
 

 
 

 

                                                                                          
  Rudyard Kipling Primary School and Nursery 

  
   

 
JOB DESCRIPTION 
 
 
JOB TITLE:   Learning Support Assistant (Level B) 
 
REPORTS TO:  Inclusion Co-ordinator (INCO ) / Headteacher 
 
 
 
Please note: This Job Description has been adapted from a National Generic Job Description and 
describes the level of responsibility that you will be required to undertake. Within this role, you will be 
required to carry out the majority of tasks listed, and your line manager will advise you of those that are 
not applicable. 
 
1. PURPOSE OF JOB 
 
To work under the instruction and guidance of teaching & senior staff to undertake work / care / support 
programmes, to enable access to learning for pupils with special educational needs and disabilities, and 
to assist the teacher in the management of these pupils.   Work may be carried out on a one-to-one or 
small group basis, in the classroom or outside the main teaching area. 
 
 
2. PRINCIPAL ACCOUNTABILITIES 
 
Support for the Pupils 
 
• Supervise and provide particular support for a specific pupil or group of pupils with special 

educational needs and disabilities, ensuring their safety and access to learning activities, and the 
safety of those around him / her.  

• Assist with the development and implementation of Individual Education and Health Care Plans / 
Behaviour Plans and Personal Care programmes 

• Establish constructive relationships with pupils and interact with them according to their individual 
needs 

• Promote the inclusion and acceptance of all pupils 
• Encourage pupils to interact with others and engage in activities led by the teacher 
• Promote self-esteem and independence 
• Provide feedback to pupils in relation to progress and achievement, under guidance of the teacher 
 
Support for the Teacher 
 
• Create and maintain a purposeful, orderly and supportive environment in accordance with lesson 

plans and assist with the display of pupils' work 
• Use strategies, in liaison with the teacher, INCO and other agency professionals, to support pupils to 

achieve learning goals 
• Assist with the planning of learning activities 
• Monitor pupils' responses to learning activities and accurately record achievement / progress as 

directed 

 



 

 
 

 

• Provide detailed and regular feedback to teachers, INCO and relevant professionals on pupils' 
achievement, progress, problems etc 

• Promote good behaviour, dealing promptly with conflict and incidents in line with established school 
policy, and encourage pupils to take responsibility for their own behaviour 

• Establish constructive relationships and work closely with parents / carers 
• Administer routine tests and assessments  
• Provide clerical / admin support, e.g. photocopying, word-processing, filing, administer coursework, 

preparation of resources etc 
 
Support for the Curriculum 
 
• Undertake structured and agreed learning activities / teaching programmes in and out of the 

classroom, adjusting activities according to pupil responses 
• Undertake programmes linked to local and national learning strategies e.g. literacy, numeracy, early 

years, recording achievement and progress and feeding back to the teacher 
• Support the use of ICT in learning activities and develop pupils' competence and independence in its 

use 
• Prepare, maintain and use equipment / resources required to meet the lesson plans and assist pupils 

in their use (eg copiers, cameras etc)  
 
 
Support for the School 
 
• Be aware of and comply with policies and procedures relating to behaviour, safeguarding and child 

protection, health, safety and security, confidentiality and data protection, reporting all concerns to 
an appropriate person 

• Be aware of and support difference and ensure pupils have equal access to opportunities to learn 
and develop 

• Contribute to the overall ethos / work / aims of the school 
• Appreciate and support the role of other professionals 
• Attend and participate in relevant meetings as required 
• Participate in training and other learning activities and performance development as required 
• Assist with the supervision of pupils out of lesson times, including before and after school and at 

lunchtime 
• Accompany teaching staff and pupils on visits, trips and out of school activities as required and take 

responsibility for a group under the supervision of the teacher 
 
 
The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be 
other duties and requirements associated with your job and, in addition, as a term of your employment 
you may be required to undertake various other duties as may reasonably be required. 
 
Your duties will be as set out in the above job description but please note that the Council reserves the 
right to update your job description, from time to time, to reflect changes in, or to, your job. 
 
You will be consulted about any proposed changes. 
 
 
 
 
 
 
 



 

 
 

 

 
 
PERSON SPECIFICATION: 
 
 
Criteria 
 

Essential Criteria 

Job Related 
Education, 
Qualifications and 
Knowledge 

• A good standard of education (eg. NVQ  Level 2 or equivalent qualifications)  or 
relevant experience. 

• Experience of education at a primary school level  
• Understanding of learning processes and possible barriers to learning. 
• First Aid training, or willingness to undertake appropriate First Aid training, as 

necessary. 
  

Experience • Some experience of working with or supporting children of primary school age, 
and / or their families, ideally including support for children with special 
educational needs and disabilities. 

• Experience of working with pupils to support their learning. 
• A commitment to inclusion for all pupils. 
 
  

Skills & Abilities 
 
 
 
 
 
 

• Ability to communicate and engage effectively with a range of people:  eg 
children and families/carers, teaching staff, senior management within the 
school and professionals from other agencies. 

• Ability to demonstrate and promote positive values and behaviour, in line with 
the school’s behaviour policy. 

• Proven ability to work with and support pupils with challenging behaviour. 
• Ability to work with class teacher to identify potential barriers to learning and 

help children to overcome these barriers, including giving feedback on 
children’s learning and progress. 

• Ability to work as part of a team but also independently, manage own time well, 
possess good organisational skills and display excellent initiative. 

• Ability to react quickly and calmly and solve problems, in line with school 
policies and procedures, and in liaison with class teachers and other school 
staff. 

• Able to prepare simple written records, and keep accurate, up-to-date records, 
using information technology. 

• Competent use of information technology to support children’s learning. 
• To be willing to participate in meetings related to pupils’ and families’ needs, 

together with school staff and outside professionals.  
• Have an understanding of issues to do with child protection and safeguarding.  

Equalities  • To be able to demonstrate a commitment to the principles of Equalities and to 
be able to carry out duties in accordance with the Council’s Equalities Policy.  

 
Other 
Requirements 

• Prepared to undertake training relevant to the requirements of the job. 
• Demonstrate a commitment to continuing professional development. 

 
 
 
 
 
 



 

 
 

 

 
 
 
 
Midday Meals Supervisor (Play Team) 
 
Purpose of the Job 
 
To be responsible for the supervision and to ensure the safety of pupils in all areas inside or outside the 
school building throughout the midday break. 
 
 
Principal Accountabilities 
 
The range of duties will vary from school to school, however, postholders will undertake some or all of 
the following: 
 

• To supervise children at lunch time and to ensure their safety. 
• To actively promote positive behaviour in the playground by ensuring the zoned areas are utilised 

properly and intervening to encourage positive play activities. 
• To deal with inappropriate behaviour in accordance with the behaviour policy procedures and 

where necessary to report difficulties to the line manager. 
• To help solve conflict amongst children. 
• To mop up and wipe spillage from floor surfaces or meal tables as and when necessary. 
• To ensure that dining areas are left in a tidy condition. 
• To attend to injured or sick children, including clearing up in accordance with the school’s first 

aid procedures. 
• To ensure that any injury or sickness of children are referred for First Aid treatment. 
• To check that pupils do not remain in outside areas where lesson afternoons are due to begin. 
• To ensure that all playground equipment is used in a safe and appropriate manner.  
• To encourage positive game playing and sharing. 
• To supervise children utilising toilet facilities. 
• To have knowledge of individual pupils special needs and requirements.  
• To access all equipment and make it available to Children and pack such equipment away. 
• A Senior Mid-day Supervisory Assistant or other school representative is required to ensure the 

smooth running of the lunch period, supervise staff and maintain rosters. 
• To carry out administrative duties, e.g. photocopying or answering the telephone during periods 

of duty if requested.  
• To collect moneyboxes from office and dispense purses to children and ensure children have 

correct amount of money. 
• To ensure lunch crates are outside the restaurant, ready for the children to retrieve their packed 

lunch and to organise crates to be removed ready for the next sitting. 
 

• To uphold the Council’s policies for anti-discriminatory practice and equality of opportunity. 
 

• To uphold the Council’s and other departments’ Health and Safety requirements, particularly 
with regard to agreed codes of practice and safe methods of working. 
 

Your duties will be as set out in the above job description but please note that the Council reserves the 
right to update your job description, from time to time, to reflect changes in, or to, your job.   

 
You will be consulted about any proposed changes. 



 

 
 

 

The list of duties in the job description should not be regarded as exclusive or exhaustive.  
 
There will be other duties and requirements associated with your job and, in addition, as a term of your 
employment you may be required to undertake various other duties as may reasonably be required. 
 
 
PERSON SPECIFICATION 

  
  

                   ________________________________________________________________ 
  

 
 

ESSENTIAL CRITERIA 

Criteria Essential Criteria 
 

Job Related 
Knowledge, 
Experience and 
Qualifications 

• Experience of working with children outside of the home (minimum 
of one year preferred) 

• Knowledge of the school’s first aid procedures 

 

Skills and Abilities • Ability to work to time constraints 

• Ability to use own initiative 

• Ability to support colleagues and contribute positively to team 
building and working together 

• Ability to listen and to communicate effectively with children 

• Ability to respond and act quickly to varying situations in a calm 
manner 

 

Other 
Requirements 

Personal Qualities 

• Committed 

• Good Interpersonal skills 

• Patient/Calm 

• Firm but fair attitude 

• Flexible 

 


