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Introduction

The use of Teaching Assistants in mainstream primary schools, have increased over the recent years. This has been due to the increasing inclusion of pupils with special education needs in mainstream classrooms, resulting in a greater need for additional support of Teaching Assistants.                

At Unique Education we understand the importance of Teaching Assistants in the education process and the valuable support you provide to pupils to contribute to their progression and achievements. 

This handbook provides practical guidance to support you in the role of a Teaching Assistant, including how to assist pupils’ development and in the learning process across the curriculum.

Please also refer to the separate “Special Educational Needs Booklet”.

If you have any questions, please contact a member of our team.

We hope you enjoy your time with us.

Ian Booy 

Operations Director

Teaching Assistants Roles and Responsibilities 

In general:

Teaching Assistants support teachers in a variety of ways depending on the individual school. Some Teaching Assistant will support an individual pupil with special education needs, whereas others will support groups within a class, especially during literacy and numeracy sessions.

The role of Teaching Assistant is to support pupils to enable them to achieve higher academic standards, develop social skills and become part of the whole school community. It is not the Teaching Assistant responsibility to have sole charge of a class at any time but to support the teacher and other school staff to provide a positive, stimulating learning environment.

Teaching Assistants should feel appreciated and a valuable member of the whole school team, in order to meet the needs of the pupils in their care. During long term and permanent positions, Teaching Assistants should be included in planning meetings and training where appropriate. 

What skills/qualities are needed to become an effective Teaching Assistant?
Despite the range of qualifications available of Teaching Assistants, they are not essential due to the higher emphasis on skills, attributes and qualities required to be effective in the role. These would include the following:

· Patience
· Empathy
· Initiative
· Flexibility
· Sense of humour
· Enthusiasm 
· Team player
· Good level of literacy and numeracy
· Reasonable level of ICT
What are the main responsibilities of a Teaching Assistant?
· Supporting the pupil(s)
· Supporting the teacher
· Supporting all staff
· Supporting the curriculum

How to support pupils?

· Encourage and support learning across the curriculum
· Ensure the pupils well being and safety
· Build good relationships
· Develop inclusion within the class
· Develop and support pupils (Individual Education Plan)
· Provide feedback to both pupils and teachers on their achievements
· Assess pupils development against learning objectives and targets
· Motivate pupils and develop self esteem
· Assisting pupils to work through schemes set by the teacher
· Encourage pupils to become more independent
· Work closely with class teacher in order to develop the pupils learning
· Develop social and interaction skills with pupil and peers
· Listen to the pupils needs and opinions
· Develop your knowledge of areas to provide support required by the pupil
How to support the teacher?

· Organise classroom in preparation for lessons with guidance
· Assist with displays and filing of pupils work
· Report to teacher any concerns with regards to pupils
· Report to teacher progression and achievements
· Carry out record keeping with guidance
· Liase with parents and other staff with relevant information
· Use strategies recommended by the school to support pupils
· Promote good pupil behaviour, setting high expectations of all pupils
· Resolve conflicts and incidents that occur within schools policies
· Evaluate and monitor pupils responses to learning activities through different means
· Attend planning or training when requested by teacher
· Support pupils access to learning using appropriate strategies and resources
· Work alongside teacher with lesson planning including evaluating and adjusting 
        activities where appropriate for the pupils learning

· Assist in the implementation and monitoring of behaviour management strategies
· Assist in the handling of resources and equipment during the day
· Support the cleanliness of the learning environment
· Liase with SENCO where necessary
· Assist in the preparation and review of IEP’s
How to support the school?

· Know and support the school policies relating to health and safety, child protection,                                 
        confidentiality and data protection

· Support differentiation to allow all pupils to have equal access to the curriculum

· Value all other professionals within the school community

· Attend all relevant meetings and training

· Accompany class on school visits 

· Provide guidance and support for other staff

· Deliver learning activities with guidance of a teacher

· Support the schools values and believes

· Select and prepare resources necessary for the learning activities

· Establish relationships with everyone involved in the school

· Assist in maintaining a safe environment

· Liase with parents

· Assist in the whole school responsibilities

· Support schools events eg. School discos

· Help pupils to follow instructions

· Support pupils in light of the national learning strategies with guidance

How to support the curriculum?

· Support pupils throughout the curriculum providing suitable learning activities
· Select and provide resources required for the learning objectives
· Assist in the preparation work prior to lessons
· Under guidance of teacher plan and deliver activities
· Implement learning/teaching programmes 
· Provide feedback linked to learning objectives
· Provide feedback to the teacher based on progression/problems 
Working in Schools

The majority of Teaching Assistants will spend their time in classrooms within primary or secondary schools, however the opportunity may arise to work in a private nursery or with pre-school children.

The UK system
It is compulsory for all children aged between 5 and 16 to attend school. Children start school in the September before they turn 5. Pupils can extend their education at the age of 16 to 18 before beginning university or college.

School types

Nursery Schools

3 months – 4 years old

Infant Schools

Foundation Class – 4-5 year olds






KS 1 – Year 1 – 5-6 year olds







 Year 2 – 6-7 year olds

Junior Schools

KS 2 – Year 3 – 7-8 year olds







 Year 4 – 8-9 year olds







 Year 5 – 9-10 year olds







 Year 6 – 10 –11 year olds







Primary School

Infant and junior classes within one school (KS 1 & KS 2)

Secondary School 
KS 3 – Year 7 – 11-12 year olds







 Year 8 – 12-13 year olds







 Year 9 – 13-14 year olds






KS 4 – Year 10 – 14-15 year olds







 Year 11 – 15-16 year olds







6th Form – 16-18 year olds

Special Schools

Those pupils with special educational needs who can not be catered for within mainstream school are taught here, where they can receive specific additional supports for their needs. Most special schools cater for pupils of all ages from 5-18.

School Terms

Term 1 – 1st week of September – mid October

Term 2 – Mid October – 3rd week of December

Term 3 – 1st week of January – mid February

Term 4 – Mid February – Easter

Term 5 – 2 weeks after Easter – mid May

Term 6 – Mid May – Mid July
Structure of the school day

Primary Schools

All schools have the right to organise their school day to suit their needs, however the below example is of a typical school routine. When assigned to the school you will receive a copy of the schools daily plan.

9:00


Registration

9:10


Assembly

9:30


Literacy

10:30

Break time

11:00

Numeracy

12:00

Class time

12:15

Lunchtime

13:15

Afternoon registration

13:30

Lessons

15:30

End of school day

Secondary Schools
9:00


Registration

9:15


Period 1

10:15

Period 2

11:15

Break time

11:30

Period 3

12:30

Lunch

13:30

Period 4

14:30

Period 5

15:30

End of school day

National Curriculum
In England there is a statutory National Curriculum, which is the entitlement of every pupil. It sets out clear attainment targets that need to be met and determines how performance will be assessed.

In 2006 the renewed Primary Framework Work was published replacing the National Literacy and National Numeracy Strategy. This framework aims to raise standards of primary aged pupils in England. You will need to be aware of the new strategy prior to working in a primary school.

School Staff

Head Teacher

Is responsible for how the school runs, some may also teach a class part time but this is not always the case in larger schools, where the administration is on a larger scale.

Deputy Head

Works closely with the Head Teacher and senior management team to ensure that the school is run smoothly. The majority of Deputy Heads also teach alongside this senior role.

SENCO

The Special Educational Needs Co-ordinator is responsible for the policy and learning of pupils with special educational needs. The SENCO provides Teaching Assistants and Teachers with additional support for pupils with additional needs, including in some cases additional planning, resources and assessments. The SENCO is also responsible for the SEN register and the over seeing of IEP’S (Individual learning plans). 

Class Teacher

In most primary schools the class teacher is responsible for all the teaching of a particular class, although in some schools pupils will rotate for numeracy in ability groups for example. In these cases class teachers will teach higher or lower sets etc. 

Subject Teacher

Teachers in secondary schools have a specific subject in which they teach to all year groups. They develop the subject curriculum within teams and teach all year groups throughout the day.

School Governor

The School Governors make decisions alongside the Head and Deputy Teacher with regards to the school budget, reviewing staffing levels, interviewing new members of staff and managing the school site. The governors are made up of teaching staff, senior staff, parents as well as other interested parties. A school governor is voluntary however the governing body have legal responsibilities. 

EAL/ESL/TESL Teachers

Those pupils with English as an additional language may have the extra support of a specialised teacher. 

EAL – English as an additional language teacher

ESL – English as a second language teacher

TESL – Teaching English as a second language teacher

Supply Teachers

Supply teachers cover permanent members of staff when absent or during their PPA (planning, preparation and assessment time). Supply teachers may work in more than one school throughout the day or for longer periods of each day.

Planning Preparation Assessment Time (PPA)

From September 2005 PPA time was introduced in schools, providing teachers with a 10% non-contact time, in order to plan, prepare and assess. Due to the pressures put on the schools to cover this time several different methods have been introduced depending on the school. Some schools will cover PPA by using supply teachers whereas others cover the time using higher order TA’s. Higher order TA’s can cover small amounts of whole class time, during this time they teach from teacher’s planning usually PSHE or another foundation subjects.

Day-To-Day Clerical Tasks for a TA

· Collecting money

· Chasing absences

· Photocopying

· Producing standard letters (guidance from teacher)

· Producing class lists and labels

· Record keeping and filing

· Classroom displays

· Collating pupil reports

· Administrating examinations

· Ordering supplies

· Minute meetings

· Seeking personnel advice

· Inputting pupil data

Working on Supply

How supply works?

At Unique Education we will find work in schools in your local area that you will be comfortable with and have the appropriate experience. 

We will try and provide you with as much notice as possible prior to an assignment however this will not always be possible due to staff sicknesses etc. When we offer you assignments you are not obliged to accept them. We will provide full details of the assignment prior to you confirming. 

During assignments you will be expected to follow the schools code of conduct, rules and strategies. When arriving at your assignment you will be provided with the relevant documentations such as fire procedures, timings, school layout etc.

For morning assignments you will be expected to arrive at 08:30 in the school reception, where you will be met. For afternoon assignments you will be expected to arrive half an hour prior to the end of lunchtime. You will need to sign-in at the school.

At the end of your assignment you will need to complete a timesheet and obtain a signature from a member of staff. These time sheets are one per venue; if you are covering several days in the school you obtain one signature at the end of your duration.

Timesheets need to be returned to the office via email, post or dropped through the letterbox by the following Monday to ensure you receive your pay a week in arrears.

Availability

In order for us to provide you with supply work, we request that you inform us of your availability a week in advance. This will avoid us contacting you early in the morning when you are unavailable.

Timesheets

New timesheets will be sent with your pay slips fortnightly and are also available to download from our website www.uniquestaffing.co.uk.

After confirming an assignment

On confirming a booking please ensure you have all the details you require and that you have worked out a route to ensure that you reach your assignment on time. Some schools will have large car parks, whereas others rely on parking in residential streets. Schools generally lock their car parks for a short amount of time prior to school starting and after school as finished, to allow pupils to leave the site in a safe surrounding. 

Unable to work/ arriving late

If you are unable to make an assignment please contact us, not the school, as soon as possible on: 01752 881621, to allow us to find cover. If you are expecting to arrive late to an assignment, due to traffic etc, please contact us ASAP in order for us to contact the school and let them know you are running late.

Break and Lunch
Break times and lunchtimes will vary from school to school, some schools will welcome you into the staff room, whereas, due to large amounts of staff and sizing of rooms, others will request you stay in your classroom. Some schools allow their staff to sign out over lunch periods to leave the grounds whereas others expect you to stay on site. These procedures will need to be discussed when you arrive at the school. Please bring a packed lunch, as not all schools will have facilities where staff can order their lunches.

Break time duty

If you are covering a member of staff that is scheduled to carry out break duty you will be expected to cover this duty. There will always be a qualified member of staff with you during supervisions. Some schools allow their TA’s to have a 10 minute break at the end of duty in order to have a cup of coffee whereas other schools do not, so please check this prior to the duty.

Staff room

Some schools will have certain tea and coffee facilities for supply staff, others will have an open policy and some schools will have labelled jars for individuals. If there is a moneybox for tea and coffee you will be expected to contribute whilst helping yourself to a drink. Also, some staff members may have their own mugs so ensure you use a plain mug to avoid upsetting other staff members. 

Before leaving the school

Once all pupils have been collected you should help tidy the classroom ready for the next day. Please obtain a signature from a member of staff on your timesheets and sign out prior to leaving the school grounds. 

Personal conduct

Most schools have a ‘hands off’ policy this is to avoid the most innocent actions from being misconstrued. If an incident arises during the day please report to the class teacher or a relevant member of staff.

Your pay

Timesheets are your responsibility and need to be completed and returned by the following Monday. If these are not submitted on time your pay may be delayed and not processed until the following week. As long as your timesheets are submitted on time, on the Monday, you will be paid on Friday for the previous weeks work. 

We will pay your wages directly into your bank account; all relevant deductions will appear on your wage slip, which will be sent to you by post fortnightly. 

Working in the classroom

Supporting pupils learning

During learning activities:











TA’s roles in supporting learning activities:











How TA’s support pupils during the core subjects?

The TA needs to work with the teacher closely to provide support for small groups or individual pupils. TA’s always need to support pupils during whole class discussions and teaching to allow pupils to access the curriculum. 

You will help primary aged pupils to:

· Read confidently and fluently
· Write using strategies
· Understand and learn spelling patterns
· Develop their vocabulary bank
· Become interested in different narratives
· Develop an imagination through role play
· Understand the learning objectives
· Understand the number system
· Have confidence with numbers
· Problem solve
· Use and apply mathematics to solve questions
· Explain how they solved a problem
· Understand graphs, diagrams and symbols
· Develop mental strategies for mental calculation
You will help secondary aged pupils to:

· Understand different interpretations of texts
· Read deeper into meanings of text
· Explore how writers create plots and characters
· Look at different ways of presenting text
· Extend their grammatical knowledge
· Write fluently with legible presentation
· Understand the number system in detail
· Perform mental strategies
· Use a calculator efficiently
· Develop efficient problem solving skills
· Know the use of letters in algebra
· Use and understand equations
· Collect, organise and present data in different formats
Behaviour Management

In your role as a TA you need to support and promote the schools policies with regards to behaviour. You should praise pupils who are adhering to the rules to encourage other pupils to follow. Some pupils will have specific targets with regards to behaviour and socialising that need to be met by the pupil through constant support.

How to promote positive behaviour?

· Learn and use pupils names

· Build a relationship with the pupils

· Use effective communication skills and encourage pupils to develop these

· Identify pupils needs and support these

· Encourage pupils to take responsibilities

· Promote parental involvement 

A TA can offer the additional time to

· Listen to pupils attentively
· For pupils to do things for themselves
· Listen to pupils read if not heard at home
· Listen to pupils problems or worries
· Develop and maintain hygiene eg. hands etc
· Support pupils during hard times eg. divorces, bereavements etc
· Develop pupils small motor skills
· Encourage positive social play
Professional Practices

Teamwork

In your role as a TA you will work with many teaching and non-teaching staff in the schools, therefore, you need to be able to work as part of a team. In order to work effectively as a team you need to be aware of the different roles that members play in the school and understand the process for decision-making.

The team may include all or some of the following roles:

· Head teacher
· Deputy head teacher
· SENCO
· Specialist teachers
· TA’s
· Class or subject teachers
· Parent helpers
· Volunteers
· Students on placement from university
· Governors
· Caretaker
· Meal time assistants
During long-term placements teamwork is essential, to be an effective team player you need to be aware of:

· Organisation of the school and wider community
· Your personal responsibilities within the school
· The roles of other team members within the school
· How to contribute to the team
· How to participate during team meetings
· Key school policies including equal opportunities, health and safety, child protection 
and confidentiality
· Your roles and responsibilities on relation to these policies
Dress code
All staff are required to dress in an appropriate way whilst in school, therefore dressed in a smart, professional way. As a TA you are not required to wear a suit, shirt and tie however you expected to dress appropriately. Therefore no jeans, low v-neck tops, skirts above the knee, flip flops or very high shoes. 

Child protection

TA’s have contact with pupils on a daily basis both in groups and independently therefore it is essential that you report any worries or concerns with regards to child protection to the class teacher and child protection officer. Possible indicators of abuse or neglect are:

· Signs of physical abuse

· Signs of mal treatment

· Changes in appearance and hygiene

· Uncharacteristic behaviour

· Failure to develop in the expected ways

If a child begins to open up to you about specific incidents you must NEVER promise or suggest that the information you have heard will be kept a secret, however you can ensure the pupil the information will only be passed in confidence to the relevant staff that can help. Notes must be taken from incidents and discussed at length with the child protection officer. You must NEVER ask leading questions or put words into a pupil’s mouth.

Equal opportunities

Every pupil has the right to learn and be happy at school; therefore in your role you must ensure that pupils feel valued and respected. Some pupils will feel that they do not fit in due to learning/physical difference, home life, race or religion for example but you can educate their peers in order to open their views. 

In your role as a TA you need to have a positive attitude to all pupils, in order to support them in their education. Pupils with SEN need extra support that fits into the context of their overall development, to allow them to access and reach targets from the curriculum. 

If you are aware of any incidents with regards to race, religion, sex or derogatory remarks aimed at a pupil you must challenge and report this.

Health and safety

Working in a school, you need to be aware of the schools policies with regards to health and safety, including those who are responsible. In your role you are responsible for the location and safety of equipment in different learning areas, position or fire exits and the fire escape route, local and national requirements with regards to health, hygiene and safety in school. You must ensure that all learning areas are accessible and safe for pupils to work in and that all equipment and surfaces are hygienic.

First aid

Working in schools, staff are responsible for the safety and welfare of all pupils in their care. Schools have dedicated staff trained in first aid that can carry out basic first aid when required. If a pupil requires first aid treatment you must send a responsible pupil to notify one of the staff trained in first aid and you must not administrate first aid yourself. 

Abbreviations 

Here is a comprehensive list of abbreviations you may hear or see within the educational setting of a school.

	ADHD
	Attention Deficit Hyperactivity Disorder

	ALS
	Additional Literacy Support – 24 week programme for pupils in year 3 and 4 who have fallen behind 

	ASD
	Autistic Spectrum Disorder

	AST
	Advanced Skills Disorder

	BESD
	Behavioural Emotional Social Difficulties

	BSL
	British Sign Language

	CHI
	Support society for Children of Higher Intelligence

	EAL
	English as an Additional Language

	ELS
	Early Learning Support 

	EMA
	Ethnic Minority Achievement

	EMTAG
	Ethnic Minority Traveller Achievement Grant

	ESL
	English as a Second Language

	HI
	Hearing Impairment

	IEP
	Individual Education Plan

	LSA
	Learning Support Assistant

	LSU
	Learning Support Unit

	MLD
	Mild Learning Difficulties

	MSI
	Multi Sensory Impairment

	NASEN
	National Association for Special Educational Needs

	PD
	Physical Disability

	PEP
	Personal Education Plan

	PMLD
	Profound and Multiple Learning Difficulties

	PSLD
	Physical and Severe Learning Difficulties

	SEN
	Special Educational Needs

	SENCO
	Special Educational Needs Coordinator

	SLCN
	Speech Language and Communication Needs

	SLD
	Severe Learning Difficulties

	SpLD
	Specific Learning Difficulties

	TEACCH
	Treatment and Education of Autistic and Related Communication Handicapped Children

	VI
	Visual Impairment


www.uniquestaffing.co.uk

Unique Education

C/O Unique Staffing Ltd, The Annexe, 118 Winstone Lane, Brixton,

Plymouth PL8 2DH   Tel: 01752 881621    Fax: 01752 881409

Pupils need …





explore their environment








investigate their ideas








discover things for themselves








to learn from their mistakes








explore their environment








support from peers and adults








encouragement to extend their knowledge








to develop autonomy through being given responsibilities








to provide support at an appropriate level








to encourage pupils throughout the activity








to support schools strategies








to use appropriate resources








to modify activities where necessary








to promote independency








to provide feedback to teacher











TA’s need ….


























to provide learning activities with guidance from the teacher
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