




	JOB DESCRIPTION 


	POSITION
	Teaching Assistant – Early Years 
	GRADE
	Tbc

	LOCATION 
	Twickenham
	SALARY

	Dependent upon experience

	REPORTING TO:
	Head of Early Years
	RESPONSIBLE

FOR:
	n/a  

	HOURS
	
	
	


	PURPOSE OF ROLE
	To assist in promoting the learning and personal development of all pupils.


	KEY TASKS



	SPECIFIC RESPONSIBILITIES

1. To assist pupils to learn as effectively as possible both in groups and  independently for example:

· Clarifying and explaining instructions

· Ensuring the pupil(s) is able to use equipment and materials provided

· Motivating and encouraging pupils as required by providing individual attention, reassurance and help with learning tasks appropriate to their needs

· Assisting pupils to address weaker areas, e.g. speech and language, behaviour, reading, spelling, numeracy, handwriting/presentation etc with guidance from class teacher
· Use praise, commentary and assistance to encourage pupils to concentrate and stay on task

· Providing additional support to individuals when requested by the class teacher or SENCO

· Consistently and effectively implementing agreed behaviour management strategies

· Helping to make appropriate resources to support pupils
· Meeting pupils’ physical needs while encouraging independence e.g. help pupils to change for PE lessons or swimming, clean and reassure pupils after accidental soiling of clothes, including nappy changing and help with mobility around the school

2. To establish supportive relationships with pupils concerned

3. To promote acceptance and inclusion  encouraging pupils to interact with each other in an appropriate and acceptable manner

4. To monitor pupil’s response to learning activities and, where appropriate, modify or adapt the activities as agreed with the teacher to achieve the intended learning outcomes.

5. To give feedback on achievements in order to reinforce and develop self reliance and self esteem. 
6. To support pupil(s) in developing social skills both in and out of the 

classroom

7. To support the use of ICT in learning activities

8. To provide regular feedback on the pupil(s)’ learning and behaviour to the teacher, including feedback on the effectiveness of the behaviour strategies adopted

9.  Under the direction of the teacher, carry out and report on systematic observations of pupils to gather evidence of their knowledge, understanding and skills upon which the teacher can make judgements about their stage of development
10. To use the school’s system for recording progress 

11. To prepare work and activities in advance of the lesson as directed by the teacher
12.  To take responsibility for an area of development as specified by the Head of  Department

13. To monitor impact and effectiveness of developments in this area

14. To ensure resources and teaching space for a specified area are maintained in a clean,  safe, tidy, ordered and are well equipped including making orders, keeping equipment clean and tidy, anticipating requirements, checking for health and safety requirements,  cleaning, sorting and organising equipment, displays, furniture and classroom areas                                                                         

15. To know and apply school policies 
16. To manage confidentiality at all times and according to School policy 
17. To contribute towards reviews of pupil(s)’ progress as appropriate

18. To comply with legal and organisational requirements for maintaining the 

        health, safety and security of yourself and others in the learning 

        environment
19. To take part in training activities offered by the school to aid your CPD
20. To supervise pupils during mid break, morning, lunch and other periods of outside play and where necessary report difficulties to a member of the teaching staff according to School policy on behaviour.
21. To assist pupils over meal times, preparing and serving food or supervising pupils eating packed lunches.   

22. To accompany teacher and pupils on educational visits   
CHILD PROTECTION
To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by the school’s safeguarding policy.


This job description sets out the duties of the post at the time it was drawn up.  The post holder may be required from time to time to undertake other duties within the school as may be reasonably expected, without changing the general character of the duties or the level of responsibility entailed.  This is a common occurrence and would not justify a reconsideration of the grading of the post. 

	ORGANISATION CHART 

	Principal

Head of Early Years

Teachers


Teaching Assistants


	CONTACTS

	Staff , Suppliers, Stakeholders, Parents


PERSON SPECIFICATION

TEACHING ASSISTANT
	ATTRIBUTES


	ESSENTIAL

Ability to present a professional image of the School at all times
	DESIRABLE

	Qualifications


	A good standard of education particularly in English and Maths
Level 3 childcare qualification or QTS
	First aid, NVQ child care, Child protection

	Experience
	Experience of establishing positive relationships with children
	Previous experience of working with children

Experience of supporting children in a classroom environment including those with special educational needs

	Knowledge
	Knowledge of health and safety for schools for yourself and others within a learning environment. 

Basic knowledge of IT or a willingness to learn 


	Knowledge of SEN Code of Practice
Knowledge of strategies to recognise and reward efforts and achievements towards self-reliance

	Skills and ability
	Ability to use language and other communication skills that pupils can understand and relate to

Ability to establish positive relationships with pupils and empathise with their needs

Ability to demonstrate active listening skills

Ability to consistently and effectively implement agreed behaviour management strategies

Ability to provide individual attention, reassurance and help with learning tasks as appropriate to pupils’ needs, encouraging the pupil to stay on task

Ability to offer constructive feedback to pupils to reinforce self-esteem

Ability to work effectively and supportively as a member of the school team

Ability to work within and apply all school policies e.g. behaviour management, child protection, Health & Safety, Equal Opportunities etc
	Ability to monitor the pupils’ response to the learning activities and, where appropriate, modify or adapt the activities as agreed with the teacher to achieve the intended learning outcomes

Ability to carry out and report on systematic observations of pupils’ knowledge, understanding and skills

Ability to assist in the recording of lessons and assessment as required by the teacher



	Qualities and attributes
	To be polite courteous and respectful to members of the public

To be calm and patient under pressure and co-operate with staff and pupils

Ability to show initiative and work proactively to ensure the smooth running of the School
Ability to maintain confidentiality on all school matters
	Willingness to participate in further development opportunities offered by the School to further knowledge and CPD
Willingness to work towards further qualification and go the extra mile e.g. attending out of hours events


	Special conditions
	Enhanced DBS check required
	Paediatric First Aid 
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