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What will your role be in addition to the duties in the Job Description? 
 
Work as part of a professional team to support the work of teachers in raising the standards of pupil 
achievement by developing the whole planning cycle and the management/preparation of resources. 
 
Help train pupils in the study skills necessary for learning by communicating clearly and effectively with 
them and through questioning, instructing, explaining and quality feedback.  This will include the 
effective use of ICT to enhance pupils’ learning. 
 
To complement the professional work of teachers by taking responsibility for agreed learning activities 
under an agreed system of supervision and with the context of the school’s ethos and pedagogical 
approach. 
 
 
Specific Duties? 
 
 To promote and support the inclusion of all pupils in the learning activities in which they are 

involved. 
 
 Under the supervision of the class teacher to undertake a range of teaching activities with the 

individuals, groups of pupil and the whole class where appropriate.  Using a range of techniques 
to present learning tasks and curriculum content in a clear and stimulating manner in order to 
maintain pupils’ interest and motivation. 

 
 Under the supervision of the classroom teacher to plan, devise and extend appropriate 

educational activities.  This will include contributing to the development of IEPs and Personal and 
Pastoral Support Plans and will require the understanding of aims, content, teaching strategies 
and intended outcomes of lessons.  To support and work with teachers to identify and respond 
appropriately to individual differences between pupils so that demanding expectations may be set 
and to contribute to decisions about the most appropriate learning goals and strategies. 

 
 To assist the classroom teacher in evaluating pupils’ progress through a range of monitoring and 

assessment activities.  Using the results of this monitoring to inform further targeted intervention, 
developing pupils’ skills and learning and to give oral and written feedback on attainment and 
progress to both pupils and the teacher as required which has a measureable impact on learning 
and progress. 

 
 To effectively prepare, maintain and use appropriate classroom teaching materials and 

equipment, including organising the use of audio/visual and ICT equipment, bearing in mind the 
efficient usage of school resources. 

 
 To support expectations of pupil attitude and behaviour and assist in securing appropriate 

standards of discipline to create and maintain a purposeful, orderly and supportive environment 
for pupils’ learning. 
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 To support the teaching of literacy, numeracy or other specific curriculum areas as required and 
agreed with the Headteacher / Manager. 

 
 Under an agreed system of supervision, take a lead role to address the needs of pupils who need 

particular help to overcome barriers to learning in becoming successful, independent and resilient 
learners. 

 
 Deliver specialist, short-term intervention programmes for pupils following discussion and regular 

meetings with relevant members of staff including monitoring of effectiveness of the programmes. 
 

 Provide detailed verbal and written feedback on lesson content, student responses to learning 
activities and student behaviour to teachers, parents and pupils. 

 
 Plan and prepare and adapt lessons with teachers, participating in all stages of the planning cycle, 

including in lesson planning, evaluating and adjusting lessons plans.  Including setting and 
marking of appropriate homework. 

 
 Develop and prepare high quality resources for learning activities in accordance with lesson plans 

and in response to pupil need which will enable pupils to make progress. 
 

 Contribute to the planning of opportunities for pupils to learn in out-of-school contexts in line with 
the school’s policies and procedures. 

 
 Assess pupils’ responses to learning tasks and where appropriate, modify methods to meet 

individual and/or group needs to improve learning. 
 

 Support the teaching staff with reporting pupils’ progress and achievements at parent evenings 
which are usually held outside school hours.   

 
 To make regular contact with parents including formal reporting cycles about progress to 

overcome barriers to learning. 
 

 Provide opportunities to develop pupils’ understanding by relating their learning to real and work-
related examples, recognising that learning takes place outside the school context. 

 
 Liaise with colleagues and agencies responsible for pupils’ welfare. 

 
 Select and make good use of all resources available which enable teaching objectives to be met. 

 
 Evaluate their own teaching critically and use this to improve effectiveness. 

 
 Be patient, persistent support and caring towards all pupils and parents when delivering support. 

 
 Demonstrate outstanding commitment to the successful inclusion of all pupils. 

 
 Be highly sensitive to and skilled in dealing with pupils emotional and social needs. 

 
 Have a high regard for confidentially but also be aware of when to pass on information. 

 
 Communicate effectively and constructively with staff and pupils. 

 
 Demonstrate tenacity, positively, persistent and patience in the face of difficulties. 

 



CONTEXT SHEET 

 
 Undertake whole class supervision within the department as required. 

 
 Under agreed school procedures to give first aid where necessary: or assist with programmes of 

special care under the direction of the appropriate specialist. 
 

 To assist with preparation for school visits and the supervision of pupils on such visits, in liaison 
with the Educational Visits Coordinator. 

 
 To help identify personal training needs required to help implement school priorities and enhance 

own job performance. 
 

 To keep up to date with relevant subject knowledge to enable fulfilment of role. 
 

 To provide admin duties to ensure the smooth running of the department include maintaining 
departmental trackers, departmental minutes and quality assurance as required. 

 
 Be patient, persistent, supportive and caring towards  all pupils and parents when delivering 

support 
 

 Be highly sensitive to and skilled in dealing with pupils’ emotional and social needs 
 
 Have high regard for confidentiality but also be aware of when to pass on information.  

 
 Demonstrate tenacity, positivity, persistence and patience in the face of difficulties 

 
 Produce displays to promote the school ethos, learning and high expectations. 

 
 Communicate effectively. 

 
 To assist with the smooth running of the school by undertaking daily duties as required. 

 
 Undertake first aid as required. 

 
 To assist with the organisation and supervision of year group or group trips, school proms, 

community week and presentation evenings, etc. 
 

 Be aware of, and comply with polices and procedures relating to child protection, health, safety, 
confidentiality and data protection, reporting all concerns to the appropriate person. 

 
 Use of the school’s data systems including Sleuth and SIMS to keep up to date, timely and 

accurate records. 
 

 Attend and participate in regular meetings, training and other learning activities as required, 
contributing to the overall ethos and aims of the school. 
 

 To co-ordinate planned activities to meet the needs of identified subgroups and individuals on 
personalised programmes.  

 
 To contribute to the smooth running of the school before school, after school and during the 

school day. 
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Context Reference No  
Context Prepared / Amended  

 

 Co-ordinate the monitoring of the use of pupil planners by tutors to promote effective 
communication in school and within the home. 

 
 To contribute to extra-curricular activities in order to provide further opportunities for pupils’ 

social and cultural development. 
 

 To undertake all administration tasks required and keep accurate records of all meetings with 
pupils and families.  Including inputting on the school’s data system ie. SIMS and Sleuth. 

 
 Make a positive contribution to the wider life of the school. 

 
 Ensure record keeping and administrative duties are carried out in a timely, accurate and effective 

way. 
 

 Promote pupils respect for the schools learning environments, facilities and equipment and 
adherence to the schools uniform policy. 

 
 Be a role model for pupils including respect, courtesy, good manners and how such behaviours 

contribute to school life, relationships, adult life and work. 
 

 
 
RESPONSIBLE TO:     Assistant Headteacher  
 
 
RESPONSIBLE FOR:    
 


