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	Location
	Abbey Woods Academy

	Contract term
	Permanent

	Full time / term time
	

	Pay range
	Support Staff

	Reporting to
	Headteacher 



	Core purpose of the role

	To provide high quality and safe provision which promotes the physical, emotional, social and intellectual development of the children who attend Abbey Woods Academy.
To work as part of a team to ensure the efficient and effective running of the Classroom/Year Group.


	Key responsibilities

		
· To promote the health, safety and welfare of the children in the class/school at all times
and to assist the teacher either on a whole class basis or for a number of identified children/child within the class for part of the timetable.
· To have an understanding of and be able to follow all relevant OFSTED and School policies and procedures.
· To demonstrate inclusive practice at all times.
· To assist with the meeting of all children’s hygiene requirements.
· To interact appropriately with the children at all times, in all environments and all weathers: being at their level, which may include working on the floor.
· To model positive social interaction and play and to provide exciting learning experiences.
· To work with NVQ trainees, students, casual staff and others.
· To participate in staff meetings called by the Team Leader or Head including discussing curriculum and projects and the smooth running of the class/year group.
· To use initiative to ensure the smooth running of the activities taking place.
· To support the Schools Behaviour Policy at all times.
· To deliver prepared lessons in lieu of the teacher if necessary.

Curriculum Responsibilities
· To understand and follow the National Curriculum and Schools outlines.
· To positively encourage and support children in celebrating festivals and activities from their own and other cultures.

Teaching Assistant Responsibilities
· To assist the class teacher in the general management of the class.
· To ensure their contribution to children’s assessments are up to date and accurate.
· To observe, assess and respond to children’s learning and needs.
· To enhance the education provision for the children through delivery showing
         enthusiasm,
         encouragement,
         a variety of questioning skills,
         explaining/identifying small steps in child friendly language,
         marking,
         feedback and
         support
· To work with children in small groups or on a one to one basis as directed by the class teacher.
· To assist in the creation of pupil profiles setting termly key objectives and ensure that planning meets the children’s individual educational needs.
· Adapting work for individual children as necessary.
· To ensure they have the necessary planning in their file which is kept up to date, annotating plans and communication feedback to the teacher to inform next steps planning.
· To assist in the preparation of activities as determined by the class teacher.
· To prepare necessary paperwork and provide administrative support to the class teacher.
· To be aware of family needs: supporting and offering advice; seeking extra support if necessary.  
· To demonstrate sensitivity when dealing with children and parents.
· Report any matter of significance to the class teacher(s) or Headteacher if it is thought a child’s well-being could be affected (in compliance with the School’s health and Safety and Child Protection policy.
· To retain confidentiality at all times.
· To greet and communicate with the child’s parents on a daily basis.
· To be involved in the planning and carrying out of child/parent induction.
· To plan and carry out meetings with parents to share information about their child’s progress where required and appropriate.
· To undertake playground supervisory duty as directed by the Deputy Headteacher.

Health & Safety Responsibilities
· To complete First Aid training and administer First Aid to any child/adult who has a minor accident.
· To ensure a child’s safety and comfort if they are unwell, communicating with parents.
· To comply with all relevant standards of safety, security and hygiene, ensuring that knowledge of the standards are up to date.
· To care for, maintain and clean the school environment and play equipment, ensuring that communal areas such as toilets, kitchen and laundry are always clean and in order.
· Minor incidents to be dealt with within the class but major issues referred to the Site Controller/Bursar.  This is a shared responsibility with all staff.
· To report maintenance issues to the Bursar.

Professional Development Responsibilities
· To attend training courses as required, including some  in-service days.
· To take responsibility for ensuring own knowledge is up to date and relevant, i.e. keeping abreast of current educational practices and other relevant areas such as health and Safety and Safeguarding Children.

School Development Responsibilities
· To contribute to planning for developing good practice.
· Sharing knowledge both existing and gained through daily practices, team meetings and training.

Other Responsibilities
· To check levels of materials and consumables, following school procedures for ordering stock.
· To assist in ensuring that the classroom is generally tidy at the end of the morning and afternoon sessions and returning resources when finished to their correct place.
· To assist in day to day administration of the class including:
         calling parents
         taking messages
         maintaining records, including accidents and incidents
· To undertake any other duties instructed by the Head.

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff, visitors and volunteers to share in this commitment.  An enhanced CRB check is required for the successful candidate
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