
OLDHAM COUNCIL

JOB DESCRIPTION

	JOB TITLE: 
	Apprentice Teaching Assistant

	SCHOOL: 
	Higher Failsworth Primary School

	GRADE:  
	Apprentice Salary as of April 2021 - 
£4.30 per hour

Post hours - 32.5hrs per week, term time plus 5 days (40 weeks per year)


	JOB PURPOSE:
The primary role of the Apprentice Teaching Assistant is to support the class teacher to enhance pupils’ learning either in groups or individually, ensuring pupils understand the work set, know their learning objectives and stay on task in order to make progress. Promoting self-belief, social inclusion and a high self-esteem play an integral part to pupils’ well-being; ensuring pupils thrive in a positive, nurturing, safe environment. It is an active role supporting the learner to access the curriculum. They are good role models, act with honesty and integrity, take part in team meetings; contribute to planning and class activities. Promoting Fundamental British Values through spiritual, moral, social and cultural development and positive behaviours are crucial in contributing to improved pupil progress and development.




	KEY TASKS – Support for Pupils 



	1.
	Establish rapport and respectful, trusting relationships with pupils, acting as a role model and being aware of and responding appropriately to individual needs.



	2.
	Assist and support pupils, including those with special needs, in respect of personal, local and national learning strategies across the curriculum, as directed by the teacher.  Ensure all pupils are safe and have equal access to opportunities to learn and develop.



	3.
	The role may include supporting pupil’s personal programmes, relating to social, health, physical, hygiene, and welfare matters. The pupil may also need assistance to access different areas of the school. Following appropriate training and in line with school procedures, to administer basic first aid and/or medication as required.


	4.
	Promote inclusion and acceptance of all pupils by encouraging them to interact with each other and to engage in activities led by the teacher.



	5.
	Promote self-esteem and encourage pupils to act independently as appropriate.



	6.
	Provide feedback on pupils’ personal needs as appropriate.



	KEY TASKS – Support for Teachers


	7.
	Support the teacher in managing pupil behaviour, reporting difficulties as appropriate. Support pupils to understand instructions.



	8.
	Gather, report information from/to parents/carers as directed.



	9.
	Be aware of pupil problems/progress/achievements and report to the teacher as agreed.



	10.
	Undertake basic pupil record keeping as requested.



	11.
	Prepare classroom as directed for lessons and clear-up afterwards.



	12.
	Assist with the display of pupils’ work.



	13.
	Prepare and maintain equipment/resources as directed by the teacher and assist pupils in their use.



	14.
	Provide routine clerical support for teachers, e.g. photocopying, filing, collecting money, checking deliveries and placing goods in stock and maintaining records of stock.



	KEY TASKS – Support for the School



	15.
	To support others within the classroom and the School, contributing to the achievement of School objectives by working as part of a team.



	16.
	Assist with activities outside the classroom, working as part of a team to oversee pupils e.g. Intake Meetings, Breakfast Club, etc.


	17.
	Accompany teaching staff and pupils on visits, trips and out-of-school activities as required.




	STANDARD DUTIES



	1.


	To understand the importance of inclusion, equality and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all.



	2.


	To uphold and promote the values and the ethos of the school.

	3.


	To implement and uphold the policies, procedures and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.



	4.


	To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g. challenging a stranger on the premises.



	5.
	To participate and engage with workplace learning and development opportunities to continually improve own performance and that of the team/school, subject to the school training plan.



	6.
	To attend and participate in relevant meetings as appropriate.



	7.
	To undertake any other additional duties commensurate with the grade of the post. 




	CONTACTS:

Colleagues working within the School, Pupils, Parents/relatives/carers, Peripatetic services, Educational Psychologists and other education or health care professionals, Governors




	RELATIONSHIP TO OTHER POSTS IN THE DEPARTMENT:



	RESPONSIBLE TO:  

	Class Teacher / Foundation Stage Unit Leader 

	RESPONSIBLE FOR:
	Not Applicable


	SPECIAL CONDITIONS:

Enhanced DBS Disclosure is required



PERSON SPECIFICATION

Job Title:  Teaching Assistant – Level 1

	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	To complete the Apprenticeship Standards for a Teaching Assistant 
Literacy and Numeracy skills equivalent to Level 1 of the National Qualification & Credit Framework. 

**Apprentices without English and Maths at Level 2 must achieve these prior to taking the End Point Assessment**
Willingness to achieve a Paediatric/Basic First Aid certificate 
	
	AF / I

AF / I

AF / I

	Experience


	
	Working with, volunteering or caring for children of a relevant age to those in the school
	AF / I



	Skills & Abilities


	ICT skills to operate a computer and other technology such as photocopiers etc.

Interpersonal skills to relate well to children and adults

Communication skills to exchange information to a range of audiences including pupils, teachers, other school colleagues and parents/carers

Team-work skills to work collaboratively with colleagues, understanding classroom roles and responsibilities and your own position within these

	
	AF / I

AF / I

AF / I

AF / I



	Knowledge


	Basic understanding of the National Curriculum and the types of lessons taught at the Key Stage relating to this role

Understanding of equal opportunities and an awareness of potential barriers children may have about learning 


	
	AF / I

AF / I



	Work Circumstances


	To work flexibly as the workload demands

Occasional out of hours working to support school functions


	
	I

I


Abbreviations: AF = Application Form; I = Interview.

PERSON SPECIFICATION

During the course of your apprenticehip, you will work towards developing the following knowledge, skills and behaviours. 
	Knowledge
	What is Required:

	Understanding how pupils learn and develop
	Understand the need to provide feedback to support and facilitate an appropriate level of independence.

Comprehend appropriate levels of learning resources to identify and help address weakness, consolidate strengths and develop individualised expectations.

Recognise different stages of child development through school, eg: transition between key stages.

	Technology
	Recognise the importance of using appropriate technology to support learning.

	Working with teachers to understand and support assessment for learning
	Understand the need to accurately observe, record and report on pupil’s participation, conceptual understanding and progress to improve practice and assessment for different groups of pupils.

Understand the school’s assessment procedures for benchmarking against targets set by the class teacher.

Be familiar with assessment materials.

	Curriculum
	An appropriate knowledge of the curriculum and context you are working in.

	Keeping Children Safe in Education
	Understand current statutory guidance including ‘Keeping Children Safe in Education’ Part 1, safeguarding policies, Prevent Strategy.

Understand the importance of sharing relevant information, in a timely manner with the designated Safeguarding lead. Understand the importance of first aid procedures, recording/reporting incidents and a broad knowledge of Health & Safety Policy.


	Skills
	What is Required:

	Developing strategies for support
	Develop strategies to support and encourage pupils to move towards independent learning.

Use appropriately varied vocabulary to ensure pupils’ understanding.

Embed effective behaviour management strategies using discipline appropriately and fairly in line with the school’s policy.

Deliver interventions in accordance with training given (RAG rating).
Foster and encourage positive, effective, nurturing and safe learning environments inspiring pupils to take pride in and learn from their individual achievements.

Recognise, adapt and respond to all pupils encompassing SEN/emotional vulnerabilities, for example, use Makaton, visual timetables.

	Communication and team work
	Work closely with teachers to ensure own contribution aligns with the teaching.

Ensure regular communication with teachers to provide clarity and consistency of role within lessons.

Deliver/lead small group teaching within clearly defined/planned parameters using initiative, sensitivity and understanding.

Build appropriate relationships with colleagues, pupils, parents, adults and stakeholders.

Comply with policy and procedures for sharing confidential information and know when and where to seek advice.

Implement current statutory guidance including ‘Keeping Children Safe in Education’ Part 1, safeguarding policies, Prevent Strategy.

Undertake safeguarding training every 3 years.

Support pupils’ well-being whilst embedding the importance of online safety.

	Working with teachers to accurately assess
	Contribute to a range of assessment processes and use information effectively for example: written records.

Use specific feedback to help pupils make progress.

Apply good subject knowledge to support accurate assessment.

	Using technology
	Use school computer systems, including specialist software eg: online registration, intervention programmes and management information systems.

Use relevant technology competently and effectively to improve learning.

Ensure pupils use technology safely.

	Problem solving/ability to motivate pupils
	Use a range of strategies including scaffolding and open questioning skills to enable pupils to access and engage in learning.

Recognise the difference between pastoral and academic issues and model good behaviour for learning.


	Behaviours
	What is Required:

	Building relationships/ embracing change
	Flexibility, trust, professional conduct, confidentiality and being respectful.

Promote the school’s efforts to build positive behaviour for learning.

Promote and exemplify positive behaviour and uphold the school ethos.

Be enthusiastic and open to new ideas.

	Adding value to education
	Praise; provide constructive and specific feedback and support pupils, helping them to achieve their maximum potential socially, emotionally and academically through peer marking and reflection.

	Promoting equality, diversity and inclusion
	Keep pupils at the centre of everything.

Promote community cohesion and cultural diversity encompassing a full understanding of the school’s ethos.

	Professional standards and personal accountability
	Demonstrate professional relationships in line with Staff Handbook.

Be diplomatic, a positive role model and maintain confidentiality.

Optimise learning opportunities and reflect on their personal development.

Demonstrate a willingness to learn and improve personal skill set.

	Team working, collaboration/ engagement
	Work collaboratively and constructively with the whole school team.

Engage professionally as appropriate with outside professionals.


