Guidelines

Support Staff Job Descriptions


Introduction
Support staff in schools have a wide variety of duties that take account of the flexible requirements and needs. This suite of job descriptions (JDs) is generic and has been put together as a tool for schools to assist with the implementation of the national agreement, restructuring, revision of roles and to assist with performance management. It is not anticipated that it will cover every requirement for every school.

It is not essential that schools apply these job descriptions and person specifications, however it is recommended that schools consider either adopting them, plagiarising the relevant elements from the JDs, or draft revised local job descriptions in order to fulfil the requirement of the workforce reform agenda.

1. Role of Teaching Assistants

The National Joint Council (NJC) have recommended that teaching assistants now work across a combination of four levels as follows:

	National level
	Skill Level
	Ealing Evaluation Level

	Level 1
	Induction
	Scale 4

	Level 2
	NVQ 2
	Scale 5

	Level 3

(Includes cover supervision)
	NVQ 3 – Specialist Knowledge/Skills

Cover Supervisor
	Scale 6

	Level 4

(Includes specified work)
	NVQ 4 – Higher Level Teaching Assistant (HLTA)
	Scale 7


Salary bands are according to the individual post holder and whether the employee works 32 ½ hours or less. Longer serving staff members may attract a slightly higher salary due to harmonisation protection rights. Therefore the salary bands quoted above are a general guide only.

As of 1st April 2005, the new 35 hours for all as an FTE rather than 36 for all council staff took effect. When calculating costs remember to include on costs, which will vary for each individual employee depending on whether they are for example in the pension scheme or not.  Should you choose to review your current staff roles and responsibilities and either adopt these new JDs, use amended version or develop your own please note the following: 

a) This should be undertaken in consultation and negotiation with existing post holders and unions as for any change in JD.

b) Any changes made to the job description will require the post to be re evaluated.

2. Cover for Teacher Release for Planning, Preparation and Assessment

If you are intending on utilising a teaching assistant for cover purposes for short term purposes (up to 3 days) on an unplanned basis, this requirement must be clearly indicated in the job description for the post. Whether this is the schools own local JD or the application of a version of the generic suite you should note that the post must be at a minimum of national level 3 (locally evaluated to scale 6) in order to fulfil the requirements of the national agreement.

3. Specified Work - Higher Level Teaching Assistant (HLTA)

The definition for specified work is delivering lessons to groups or whole class and there is an assumption the post holder will have had some input in the planning and assessment of the lesson. In order for this to apply the post must be a minimum of national level 4 (locally evaluated scale 7). 

 For further information please refer to the national website www.tda.gov.uk/supportstaff or www.egfl.org.uk  

However please note it is not essential for an individual who is appointed at national level 4 (Ealing scale 7) to have the HLTA status although we would recommend that they  work towards the status. 

4. Guidelines on Individual Job Descriptions and Person Specifications

Before you choose to adopt or in some way use these JDs and person specifications in your school please be mindful to read the associated guidance notes below.

The JDs and specifications have been drawn up from NJC guidelines in conjunction with the national unions who have signed up to the National Agreement, as well as good practice from other local authorities. They have been consulted with appropriate local union representatives. 

You will note there are many generic elements copied across the JDs and specifications. As for all school positions there is a requirement for any posts being recruited to have an enhanced criminal record bureau check before the employee commences work.

In terms of general duty of care and health and safety, you should also note in the person specifications where ability to use a piece of equipment is state this assumes the employee will be trained for this purpose.

a) Level 1 teaching assistant (local evaluation scale 4)

This is induction level and therefore work should be under the direct instruction of class teacher or level 4 teaching assistant at all times. There is a recommendation although not mandatory (so has not been included in the JD) that the post holder undertakes the DCSF induction-training programme Item (g) on the person spec indicates “ability to successfully complete first aid training”. This will be according to the individual needs and aspiration of each school and does not necessarily mean the post holder will be a  nominated first aider.

b) Level 2 teaching assistant (local evaluation scale 5)

Postholders should work under instruction and guidance. Please note on the support to teacher element of the JD, “To administer and mark routine tests” should include simple class based tests such as basic spelling only and should not be used for SATS

c) Level 3 teaching assistant (local evaluation scale 6)

Postholders should work under guidance. The cover supervisor element of the role should be for short term. This is identified in the national agreement as being up to 3 days. You should note that cover supervision should not be a primary function of the post but an occasional activity unless the job role is specifically that of a cover supervisor for which we have created a separate JD.

d) Level 4 teaching assistant (local evaluation scale 7)

Postholders should work under a system of agreed supervision or management. It is permissible for schools to appoint a level 4 teaching assistant providing they meet all the criteria on the person specification in the usual way without them either having or working towards the higher level teaching assistant (HLTA) status.

At any level if the postholder is taking children out of school for say field trips and they are taking primary responsibility for this, the school should consider health and safety and insurance implications. 

5. Further Advice

If you require advice on drawing up job descriptions or person specifications or require support in making any structural changes to you staffing please contact Therese McNulty, schools’ workforce adviser on tmcnulty@ealing.gov.uk or a member of the schools’ HR team for advice.

