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	JOB DESCRIPTION
Job Title:



	Teaching Assistant


	Reporting to:
	Senior Teaching Assistant 

	Key Purpose of the Job 


	To support teaching and learning for the children in any designated year group.  To ensure that every child is able to gain the most from and make their best contribution to their learning, and feels supported in the classroom.

	Written by:
	Sally Collins

	Date: 
	June 2016


	Key Accountabilities 

	1. Supporting Teaching and Learning: 
· To demonstrate excellent curriculum knowledge and set high expectations which inspire, motivate and challenge pupils.

· To support the class teacher by providing individualized and group learning support appropriate to the needs of each pupil.
· To support the class teacher in observations and assessments through their own notes of observation as required.

· To support the class teacher to ensure the classroom is stimulating, organised, clutter free and welcoming to current and prospective pupils and parents.

2.  Pastoral Care:
· To act as a role model of positive values and behaviour; to manage behaviour effectively according to the School’s behaviour policies and ensure a good, safe and secure learning environment indoors and outside
· To know and implement the School’s Safeguarding and anti-bullying policies; to set high standards of care, welfare and guidance for children, and to know and understand that each child has individual needs.
· To communicate effectively with form teachers, specialist teachers, other teaching assistants, Heads of Year and Heads of Department, on all matters relating to pupils under their direct care; when requested, work collaboratively and supportively with colleagues on any issues relating to pupils under their care.
3. Parent Communication: To maintain contact and liaise with parents as appropriate through e:mail, face-to-face meetings and phone, ensuring parents are informally updated and actively involved in their child’s progress and highlights; to be available for individual meetings as required.
4. Exam Support: To provide appropriate learning support exam provision, scribing and reading as required in order to support the individual needs of each of the children during exams and scheduled tests in accordance with the test guidelines.

5. Timetables:  To keep an accurate and up to date timetable, and provide cover for other team members as required; to work collaboratively with colleagues and contribute to the smooth running of the school.
6. General Support for Teaching Staff: To assist teaching staff where required by providing lesson cover and carrying out break time duties.

7. Professional Development: To keep abreast of developments in SEN and education in general, attend CPD as required, share knowledge and contribute to and participate in team development; to help ensure the effectiveness of the provision provided by the Teaching Assistants within the school.  


	Measures

	1.   Pupils with different learning needs are appropriately supported in class and individually; class teachers value the input and report high levels of competence, enthusiasm and commitment.
2.    Children receive a high level of care, welfare and guidance; children feel safe and behaviour is managed constructively; school pastoral systems are used appropriately; liaison and communication is efficient and effective; colleagues when asked, report effective and meaningful contribution.
3.   Communication with parents is clear and effective; parents when asked, report   excellent support and approachability.
4.   Examination arrangements run smoothly and efficiently.

5.   The Teaching Assistants work effectively as a team and support one another as well as the school as a whole.
6.  Lessons are covered and duties carried out efficiently and effectively; colleagues when asked, report excellent support.

7.    Clear and up to date professional skills contributing to an efficient and professional team; contribution to learning and development sessions are valued by colleagues.


	Key Skills and Experience: 

	1. A keen interest and rapport with children, and in supporting and developing their learning.

2. Sound administrative skills: calm, ordered and efficient working manner.

3. Knowledge of Special Educational Needs, qualified to at least NVQ level 3 in supporting teaching and learning.
4. Experience of working in a similar role and school environment, with appropriate awareness of confidentiality (ideally a minimum of 2 years’ experience).

5. Ability to work independently, show initiative and manage work-load.

6. Able to work collaboratively as an effective team member.
7. Sense of humour and ‘can do, will do’ approach highly desirable.



	Key Interfaces:

	1. Internal: Pupils, Specialist staff, class and subject teachers, administrative staff, support staff.

2. External: Parents, outside agencies (e.g. Ed Psych, OT



	Operating Environment and Context of the Role:

	Bede’s Prep School is a non-selective, academically ambitious school that seeks to provide a broad and affirming base for its pupils. The school is a thriving IAPS Prep School which caters for children from Nursery to Year 8. The school’s catchment area for day children extends to a large part of East Sussex and the boarding house welcomes children from further afield within the UK as well as from abroad.
Our unswerving aim is to enable every child to maximise their potential in every developmental area. We do this by developing an innovative, professionally reflective, collaborative, teaching, learning and assessment culture whereby staff offer children an inspiring and personalised experience of learning that reflects those children’s individual developmental needs and abilities.
The job-holder will work collaboratively and closely with the class teachers and Heads of Year to contribute to the development and evolution of an appropriate, challenging and effective curriculum for all the children in their care. The job-holder will be a member of the Teaching Assistant team and is line managed by the Senior Teaching Assistant/Teacher/EAL.
The safeguarding, health and safety and overall wellbeing of all pupils and staff is central to all we do and the job holder will work with colleagues in both the academic and support functions to ensure a safe and fully compliant environment.


	Safeguarding:

	Bede’s School complies fully with the DCSF Guidance ‘Safeguarding Children and Safer recruitment in Education’ and is committed to safeguarding and promoting the welfare of children and young people.  The jobholder is expected to share this commitment and comply with all associated internal policies and procedures.
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