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JOB DESCRIPTION

	Job Title
	Teaching Assistant



	Responsible to
	Head of Pre Prep


	Department
	Clifton College  Pre-Preparatory School


	Function


	Support

	Purpose of job and primary objectives
	Assist in the educational and social development of pupils under the direction and guidance of the Head of Pre Prep, Deputy Head of Pre Prep and Class Teachers.


	Main Duties
	· Assist with the children in class under the direction of the teacher, taking small groups for designated tasks in all areas of learning and extra-curricular activities as required;
· Under the direction of the class teacher and/or special needs co-ordinator, plan learning activities and work with individuals or small groups in need of learning support, assisting in the implementation, and monitoring of progress, of individual education programmes;
· Assist with monitoring of progress, pupil record-keeping and liaison with parents under the direction of the class teacher;
· Support teachers in photocopying and other tasks in preparation and support of teaching;
· Assist with preparation of purposeful and stimulating learning environment and with general duties in classrooms, e.g. preparing equipment, clearing away apparatus, displaying work, as necessary;
· Undertake general duties around the school site, e.g. tidying bookshelves, musical instruments etc. as necessary;
· To supervise pupils as necessary during the school day when special circumstances require, e.g. escorting pupils to different locations, crossing roads, directing them to lunch; changing for sports’ lessons or activities, providing individual students with support inside and outside the classroom to enable them to fully participate in activities;
· Be proactive in matters relating to health and safety, monitoring and dealing with such things as trip hazards by ensuring equipment is tidied away, and that storage and the learning environments are used appropriately;
· Subject to appropriate training and certification, administer basic first aid to pupils wherever required during the working day, dealing with any basic accidents, reporting incidents and liaising with Colleges Health Centre staff when needed;
· React and deal appropriately, in a way that is consistent with the teacher’s directions, to the emotional or social behaviours of pupils;
· Assist in the supervision of communal areas such as the playground at break times and after lunch, in the dining hall, or in the school hall for events and assemblies;
· Attend relevant in-service training and occasional staff meetings;
· At all times set a good example to students in terms of dress, punctuality, attendance and calm, polite behaviours;
· Share responsibility with all staff in keeping the staff common room and staff kitchen areas clean and tidy;
· Be responsible for own professional development requirements and to keep up-to-date with best practice;
· Any other reasonable duties as required by the Head of Pre Prep.
· Must work to Clifton College Policies about Keeping Children Safe, Equal Opportunities, Data Protection and Confidentiality.


	Supervisory and managerial responsibilities
	None

	Other responsibilities


	As well as leading some small group activities, Teaching Assistants may potentially lead lessons under the supervision of a qualified teacher.


	Knowledge and skills required


	Skills, supported by demonstrable experience, in supervision and care of children.
Calm, professional behaviour at all times, including appropriate reactions to negative behaviour by a child.

Proven basic administrative skills.

Strong IT literacy.

Prior experience or induction training in a similar role, particularly covering Child Protection and Health and Safety training.
Specialist knowledge in a relevant subject specialism (curriculum topic, extra-curricular activity or special educational needs) that can be passed on to students to enhance their learning experience.



	Education


	A strong basic secondary education (equivalent to at least 5 GCSEs including Maths and English.

No formal teaching assistant qualification is required but a relevant qualification will be an advantage.  (Relevant qualification being NVQ Level 2 or 3 for teaching assistants, or Higher Level Teaching Assistant (HLTA) status, or qualified teaching status).



	Special working conditions
	The College operates a smoking policy under which, except for a restricted number of designated areas, smoking is not permitted in public areas, teaching or working areas within its buildings.


This job description is a brief and concise description of the above job.
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