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This post is subject to satisfactory references, which will be requested prior to the interview, an enhanced 

Disclosure and Barring Service (DBS) check, medical check, evidence of qualifications, plus verification of the 

right to work in the UK. 

 

 

 

 

Job Description 
  

Job Title: Teaching Assistant - 25hrs per week 

Salary/Grade: 
Staffs 3  

Scale Point 3-4  

£24,795.47 – £25,184.97 (37hrs FTE) 

Academy Name: Pye Green Academy  

Location/Address: Rosehill, Hednesford, Staffordshire, WS124RT 

Greenheart Learning Partnership is committed to safeguarding and promoting the welfare of children and young 

people and expects all staff and volunteers to share this commitment.  We therefore expect all staff and 

volunteers to work to and within school policies and procedures, including safeguarding, child protection and 

health and safety. 

 

Purpose of the Post 

To support teaching staff in the development and education of pupils, including the provision of specialist skills as 
appropriate. 

Relationships: Responsible to: Headteacher and SENCO  

Duties and responsibilities attached to this post are as follows: 

Support to Pupils 

• Provide pastoral support to pupils within the school environment. 

• Assist children in matters of personal needs and their general health including first aid and welfare 

matters.  

• Provide structured support in accordance with specific work programmes designed and supervised by 

individual teachers 

• To contribute to raising standards by ensuring high expectations are promoted for pupils. 

• Involvement in the implementation of Individual Education/Behaviour/Support/Mentoring plans. 

• Arrange medical/dental visits as appropriate. 

• Provide general support to pupils, ensuring their safety, by complying with good H&S practice. 

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

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

 

Support to Teacher 

• To act as Cover Supervisor during teacher absence under the direction of a teacher/designated 

member of staff.  Cover will be in accordance with the nationally agreed protocols and as provided for 

in the Education Act 2002.  (The role of Cover Supervisor will be to supervise and take sole 
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responsibility, for short term cover only, for a class/group who are undertaking pre-planned work or 

where pupils are able to undertake effective, self-directed learning. 

• Provide structured support in accordance with specific work programmes designed and supervised by 

individual teachers. 

• Support the teacher in the development and implementation of Individual Education/Behaviour Plans. 

• Assist in maintaining classroom discipline through the implementation of the schools’ behaviour 

management strategies. 

• Provide support to pupils to achieve learning goals, e.g. guided reading. 

• Supervise pupils for a particular curriculum activity under the supervision and guidance of a qualified 

teacher. 

• Assist the teacher with the planning of learning activities. 

• Assist the teacher in monitoring pupils’ responses to learning activities and accurately record 

achievement/progress as directed. 

• Co-ordinate and organise pupils attending extra-curricular activities/work experience or other out of 

school activities under guidance of teacher. 

• Provide detailed and regular feedback to teachers on pupils’ achievement, progress, problems etc. 

• Provide general admin support, for classroom activities e.g. produce worksheets for agreed activities 

etc. 

 
Support to Curriculum 

• To provide support in literacy/numeracy/SEN strategies. 

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

use. 

• Contribute to curriculum planning, evaluation, and implementation. 

• Contribute to development of school policies and procedures by participation in working groups. 

• Contribute to the development, preparation, and dissemination of appropriate materials. 

 

Support to School (this list is not exhaustive and should reflect the ethos of the school) 

• Promote and safeguard the welfare of children and young persons you are responsible for, or come into 

contact with. 

• Be aware of and comply with policies and procedures relating to child protection, health, safety and 

security, confidentiality, and data protection, reporting all concerns to an appropriate person. 

• Ensure all pupils have equal access to opportunities to learn and develop. 

• Liaise effectively with teachers/parents/guardians, welfare officers, health visitors and other 

professional staff as part of the routine consultative process. 

• Contribute to the overall ethos/work/aims of the school. 

• Attend relevant meetings as required.  

• Participate in training and other learning activities and performance development as required. 

• Assist with the supervision of pupils out of lesson times, including before and after school and at 

lunchtimes. 

 
Safe Working Practices for Adults working with Children 

It is the responsibility of each employee to carry out their duties in line with Greenheart Learning Partnership’s ethos 

and culture of safe working practices for Adults working with Children; and be sensitive and caring to the needs of 

the disadvantaged, promoting a positive approach to a harmonious working environment. Each employee should act 

as an exemplar on these issues and must, where appropriate, identify and monitor training for themselves and any 

employees they are responsible for. 

 

General Data Protection Regulations 

The post holder is required to comply with GDPR regulations ((EU) 2016/679) (unless and until the GDPR is no longer 

directly applicable in the UK) and then (ii) any successor legislation to the GDPR or the Data Protection Act 1998, 
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including the Data Protection Act 2018). The postholder is to maintain awareness of Trust policies and procedures in 

this area. Attention is specifically drawn to the need for confidentiality in handling personal data and the implications 

of unauthorised disclosure. 

 

Fluency  
This post is covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak English fluently is an 
essential requirement for this role. 
 
Equality and Diversity  
There is a requirement for the post holder to promote the equality and diversity agenda within their own role and areas 
of responsibility and across the department/unit.  

This job description sets out the duties of the post at the time when it was drawn up. Such duties may vary from time 

to time without changing the general character of the duties or the level of responsibility entailed. Such variations are 

a common occurrence and cannot in themselves justify a reconsideration of the grading of the post.   

 

The job description will be reviewed regularly to ensure that it relates to the role being performed and to incorporate 

reasonable changes that have occurred over time or are being proposed.  This review will be carried out in 

consultation with the post-holder before any changes are implemented. 

Developed by: HR Business Partner Date of issue: May 2023  

Signature of Postholder  Date of signature:  


