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Teaching Assistant
Job Description and Person Specification

Bishopsgate School is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.

Title of Post:

Teaching Assistant (TA) 

Purpose of Post: 

To work as part of the whole school staff in providing day-to-day support, either in one-to-one or small group sessions or in the classroom.
Status of Post:

This is a permanent part-time role, the hours being 08:15 – 13:15 Monday to Friday.
Responsible to:
 
The Headmaster through the Deputy Head (Teaching & Learning)
1. Key Accountabilities: 

a) To assist in the support and education of pupils in the whole school
b) To raise pupil achievement by working with individual pupils or groups of pupils within and outside the classroom
c) To assist Class Teachers generally as directed within the classroom. 
d) To assist the school generally, on occasions, as directed.
Tasks
The following tasks serve to indicate the range of duties and level of responsibilities

involved.  It is not exhaustive.
2. Teaching and learning
a) Contribute ideas & suggestions to aid planning & topic work
b) Assist with the preparation of learning materials (photocopying etc.)
c) Assist in tidying up after activities
d) Help foster good relations with parents
e) Help care for sick children, liaising with the School Nurse
f) Assist children during their daily routine
g) Assist teacher with appropriate reading tasks
h) Assist class teacher in monitoring the progress of children in the class
i) Help children to work as effectively as possible both in groups and independently by:
I. Clarifying and explaining instructions
II. Ensuring that pupils are able to use equipment and materials provided
III. Motivating and encouraging pupils
IV. Helping pupils to concentrate on, and finish, work set
V. Developing appropriate resources to support pupils
j) Follow all codes of practice in relation to school discipline, health and safety regulations and the reporting of accidents
k) Assist in organising the classroom in an attractive fashion and displaying the children’s work to the best possible advantage
l) Attend staff meetings when requested
m) Attend staff Inset sessions and seek out training courses to support professional development
n) Take on a fair share of supervisory duties in accordance with staff duty rotas
o) Undertake cover for absent colleagues when appropriate and as directed by Head of Lower School
p) To work with teachers and other TAs to help children to stay on task and/or provide specific support to children with special needs, for example helping a dyslexic child with writing
q) To take groups of children for differentiated or extension work following from work initiated by the teacher with the whole class 
3. Recording and assessment
a) To use agreed systems for identifying, assessing, monitoring and reviewing pupil progress
b) To assess pupils as directed at an appropriate time 
c) To set targets for raising achievement among pupils with class teacher 
d) To help identify children who would benefit from either individual or small group tuition
e) To provide regular feedback to Class Teachers regarding pupils’ educational and emotional progress
f) To keep accurate and detailed records 
g) To maintain confidentiality
4. Pupils
a) To help manage pupil behaviour, including undertaking break time duties, playground monitoring and intervention to remind children of school rules and behaviour codes; this does not cover disciplinary matters which are for the teaching staff.
b) To establish supportive relationships with pupils to establish the trust and respect of individuals and groups within the school.
c) To develop methods of promoting/reinforcing pupils’ self-esteem.
d) To supervise pupils, on a rota basis, during break times and lunch.
e) To run Options and After School clubs.
5. Person Specification

a) Education and training:  

Essential: Good basic education to GCSE level in literacy and numeracy 

Desirable: NVQ Level 3 appropriate training

b) Experience:  

Essential: Experience of working with young people. 

Desirable: Experience of working in a school environment. Experience of working with SEN pupils. Experience of working on literacy or numeracy.  Understanding of assessment techniques and pupil target setting.
c) Abilities and skills:   

Essential: Good listener. Effective interpersonal skills. Sound organisational skills.  Ability to explain tasks simply and clearly.  Ability to promote the enjoyment, engagement and success of pupils. Ability to assist children on an individual basis and in a group setting.  Good people skills. Understanding of the importance of Safeguarding.  Punctual.  

Desirable: Ability to articulate characteristics of effective teaching and learning for students. Ability to monitor and evaluate teaching and learning. Ability to work in a team.  Ability to communicate effectively with a range of people – pupils and teachers. 

d) Personality:   

Essential: Enjoy working as part of a team. Supportive of colleagues. Patience. Empathy. Flexible. Calm. 

Desirable: Outgoing personality.  Positive attitude and approach, the ability to understand and work with a range of different personalities.

e) Physical:   

Essential: Good stamina
6. General
a) To adhere to and promote school policies, including those on safeguarding, equal opportunities and race equality.

b) To comply with school policies and procedures with regard to conduct and dress.

c) To participate in the evaluation of job performance through the Performance Management/Staff Appraisal scheme. 

d) To undertake such additional duties as may be consistent with the purpose of the post as defined in this job description 

e) To undertake training appropriate to the role and keep up to date with new methods 
7. Safeguarding and Child Protection

The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Child Protection Safeguarding Policy at all times. If, in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the school, s/he must report any concerns to the School’s Designated Safeguarding Lead (DSL) or to one of the Deputy DSLs. All Bishopsgate staff must have an enhanced DBS disclosure. All staff are expected to read and abide by the requirements of the Compliance Folder which is available to all on the Google Drive.

8. Health and Safety

All employees must be aware of the responsibilities placed upon them under the Health & Safety Act 1974, to ensure that the agreed safety procedures are carried out to maintain a safe working environment for pupils, visitors and staff.

9. Data Protection

Bishopsgate School processes information about its current, past or prospective employees, applicants, current, past and prospective pupils, and their parents, carers or guardians and others who are defined as data subjects under the General Data Protection Regulations and the Data Protection Act 2018.

Anyone who works for, or acts on behalf of, the school (including staff, volunteers, governors and service providers) should also be aware of and comply with the school's Data Protection Policy, which also provides information about how personal data about those individuals will be used.

The School takes the protection of all personal information extremely seriously and is committed to a policy of protecting the rights and freedoms of individuals with respect to the processing of their personal information.
10. Review of Job Description
a) This job description is intended to provide guidance on the range of duties associated with the post. It is not intended to provide a full and exclusive definition of the post. It may be subject to modification and amendment from time to time and the post holder may be required to undertake additional duties, as required, by the Headmaster.  

b) This job description will be reviewed at least once each year in the Michaelmas term. 

       c)
Person Responsible: Deputy Head (Teaching & Learning)
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