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Job Description

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

Role: 	 Teaching Assistant – Fixed Term Full Time 
Reporting to: 	 Deputy Head, Junior School

Key Tasks:
1. In support of pupils:
· Develop an understanding of individual pupil learning support needs
· Supervise and provide particular support for pupils, individually and in group situations, ensuring their safety and access to learning activities
· Establish a constructive relationship with the pupils and interact with them according to individual needs
· Promote the inclusion and acceptance of all children
· Promote self-esteem and independence
· Provide the necessary pastoral care to enable children to feel safe, secure and happy
· Provide feedback to pupils in relation to progress and achievement under the guidance of the teacher
· Take into account the learning support involved, to aid the pupils to learn as effectively as possible both in group situations and on his/her own.
2. In support of curriculum and teachers:
· Undertake structured and agreed learning activities/teaching programmes, adjusting activities according to pupil responses
· Support individuals, groups and classes in their learning and pastoral development, as directed by JSLT and form tutors
· Undertake intervention programmes linked to local and national strategies, recording achievement and progress, and feeding back to teacher
· Support the use of ICT in learning and activities and develop pupils’ competence and independence in its use
· Assist with the flow of information to members of staff, parents, pupils and others
· General classroom support for pupils and form tutors e.g. in preparing and maintaining resources, creating displays, planning activities etc
· Attendance at staff meetings, INSET and other training, as directed
· Supervision of pupils inside and outside at break time and after school
· Monitor pupil’s responses to learning activities and accurately record achievement
· Provide detailed and regular feedback about the children to the teacher
· Contribute to the maintenance of children’s progress records
· Promote good behaviour, dealing promptly with conflicts and incidents in line with established policy, and encourage children to take responsibility for their own behaviour
· Establish constructive relationships with parents/carers



3. Administration and general duties:
· Lead the Teaching Assistant weekly meeting working alongside the Deputy Head 
· Be responsible for ordering playground equipment and the playground budget
· Liaise with the Deputy Head to ensure that the playground is covered if staff are absent
· Weekly safety playground checks on equipment 
· Communicating with parents on the form tutor's behalf in person, by email or phone
· Assisting at school events and helping with sports fixtures, when necessary
· Assisting the school office with telephone reception duties, if required
· Administer first aid, including responding appropriately to medical conditions such as diabetes (training will be provided), when required and recording appropriately
· Assisting with displays in school and external noticeboards
· Recording significant incidents with pupils including behaviour-related reports and following up agreed action
· Supporting playground preparation and upkeep of play equipment
· Supervision of break and lunchtime activities, and late room
· Accompany pupils, with other staff members, to off-site events/visits
· Accompanying groups across the site to various facilities, learning and play areas
· Assist in games lessons when required and attend sports fixtures
· Attend weekly meetings with the Teaching Assistant team

Safeguarding
This role will require regular interaction with pupils which equates to regulated activity with children. The post holder must at all times act with due regard to the school’s child protection and safeguarding policies and procedures and the school’s code of conduct. 

The following duties will be deemed to be included in the duties which you may be required to perform:
· child protection
· promoting and safeguarding the welfare of children and young persons for whom you are responsible and with whom you come into contact.

General responsibilities: 
· To ensure all duties are carried out in accordance with health and safety regulations 
· To undertake any training and development for the better fulfilment of the post  
· To undertake any ad hoc duties or projects as requested 
· To undertake any other duties and responsibilities as determined by the Head, Junior School.

This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all responsibilities tasks and duties.  The jobholder’s actual responsibilities, tasks and duties might differ from those outlined in the job description and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job.  

This job description is subject to review in line with the developing needs of the school.


Person Specification


	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE/ 
ASSESSED BY

	Qualifications and Education 
	· Good basic education to GCSE level in literacy and numeracy, or the equivalent

	· Paediatric First Aid Qualification
· Further qualifications and/or studies relevant to the primary age range
	Application and qualification certificates


	Experience
	· Experience of working in primary school setting 
	· Experience of working in independent preparatory education

	Application and interview


	Knowledge and understanding
	· Knowledge of safeguarding and pastoral issues 
· Knowledge and understanding of:
· the needs of young children
· child development and the ways in which children learn
· behaviour management strategies
· equal opportunities
· Ability to use language and other communication skills that both parents and pupils can understand and relate to 
· Ability to use basic ICT personally and with children to support them in their learning 
· Ability to offer constructive feedback to pupils to reinforce self-esteem.
· Shows an understanding of how learning can develop pupil character.
	· Effective use of ICT to support planning and assessment 
· An understanding of how to support children who have English as an additional Language

	Application and interview


	Skills

	Ability to:
· assist children on an individual basis, in small group and whole class work 
· explain tasks simply and clearly and foster independence 
· supervise children, and adhere to defined behaviour management policies
· accept and respond to authority and supervision
· work with guidance, but under limited supervision
· liaise and communicate effectively with others 
· demonstrate good organisational skills 
· reflect on and develop professional practice
· display work effectively, and make and maintain basic teaching resources
· 
	Ability to:
· monitor, record and make basic assessments about individual progress 
· suggest alternative ways of helping children if they are unable to understand; 
· demonstrate the ability to learn and adapt from past experience.

	Application, references and interview


	Personal Qualities

	· Committed to promoting the welfare and safeguarding of children
· Approachable
· A commitment to working co-operatively in a team situation
· Excellent verbal communication skills
· Ability to inspire pupils
· Willingness to take on new challenges to their own personal development
· Enthusiastic
· Patient
· Ability to embrace change with enthusiasm and a positive outlook and commitment to high standards
· A sense of humour
· Ability to work effectively and supportively as a member of the school team 
· Willingness to contribute to the extracurricular clubs including sport, drama, music and art.
· Promotes the school’s aims and virtues positively, and uses effective strategies to monitor pupil motivation and wellbeing, and develop character
	
	Application and interview




Exeter School is an equal opportunities employer and welcomes applications from any appropriately
qualified person. 

Exeter School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. All applicants should read the school’s safeguarding policy before applying. Applicants must be willing to undergo child protection screening including checks with past employers and the Disclosure and Barring Service.
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