[image: ]

Ashford Prep School
Job Description –Teaching Assistant

This post is under the direction of the Senior Leadership Team (SLT) to provide support and assist Teachers and wider staff in the development, care and education of pupils, by undertaking tasks related to enrichment provision and wider school life including activities outside of term time.

Main duties and responsibilities

Support for Pupils

1 To assist in the supervision of pupils outside the classroom including playgrounds, dining areas or on visits outside the school premises.
2 To take all reasonable measures to ensure Health and Safety in the classroom and other relevant areas within and outside the school premises.
3 To provide care, attend to pupils’ personal needs and undertake activities necessary to meet the physical, emotional and educational requirements of individual or groups of pupils, under the supervision of Teaching staff.
4 To assist in supervising the activities of groups of pupils or individual pupils, in order to facilitate their educational development and to develop a supportive and caring relationship.

Support for Teachers

1 To work with pupils under the direction and supervision of the class Teacher and Head of Learning Support.
2 To maintain records of the pupil’s progress as instructed by the class Teacher, with limited input to the monitoring and reviewing of work programmes.
3 To reinforce classroom rules and routines as set by the Teacher.
4 To reinforce behaviour management techniques and motivational systems put in place by the class Teacher and Head of Learning Support.
5 To undertake the following roles:
· Preparation of the classroom before sessions when appropriate
· Photocopying, filing and routine classroom administrative tasks
· Assisting in keeping the classroom and work areas tidy and safe 
· Assisting with display of the pupils’ work
· Supervising a class if a Teacher is called away

Support for the school

1 To observe pupils in all settings and report problems and progress to the class Teacher or members of the SLT.
2 To ensure that the school policies regarding Health and Safety and Child Protection are implemented and to take care to ensure the implementation of the School’s Equal Opportunities Policy.
3 To assist with the organisation and smooth running of special events and celebrations involving the whole school. E.g. Open Day, Sports Days and Christmas Productions.



Support for the curriculum

1	To assist in Teaching and Learning by participating in day-to-day activities, such as reading stories, listening to the pupils read, play activities, art and craft, group work, in order to further the educational development of the pupils.

Authorised to

1 Have access to pupil assessment records and data as part of the duties described above, following the school’s guidelines with regard to confidentiality.

Entitlement

Induction, training and professional support

1 To receive new staff induction training in line with the school’s policy.
2 To receive appropriate training, as applicable, for all duties which are required within this job description.
3 To receive the support of the class Teacher, SLT and the Head Teacher and to work as a valued member of the whole school team.
4 To attend team meetings periodically with members of the SLT.

Performance management

1 To set objectives in line with the agreed Performance Management policy.
2 To agree objectives with the Appraiser/Head Teacher.
3 To contribute to a review of performance against the objectives set.
4 To benefit from professional development opportunities in line with identified school and professional priorities.

Qualifications/Experience 

· Successful completion of school Induction Training for TAs.
· Successful completion of an initial probationary period.
· A reasonable standard of education with proficiency in literacy and numeracy.
· Experience of working with pupils, in either a paid, voluntary or domestic environment or ability to show an interest in a pupil’s development and in a wide range of issues concerning their education and welfare.
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