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Prif Ddiben y Swydd

Gweithio dan arweiniad athrawon ac / neu aelodau o'r tim arweinyddiaeth ac o fewn cyfundrefn gytin
o oruchwyliaeth,

Cefnogi unigolion a grwpiau o ddisgyblion i gael mynediad i addysg. Gallai hyn gynnwys y rhai sydd
angen gwybodaeth fanwl ac arbenigol mewn meysydd penodol.

Cyfrannu at gylch cynllunio'r athro /athrawes gan sicrhau bod yr holl ddisgyblion yn cael mynediad
cyfartal i addysg

Yn achlysurol, goruchwylio dosbarth cyfan yn ystod absenoldeb tymor byr yr athro / athrawes. Y prif
ffocws fydd cynnal trefn dda a chadw disgyblion ar dasg.

Bydd angen i'r Goruchwylwyr Cyflenwi ymateb i gwestiynau ac yn gyffredinol yn cynorthwyo
disgyblion i ymgymryd &'r gweithgareddau a osodwyd.

Prif cyfrifoldebau

CEFNOGI DISGYBLION

Defnyddio sgiliau / hyfforddiant / profiad arbenigol (cwricwlaidd / dysgu / AAA) i gefnogi disgyblion
Cynorthwyo i ddatblygu a gweithredu’r CAU a’r CYU

Sefydlu perthynas weithio gynhyrchiol gyda disgyblion, gan weithredu fel model rél a gosod disgwyliadau
uchel

Hybu cynhwysiad a chymryd pob disgybl i mewn i gymdeithas yr ystafell ddosbarth

Rhoi sylw i anghenion personol disgyblion a gweithredu rhaglenni personol perthynol sy'n cynnwys
agweddau cymdeithasol, iechyd, corfforol, hylendid, cymorth cyntaf, toiledu, bwydo a symudoledd.

Yn dilyn hyfforddiant, gweinyddu meddyginiaeth yn unol & gweithdrefnau'r AALI a pholisiau'r ysgol.
Cefnogi disgyblion yn gyson wrth adnabod ac ymateb i'w hanghenion unigol

Annog disgyblion i ryngweithio a chydweithio gydag eraill a chynnwys pob disgybl ym mhob gweithgaredd
Hybu annibyniaeth a defnyddio strategaethau i gydnabod a gwobrwyo cyflawniad o hunanddibyniaeth
Darparu adborth i ddisgyblion mewn perthynas & chynnydd a chydnabod a gwobrwyo cyflawniad, gan
gynnwys ymddygiad a phresenoldeb.

CEFNOGI ATHRAWON

Gweithio gyda'r athro i greu amgylchedd dysgu pwrpasol, trefnus a chefnogol

Gweithio gyda'r athro wrth gynllunio gwersi, gwerthuso ac addasu gwersi / cynlluniau gwaith fel y
bo'n briodol

Monitro a gwerthuso ymateb disgyblion i weithgareddau dysgu drwy arsylwi a chofnodi cyflawniad
yn erbyn yr amcanion dysgu a bennwyd ymlaen llaw

Darparu ar gyfer yr athro yn 61 y gofyn, adborth llafar a / neu ysgrifenedig ar gynnydd a
chyflawniad disgyblion.

Bod yn gyfrifol am gadw a diweddaru cofnodion fel y cytunwyd gyda'r athro, gan gyfrannu at
adolygiadau o systemau / cofnodion yn 6l y gofyn

Pan fydd gofyn, yn ymgymryd & marcio gwaith disgyblion a chofnodi cyflawniad / cynnydd yn
gywir

Hyrwyddo gwerthoedd cadarnhaol, agweddau ac ymddygiad da’r disgyblion, gan ddelio'n brydlon
a gwrthdaro a chynnwrf yn unol &'r polisi sefydledig ac annog disgyblion i gymryd cyfrifoldeb am
eu hymddygiad eu hunain

Cysylitu'n sensitif ac yn effeithiol gyda rhieni / gwarcheidwaid fel y cytunwyd gyda'r athro o fewn
eich rél / cyfrifoldeb a chymryd rhan mewn sesiynau adborth / cyfarfodydd gyda rhieni, neu yn
unol & chyfarwyddyd

Gweinyddu ac asesu profion ac asesiadau

Darparu cymorth clerigol cyffredinol / weinyddol. ee gweinyddu gwaith cwrs, cynhyrchu taflenni
gwaith ar gyfer gweithgareddau a gytunwyd, ac ati
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CEFNOGI'R CWRICWLWM

Gweithredu gweithgareddau dysgu / rhaglenni addysgu a gytunwyd

Gweithredu rhaglenni sy’n gysylitiedig a strategaethau dysgu’r ysgol, y rhai lleol a'r rhai cenedlaethol
Gwneud defnydd effeithiol o gyfleoedd a ddarperir gan weithgareddau dysgu eraill i gefnogi datblygu sgiliau
perthnasol

Cefnogi'r defnydd o TGCh mewn gweithgareddau dysgu a datblygu cymhwysedd ac annibyniaeth y
disgyblion yn ei ddefnydd

Helpu disgyblion i gael mynediad i weithgareddau dysgu drwy gefnogaeth arbenigol

Pennu'r angen am, paratoi a chynnal a chadw cyfarpar cyffredinol ac offer ac adnoddau arbenigol

CEFNOGI'R YSGOL

Bod yn ymwybodol o, a chydymffurfio &, pholisiau a gweithdrefnau sy'n ymwneud ag amddiffyn plant,
iechyd, diogelwch a diogeledd, cyfrinachedd a diogelu data, gan adrodd am bob pryder i'r person priodol
Bod yn ymwybodol o wahaniaethau a'u cefnogi, a sicrhau bod gan bob disgybl fynediad cyfartal at
gyfleoedd i ddysgu a datblygu

Cyfrannu at ethos / gwaith / nodau cyffredinol yr ysgol, gan gynnwys y Cwricwlwm Cymreig.

Sefydlu perthynas adeiladol gydag asiantaethau / gweithwyr proffesiynol eraill a chyfathrebu a hwy, ary
cyd a chyswllt &'r athro, i gefnogi cyflawniad a chynnydd disgyblion

Mynychu a chymryd rhan mewn cyfarfodydd yn rheolaidd

Cymryd rhan mewn hyfforddiant a gweithgareddau dysgu eraill yn 6l y gofyn

Adnabod eich cryfderau a’ch meysydd o arbenigedd a defnyddio'r rhain i gynghori a chefnogi eraill
Darparu arweiniad a goruchwyliaeth briodol a chynorthwyo yn hyfforddiant a datblygiad staff cynhaliol eraill
fel y bo'n briodol

Ymgymryd & goruchwylio cynlluniedig o weithgareddau dysgu’r disgyblion y tu allan i oriau ysgol
Goruchwylio disgyblion ar ymweliadau, teithiau a gweithgareddau y tu allan i'r ysgol, yn 6l y gofyn

Yn gyfrifol am staff/offer

Dim

Yn atebol i

Pennaeth
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Meini Prawf Hanfodol

Cymwysterau, Hyfforddiant galwedigaethol ac Aelodaeth Broffesiyno

Lefel gyffredinol dda o addysg gyda sgiliau rhifedd a llythrennedd i lefel TGAU neu
gymhwyster cyfatebol.

Meddu ar gymhwyster cydnabyddedig megis NVQ 3 neu gymwysterau cyfwerth neu
brofiad

Hyfforddiant mewn strategaethau perthnasol i gefnogi dysgu

Y sgiliau sy'n ymwneud a'r swydd a Galluoed

Gwybodaeth

Gweithio'n adeiladol fel rhan o dim, gan ddeall swyddogaethau a chyfrifoldebau dosbarth
a'ch sefyllfa chi eich hun o fewn y rhain.

Meddu ar y gallu i ddefnyddio yn effeithiol y dechnoleg gwybodaeth a chyfathrebu, ee
cyfrifiadur, fideo, llungopiwr i gefnogi tasgau dysgu a gwaith .

Meddu ar sgiliau rhyngbersonol da er mwyn ffurfio perthynas dda gyda phlant ac oedolion
Y gallu i hunanwerthuso anghenion dysgu a chwilio am gyfleoedd dysgu.

Yn meddu ar ddealltwriaeth sylfaenol o ddatblygiad plentyn a’'r modd y mae plant yn
dysgu

Profiad

Gweithio gyda neu ofalu am blant o'r oed perthnasol .

Gweithio gyda disgyblion ag anghenion ychwanegol

Rhinweddau personol

Parodrwydd i gydymffurfio &'r polisiau a'r gweithdrefnau a fabwysiadwyd gan yr ysgol .

Meddu ar y gallu i gynnal eich hun mewn modd proffesiynol ar bob adeg.

Meino Prawf Dymunol

Wedi cwblhau'n llwyddiannus yn ddiweddar hyfforddiant cymorth cyntaf .

Meddu ar ddealltwriaeth o bolisiau / y codau ymarfer perthnasol ac ymwybyddiaeth o'r
ddeddfwriaeth gyfredol.

Meddu ar ddealltwriaeth gyffredinol o'r Cwricwlwm Cenedlaethol / Cwricwlwm y Cyfnod
Sylfaen a rhaglenni dysgu a strategaethau sylfaenol eraill.

Gweithio gyda disgyblion ag awtistiaeth




Sgiliau laith /Cyfathrebu

Cliciwch ary ddolen = Beth yw lefel eich gallug

Cymraeg Sgiliau Liafar Lefel 1 Sgiliau Ysgrifennu Lefel 1

Saesnheg Sgiliau Liafar Lefel 4 Sgiliau Ysgrifennu Lefel 4

Arall (hodwch)

GWIRIADAU'R GWASANAETH DATGELU A GWAHARDD (DBS)

Gall fod gwiriadau DBS yn ofynnol ar gyfer rhai swyddi lle bydd angen gweithio gyda
phlant ac oedolion agored i niwed. Mae'r canlynol yn ofynnol ar gyfer y swydd hon

Adran A -y math o ddatgeliad Datgeliad Manwl gan wirio'r rhestr wahardd

Adran B -y math o weithlu Y gweithlu plant

Y RHESWM

Gweithio mewn ysgol

UNRHYW WYBODAETH ARALL

Parodrwydd i fynd gyda staff addysgu a disgyblion ar deithiau, ymweliadau a
gweithgareddau y tu allan i'r ysgol yn 6l y gofyn.

Cynorthwyo gyda goruchwylio disgyblion y tu allan i'r ystafell ddosbarth, gan gynnwys cyn
ac ar 6l ysgol ac yn ystod amser egwyl, os oes angen.



https://www.carmarthenshire.gov.wales/media/1218857/lefelau-levels.pdf

Main Purpose of Job

To work under the guidance of teaching and /or members of the leadership team and within an
agreed system of supervision,

To support individuals and groups of pupils to enable access to learning. This could include those
requiring detailed and specialist knowledge in particular arecs.

To confribute to the teacher’s planning cycle ensuring all pupils have equal access to learning.
To occasionally supervise whole classes during short-term absences of feacher. The primary focus
will be to maintain good order and to keep pupils on fask.

Cover Supervisors will need to respond to questions and generally assist pupils to undertake set
activities.

Key responsibilities

SUPPORT FOR PUPILS

Use specialist (curricular/learning/SEN) skills/ training/ experience to support pupils

Assist with the development and implementation of IEPs and IBP’s
Establish productive working relationships with pupils, acting as a role model and setting high expectations
Promote the inclusion and acceptance of all pupils within the classroom
Attend to pupils’ personal needs and implement related personal programmes including social, health,
physical, hygiene, first aid, toileting, feeding and mobility.
Following training, administer medication in accordance with procedures for LEA and school policies.
Support pupils consistently whilst recognising and responding to their individual needs
Encourage pupils to interact and work co-operatively with others and engage all pupils in activities
Promote independence and employ strategies to recognise and reward achievement of self-reliance

e Provide feedback to pupils in relation to progress and recognize and award achievement, including

behaviour and attendance.

SUPPORT FOR THE TEACHER

o Work with the teacher to create a purposeful, orderly and supportive learning environment

o Work with the teacher in lesson planning, evaluating and adjusting lessons/work plans as
appropriate

e Monitor and evaluate pupils’ responses to learning activities through observation and the
recording of achievement against pre-determined learning objectives

e Provide the teacher as requested with oral and/or written feedback on pupils’ progress and
achievement.

o Be responsible for keeping and updating records as agreed with the teacher, contributing to
reviews of systems/records as requested
When requested, undertake marking of pupils’ work and accurately record achievement/progress
Promote positive values, attitudes and good pupil behaviour, dealing promptly with conflict and
incidents in line with established policy and encourage pupils to take responsibility for their own
behaviour

o Liaise sensitively and effectively with parents/carers as agreed with the teacher within your
role/responsibility and participate in feedback sessions/meetings with parents with, or as directed

e Administer and assess routine tests and assessments

e Provide general clerical/admin. support e.g. administer coursework, produce worksheets for
agreed activities etc
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SUPPORT FOR THE CURRICULUM

e Implement agreed learning activities/ teaching programmes.

o Implement programmes linked to school, local and national learning strategies

o Make effective use of opportunities provided by other learning activities to support the
development of relevant skills

e Support the use of ICT in learning activities and develop pupils’ competence and independence in
its use

o Help pupils to access learning activities through specialist support

o Determine the need for, prepare and maintain general and specialist equipment and resources.

SUPPORT FOR THE SCHOOL

e Be aware of and comply with policies and procedures relating to child protection, health, safety

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

e Be aware of and support difference and ensure all pupils have equal access to opportunities to
learn and develop
Contribute to the overall ethos/work/aims of the school, including Cwricwlwm Cymreig.
Establish constructive relationships and communicate with other agencies/professionals, in liaison
with the teacher, to support achievement and progress of pupils
Attend and participate in regular meetings
Participate in training and other learning activities as required
Recognise own strengths and areas of expertise and use these to advise and support others
Provide appropriate guidance and supervision and assist in the training and development of other
support staff as appropriate
Undertake planned supervision of pupils’ out of school hours learning activities
e Supervise pupils on visits, trips and out of school activities as required

Responsible for staff/equipment

None

Reporting to

Head Teacher
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Essential Criteria

Qualifications, Vocational training and Professional Memberships

A good general level of education with numeracy and literacy skills to GCSE level or
equivalent.

To hold a recognized qualification such as NVQ 3 or equivalent qualifications or experience

Training in relevant strategies to support learning

Job Related Skills and Competencies

Knowledge

Work constructively as part of a team, understanding classroom roles and responsibilities
and your own position within these.

Be able to effectively use information and communication technology e.g. computer,
video, photocopier to support learning and work tasks.

Good interpersonal skills in order to relate well to children and adults
Ability to self-evaluate learning needs and actively seek learning opportunities.

To have a basic understanding of child development and learning

Experience

Working with or caring for children of relevant age.

Working with pupils with additional needs

Personal qualities

Willingness to comply with the policies and procedures adopted for use by the school.

The ability to conduct oneself in a professional manner at all times.

Desirable Criteria

To have recently successfully completed first aid training.

To have an understanding of relevant policies/ codes of practice and an awareness of up
to date legislation.

To have a general understanding of national/ foundation phase curriculum and other basic
learning programmes and strategies.

Working with pupils with autism




Language and Communication Skills

Click on the link What level are you?

Welsh Spoken Level 1 Written level 1

English Spoken Level 4 Written level 4

Other (please State)

DISCLOSURE AND BARRING SERVICES (DBS) CHECKS

DBS Checks may be required for certain posts which work with children and vulnerable
adults. This post requires:

Section A - type of disclosure = Enhanced Disclosure with Barred list check

Section B - workforce type Child Workforce

JUSTIFICATION

Working in a school

ANY OTHER INFORMATION

Willingness to accompany teaching staff and pupils on visits, trips and out of school
activities as required.

Assist with the supervision of pupils outside of the classroom, including before and after
school and at break times if required.



https://www.carmarthenshire.gov.wales/media/1218857/lefelau-levels.pdf

