	JOB DESCRIPTION
SS Aidan & Oswald  RC Primary School
	
	OLDHAM METROPOLITAN BOROUGH

PEOPLE, COMMUNITIES AND SOCIETY


	POST TITLE:
KS1/2/Foundation Stage  TEACHING ASSISTANT Level 3/4a 



	DEPT: 
PEOPLE, COMMUNITIES AND SOCIETY 


	SCHOOL:    
SS Aidan & Oswald RC Primary School

	Post No:


	Grade: 
TA3

27.5 hours Grade 4 (includes 1 hour to attend weekly Staff Meetings).
TA4a
6 hours Grade 5 to cover planned PPA time.


	Hours:       Part Time 33.5 Hours:  
Term Time plus 5 days.


	PURPOSE OF POST:

1.   To work under the guidance of designated teaching/senior staff and within an agreed system of supervision, to implement agreed work programmes with individuals/groups, in or out of the classroom. This could include those requiring detailed and specialist knowledge in particular areas and will involve assisting the teacher in the whole planning cycle and the management/preparation of resources. 
2. Staff will also supervise whole classes on a planned basis to cover PPA, which will be paid at Teaching Assistant Level 4a Grade 5. Staff will also supervise classes on an ad-hoc basis during the short-term absence of teachers as part of the normal Level 3 Teaching Assistant responsibilities. The primary focus will be to maintain good order and to keep pupils on task, responding to questions and generally assisting pupils to undertake set activities.

FOR CHILD PROTECTION PURPOSES AN ENHANCED DISCLOSURE WILL BE REQUIRED FOR THIS POST (Disclosure & Barring Service – DBS).


	KEY TASKS:

Support for Pupils

1. Establish rapport and respectful, trusting relationships with pupils, acting as a role model and setting high expectations.

2. Support pupils consistently whilst recognizing and responding to their individual needs.

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

4. Assist pupils, including those with special needs, to access learning activities through your knowledge of the curriculum and knowledge of learning skills.

5. Ensure pupils’ safety, welfare and personal hygiene. (Basic First aid to be included where appropriate)

6. Contribute to the development & implementation of IEPs and Behaviour Plans

7. Promote self esteem and independence and employ strategies to recognise and reward achievement of self-reliance

8. Provide specific feedback in discussion with pupils on their progress and achievement, in line with school policy
Support for Teachers

1. Promote positive values, attitudes and good pupil behaviour. Deal promptly with conflicts & incidents whilst encouraging pupils to take responsibility for their own behaviour, in line with established school policies.

2. Liaise sensitively and effectively with parents and carers as agreed with the teacher within your role/responsibilities and participate in feedback sessions/ meetings with parents under direction from a teacher.

3. Work with the teacher to plan lessons, evaluating and adjusting lesson work / plans as appropriate to meet pre-determined learning objectives

4. Implement agreed learning activities/teaching programmes with advice from a teacher, adjusting activities according to pupil learning styles and individual needs.

5. Contribute to the setting up and on-going delivery of local and national learning strategies eg literacy, numeracy, early years and effectively utilising all alternative opportunities to support extended development of pupils’ skills.

6. Monitor and evaluate pupils’ responses to learning activities through observation and planned recording of achievement against pre-determined learning objectives

7. Provide objective and accurate feedback and reports as required on pupil achievement, progress, and other matters, ensuring availability of appropriate evidence.

8. Undertake routine marking of pupils’ work and accurately record achievement/progress using an explicit mark scheme that does not require interpretation

9. Be responsible for keeping and updating records in a format agreed with the teacher, contributing to reviews / systems of records and systems as necessary.

10. Collate pupil reports in liaison with the teacher, inputting data as required.

11. Support the effective use of ICT in learning activities and develop pupils’ competence and independence in its use.

12. Create and maintain an appropriate learning environment in liaison with the teacher.

13. Assist with the display of pupils’ work

14. Determine the need for, prepare and maintain general and specialist equipment and resources

15. Administer and mark assessments eg those linked to National Strategies and invigilate tests/examinations as required.

16. Provide clerical support for teachers eg photocopying, filing, record keeping, collecting money, checking of deliveries and placing goods in stock and. maintaining records of stock; administering coursework, production of work sheets for agreed activities.

Support for the School

1. Be aware of and comply with policies relating to child protection, health & safety, confidentiality and data protection, reporting all concerns to a nominated person.

2. Contribute to the overall work, smooth running and ethos of the school

3. Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support the achievement and progress of pupils.

4.    Attend and participate in meetings as required.
5. Improve one’s own practice through training, observation, evaluation and discussion with colleagues. Recognise one’s own strengths and areas of expertise and use these to advise and support others. 

6. Undertake the planned supervision of pupils in out-of-hours school learning activities as appropriate.

7. Accompany teaching staff and pupils on visits, trips and out-of-school activities as required and take responsibility for a group under the supervision of a teacher.
8. Supervising children on an ad-hoc basis without the presence of a teacher but with access to a teacher if required. The purpose will be to maintain good order and keep pupils on task. Respond to pupils’ questions and generally assist pupils to undertake set activities. 
9. Contribute to the Catholic ethos of the school.


	CONTACTS:

Teaching and other staff in the School

Pupils

Parents/relatives/carers

Peripatetic services

Educational Psychologists and other education or health care professionals

Governors



	RELATIONSHIP TO OTHER POSTS WITHIN DEPARTMENT:

Supervision received from:  Class Teacher

Supervision given to:           (none)



	EXPERIENCE, EDUCATION, SPECIAL

QUALIFICATIONS AND TRAINING REQUIREMENTS:

See Person Specification


	CONTROL OF RESOURCES (HUMAN, FINANCIAL, MATERIAL)

Classroom resources and equipment as allocated



	OTHER WORK CIRCUMSTANCES

· To work flexibly as the workload demands

· Occasional out of hours working to support school functions
· Appointment is subject to an Enhanced Disclosured Background Check (Disclosure & Barring Service – DBS).
· Willingness to contribute to the Catholic ethos of the school and be subject to the Catholic Educations Service contract for employment as a teacher in a Catholic school.
· This job description will form part of the contract of employment

· The application form associated with this Advert and Job Description must be used.




	PERSON SPECIFICATION
SS Aidan & Oswald  RC Primary School
	
	OLDHAM METROPOLITAN BOROUGH

PEOPLE, COMMUNITIES AND SOCIETY


	POST TITLE:
LEVEL 3/4a TEACHING ASSISTANT



	
	Essential Criteria

(unless otherwise stated)
	How Assessed



	Religion
	· Practising Catholic (Desirable)
	Faith Reference

	Education & Qualifications


	· NVQ Level 3 for Teaching Assistants or  equivalent qualification.
· Minimum Grade C in GCSE English & Maths or equivalent. 
· Willingness to undertake training in relevant learning strategies eg literacy
· First Aid at Work Certificate (Desirable)
· Team Teach Trained (Desirable)

	Certificates Interview

Application

	Knowledge &

Experience


	· Experience in a similar role.

· Working knowledge of relevant school policies/codes of practice and awareness of relevant legislation  and the  responsibilities of the role within these for promoting pupils’ welfare

· Working knowledge and experience of implementing national/foundation stage curriculum and other relevant learning programmes/strategies

· Understanding of the principles of child development and learning processes gained from working with children of a relevant age in a learning environment

· Knowledge & experience of resources preparation to support learning programmes

    
	Interview References

Application

	Skills &

Abilities


	· Excellent numeracy/literacy skills 

· To build & maintain effective relationships with all pupils & colleagues

· To work with children at all levels regardless of specific individual need and to identify learning styles as appropriate

· To adapt your own approach in accordance with pupil needs

· To liaise sensitively with parents and carers

· To promote a positive ethos and good role model

· Effective use of ICT to support learning including basic first line problem solving such as paper jams, equipment not printing etc.

· Familiar with the use of other equipment technology such as video, photocopier

· To work constructively as part of a team, understanding classroom roles and responsibilities and your own position within these.

· Understanding of inclusion and how it applies in a school setting

· To continually improve own practice/knowledge through self evaluation and learning from others


	Interview References

Application

	Work Circumstances


	· To work flexibly as the workload demands

· Occasional out of hours working to support school functions
· Appointment is subject to an Disclosure & Barring Service and Background Checks (formerly CRB).
· Willingness to contribute to the Catholic ethos of the school and be subject to the Catholic Educations Service contract for employment as a teacher in a Catholic school.

	Interview References

Application
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