
 

 

 

 

July, 2020 
 
Dear Applicant 
 
Re: Post of Teaching Assistant 
 
Thank you for your enquiry regarding the vacancy for the above named post.   The 
successful applicant will support the work of teachers in preparing the learning 
environment, work with and supervise individuals and groups of children under the 
direction/instruction of teaching staff, inclusive of specific individual needs, enabling 
access to learning for all pupils. 
 
This pack has been prepared to help you with your application and includes: 
 

• Information about the school 

• The job description 

• The person specification 
 
Your completed application form should be returned by post or email to my PA, 
KBrackley@prescotschool.org.uk  by the closing date of 7th August 2020.  Interviews 
will be held the week beginning the 17th August 2020.  If you have not heard from the 
school within three weeks of the closing date, your application has not been 
successful at this time. 
 
The Prescot School is committed to safeguarding and promoting the welfare of 
children, young people and vulnerable adults and expect all staff, workers and 
volunteers to share this commitment. 
 
This post is subject to an enhanced DBS (formerly CRB) check.   
 
I look forward to receiving your application. 
 
Yours sincerely 
 

 
Amanda Kennedy 
Head of School 
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The Prescot School: SEND Department 
 
Introduction 
 
The SEND department offer support and intervention across all year 
groups.  As well as in-class support, we offer a range of interventions, including 
reading, spelling, numeracy and handwriting.  We also offer academic mentoring 
support, emotional, mental health and well-being sessions and a safe space at break 
and lunchtimes. 
 
Staffing and Accommodation 
 
There is a full time SENDCO and 11 Learning Support Assistants in the department, 
2 mentors and 2 part-time counsellors.  We have an intervention area and smaller 
rooms.  Learning Support Assistants spend the majority of their time in lessons 
working with students.  They are also expected to work with intervention groups 
under the guidance of the SENDCO. 
 
Curriculum 
 
In KS3 (Years 7, 8 and 9), all students follow a broad curriculum and in most 
subjects they are taught in sets.  In KS4 (Years 10&11) students follow GCSE and 
BTEC courses, with a small number of students taking Entry Level qualifications.  
 
Formal assessments take place throughout the year, where students are monitored 
to ensure that progress is being made in line with flight paths from KS2 and 
intervention takes place as required. 
 
Current level of need 
 
Number of students currently with EHCP: 10 
Number of students at SEN Support: 248 
 
 



 
 

 
 
 
 

 

JOB DESCRIPTION 

 
Department:  SEND INCLUSION  
 
Job Title:  Teaching Assistant  
 
Responsible to: Assistant Principal 
 

Liaising with SENDCO, Teacher colleagues, Learning Mentors, 
Students, Parents, External Agencies. 

 
Grade: TA level 2, SCP range 5-6 pro rata, (27.5 hours per week, term time 

plus 1 week) 
 

 
Overall Purpose of the Job: 
 
To reduce barriers to learning and be an effective “additional adult” in the classroom. 
 

 
Hours of Work 
 
The post is offered as full time, term time only, 27.50 hours per week.   
 

 
Summary of the main aspects of the post 
 
To work with and supervise individuals and groups of children under the direction/ instruction 
of teaching and/or senior staff, inclusive of specific individual learning needs, enabling access 
to learning for all students.  To help students work effectively and achieve success.  To 
monitor progress in relation to target ILPS and IBPs.  To provide  balance and encouragement. 
 
Specific Aspects of the Job 
 
Support for the Student 
 

• Establish good working relationships with students, acting as a role model and setting 
high expectations. 

• Provide consistent support to all students, responding appropriately to individual student 
needs. 

• Contribute to the development and implementation of Individual Education Plans (ILPs). 

• Promote inclusion and acceptance of all students. 

• Encourage students to interact with others and engage in activities led by the teacher. 



• Promote self-esteem and independence, employing strategies to recognise and reward 
achievement within established school procedure. 

• Provide feedback to students in relation to progress and achievement under the 
guidance and direction of the teacher. 

• Use specialist (curricular/learning) skills/training/experience to support students across 
subjects improving literacy and numeracy in particular. 

 
Support for the teacher 
 

• Establish and maintain an appropriate learning environment under the supervision of 
other teacher. 

• Contribute to lesson planning, evaluation of lessons/work plans as appropriate. 

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

• Provide objective and accurate feedback and reports as required, to the teacher or line 
manager on student achievement, progress and other matters, ensuring the availability 
of appropriate evidence. 

• Be responsible for keeping and updating records in agreed format with the line 
manager. 

• Administer tests and invigilate exams as appropriate to Key Stage. 

• Accurately record achievement/progress. 

• Promote positive values attitudes and good student behaviour, dealing promptly with 
conflict and incidents and encouraging students to take responsibility for their own 
behaviour in line with established school policy and techniques. 

• Liaise sensitively and effectively with parents/carers as agreed with the teacher/line 
manager within role responsibility. 
 

Support for the curriculum 
 

• Support the delivery of agreed learning activities/learning programmes, adjusting 
activities according to student learning styles and individual needs as directed by the 
teacher. 

• Support the delivery of literacy/numeracy programmes, effectively utilising all alternative 
learning opportunities to support extended development as required. 

• Support the use of ICT in learning activities and develop students’ competence and 
independence in its use. 

• Assist students to access learning activities through specialist support e.g. 
curriculum/SEN specialism. 

• Determine the need for, prepare and maintain general and specialist equipment and 
resources as relevant to role e.g. visually impaired. 

 
Support for the school 
 

• Be aware of and comply with school policies and procedures relating to child protection, 
health, safety and security, confidentiality and data protection.  Report all concerns to 
the appropriate person (as named in the policy concerned). 

• Be aware of and support difference and ensure all students have equal access to 
opportunities to learn and develop. 

• Contribute to the school ethos, aims and development/improvement plan. 



• Establish constructive relationships and communicate with other professionals, to 
support achievement and progress of students. 

• Attend and participate in regular meetings as appropriate as well as assemblies. 

• Participate in training and other learning activities as required. 

• Establish own best practice and use to support others. 

• Assist in the supervision, training and development of classroom support staff. 

• Assist with the planning of opportunities for students to learn in out of school contexts, 
according to school policies and procedures and within working hours. 

• Accompany teaching staff and students on visits, trips and out of school activities as 
required. 

• The post holder may reasonably be expected to undertake other duties commensurate 
with the level of responsibility that may be allocated from time to time. 

 
This job description will be review annually and may be subject for amendment or modification 
at any time after consultation with the post holder. 
 
It is not a comprehensive statement of procedures and tasks but sets out the main 
expectations of the school in relation to the post holders professional responsibilities and 
duties. 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Person specification – Teaching Assistant                              
 

CRITERIA QUALITIES 
 

Qualifications  
and 
experience 

 DESIRABLE 

 Level 2 or 3 Certificate in Supporting Teaching and Learning in 
Schools, GCSEs at grades 9 to 4 (A* to C) including English and 
Mathematics  

 Experience of working with children  

 

Skills and 
knowledge 

 Good literacy and numeracy skills  

 Good organisational skills  

 Ability to build effective working relationships with students and adults 

 Skills and expertise in understanding the needs of all students 

 Knowledge of how to help adapt and deliver support to meet individual 
needs 

 Subject and curriculum knowledge relevant to the role, and ability to 
apply this effectively in supporting teachers and students 

 Excellent verbal communication skills  

 Active listening skills  

 The ability to remain calm in stressful situations  

 Knowledge of guidance and requirements around safeguarding children 

 Good ICT skills, particularly using ICT to support learning 

 Understanding of roles and responsibilities within the classroom and 
whole school context  

Personal 
qualities 

 Enjoyment of working with children 

 Sensitivity and understanding, to help build good relationships with 
students 

 A commitment to getting the best outcomes for all students and 
promoting the ethos and values of the school 

 Commitment to maintaining confidentiality at all times 

 Commitment to safeguarding student’s wellbeing and equality 

 

 


