are commensurate with the grading and designation of the post. 


Name of Post holder: 		…………………………………………………………………
Date : 				…………………………………………………………………
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