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Maiden Erelgh Trust
Job Description

	Role
	Teaching Assistant (Nursery)
	School/Department
	Trust Schools 

	Grade
	Grade 4 (spinal points 7-11)
	Reports to
	Classroom Teacher / Phase leader

	Purpose 
	To provide general support to the class lead in the management of the unit and key pupils, groups of children and the class as a whole; to support and supervise children both in and out of the classroom; and, under the direct instruction of teaching staff, to work with pupils in all learning areas (including on off-site visits) to provide physical and general care and assist with their learning and social, educational and emotional needs, demonstrating a clear commitment to safeguarding pupils’ welfare.

	Scope 
	Staff responsibilities:
	Financial Accountability:

	
	None
	None

	Key accountabilities

	To support the class lead and teaching staff to deliver effective learning experiences by enabling children to access activities, engage positively and make progress within agreed learning programmes and the EYFS framework.

To contribute to accurate observation, feedback and record-keeping so that staff can monitor progress, identify needs and agree appropriate next steps for individuals and groups.
To promote positive behaviour, safety and wellbeing, maintaining a calm and nurturing environment where children are supported to succeed and any concerns are addressed promptly and consistently.

To provide appropriate personal care and welfare support, ensuring children are safe, supported and treated with dignity, in line with required procedures and training.
To contribute to an inclusive environment where equality of opportunity is upheld and children’s individual needs are recognised and responded to appropriately.

To contribute to the effective day-to-day running of the unit by preparing resources, providing practical support, and working collaboratively with colleagues and parents/carers as required.

	Relationships
	The postholder will build positive, professional relationships with a wide range of stakeholders, including Trust and school leaders, colleagues across Maiden Erlegh Trust, students, parents and carers, plus external partners. These relationships are central to creating a collaborative, supportive environment that enables shared success and strong outcomes for all.

	Supporting Maiden Erlegh Trust
	The postholder may occasionally support other Maiden Erlegh Trust schools, promoting collaboration, professional growth, and the sharing of effective practice. This cross-Trust work provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community.

	Main duties and accountabilities

	Teaching and Learning
· Encourage pupil interaction and engagement with teacher-led learning activities.
· Support and supervise pupils in lessons in relation to local and national learning strategies, including the EYFS Framework and Development Matters.
· Liaise with the class teacher regarding planned programmes of work for the session and/or day.
· Work within key worker groups to track pupil progress and offer next steps, maintaining children’s Learning Journeys.
· Support children individually and in groups, as appropriate, to access learning activities and achieve agreed outcomes.
· Help support children in achieving agreed targets identified in Individual Education Plans (IEPs), where applicable.
· Under the direction of the class lead/SENCo, contribute to the development and implementation of individual plans, including implementing advice from other professionals and attending meetings as necessary.
· Help children develop social and emotional skills to support independence as learners.
· Direct and support pupils in the use of materials and resources as required.
· Prepare and routinely maintain classroom and individual materials, resources and displays, clear up after activities, and display pupils’ work.
· Organise learning opportunities as agreed with the appropriate line manager, including during outdoor learning/play provision where required. 
Assessment
· Observe pupils’ engagement, achievements and challenges and report to the teacher as appropriate.
· Keep in dialogue with the class teacher/SENCo regarding pupil progress and/or perceived difficulties with learning objectives, including completing feedback documentation as required.
· Under the direction of the class lead/SENCo, assist in reviewing pupil progress by keeping appropriate records of what has been achieved and helping to determine future targets.
· Undertake pupil record keeping, gather and report information from and to parents/carers as required.
Behaviour Management and Student Wellbeing
· Promote inclusion, act as a positive role model, be aware of individual needs and respond appropriately.
· Support the class lead in managing behaviour, report concerns and log incidents and difficulties as appropriate.
· Identify and celebrate positive behaviour and engagement in line with school expectations.
· Engage in preventative strategies to minimise negative behaviour.
· Implement agreed rewards and sanctions in line with school policy.
· Record behaviour incidents, whether celebrated or sanctioned, in line with school procedures.
· Follow school policy on racist behaviour, including reporting such behaviours in writing to the Headteacher.
Pastoral and Inclusion
· Ensure equality of opportunity and inclusion in learning, play and lunchtime provision.
· Participate in and facilitate a range of activities, playing with and alongside children to model appropriate behaviours and build relationships.
· Promote the values of the school during playtime and lunchtime so that social, emotional and educational learning is supported.
· Ensure play and lunchtime provision offers children a variety of stimulating learning opportunities through facilitating games, clubs and activities.
· Provide appropriate support to children’s welfare needs, both individually and in groups, ensuring safety and dignity at all times.

Trust Culture
· Contribute to the overall aims and targets of the school, support the roles of other team members and attend relevant meetings as required.
· Work collaboratively with colleagues and contribute positively to the effective running of the unit and wider school community.
· Undertake training and appraisal as part of ongoing professional development.
· Meet with the agreed line manager on a regular basis.
Other
· Provide for pupils’ welfare and personal care needs, which may include administration of medicines, basic first aid (with support from trained staff), and intimate care, in line with policies, procedures and training limits.
· Undertake playground supervision and support supervision arrangements as directed.
· Assist children in preparing for lunch, including washing hands and related routines.
· Follow procedures for wet play and lunchtime arrangements.
· Monitor children’s activities prior to, during and after meals to minimise risks to themselves and others.
· Assist with the preparation for and tidying up after midday and playtime activities.
· Ensure accident and incident policies are followed in practice, including recording incidents in appropriate school logs.
· Assess the seriousness of situations, take appropriate action within role limits, and summon senior staff when necessary.
· Act appropriately in emergencies and render first aid in accordance with personal training limits.
· Exercise appropriate crowd control and remove children from danger where required.
· Provide clerical and administrative support (e.g. photocopying, typing, filing, collecting monies) as required.
· Undertake any similar duties as required.
· Undertake such other duties as may from time to time be necessary, compatible with the nature of the post.


	Other requirements and responsibilities

	· Enhanced DBS clearance required.
· The level of DBS required is Enhanced with Children’s Barred List.
· Comply with policies and procedures relating to child protection, safeguarding, health and safety, welfare, security, confidentiality and data protection, reporting concerns to the appropriate person.
· Maintain a consistent commitment to safeguarding, equality and promoting the welfare of children and young people.
· Provide first aid as required and in line with training provided.
· Provide intimate care for children as required and in line with training provided.
· Follow all school policies and practices, as appropriate, in relation to the school’s direction as set out in the school improvement plan.
· Support the school ethos of learning and positive behaviour in line with school policy.






Person Specification 

	
Role 


	Teaching Assistant
	School/Department 
	Please refer to advert

	Qualifications, training and education 
	• Early Years Level 3 qualification
• NVQ Level 2 or equivalent qualification in English and Mathematics
• Paediatric First Aid qualification 

	Skills and abilities 
	Teaching and learning
• Knowledge of the Early Years Foundation Stage Framework and Development Matters
• Understanding of expected standards of learning and development within the Early Years phase
• Secure understanding of open-ended questioning and investigative approaches to learning
• Ability to use effective questioning to extend children’s thinking and learning
• Strong observation and assessment skills to support accurate monitoring of children’s progress
• Understanding of the role in supporting and supervising children to achieve intended learning outcomes within agreed timescales
Communication
• Excellent communication and interpersonal skills with children, colleagues and parents/carers
• Ability to provide and receive feedback regarding children’s progress in a clear and professional manner
• Ability to maintain confidentiality at all times
Organisation and planning
• Ability to work effectively within a team and independently as required
• Ability to use initiative and demonstrate flexibility in response to changing needs and priorities
Behaviour management
• Secure understanding of positive behaviour management strategies appropriate to the Early Years phase
• Ability to promote and reinforce positive behaviour in line with school policy
Pastoral and inclusion
• Experience of working with children with challenging behaviour or special educational needs.
• Ability to support children’s social and emotional development to promote independence and resilience
• Commitment to equality of opportunity, inclusion and race equality
• Caring, positive and patient approach, with sensitivity to individual children’s needs
• Ability to remain calm under pressure and respond appropriately to children’s needs
• Strong sense of responsibility and professional integrity
Personal qualities
• Flexible approach to working and commitment to ongoing professional development through reflection and learning from others
• Energetic and adaptable approach to supporting young children’s learning and development
Requirements specific to the role
• All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.
• To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required.
• Suitability to work with children.
• Enhanced Disclosure and Barring Service check with Children’s Barred List.
• Willingness and ability to provide first aid and intimate care in line with training and school policy.



	Requirements specific to the role 
	All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.

To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required 

Enhanced Disclosure and Barring Service check with Children’s Barred List.




Maiden Erlegh Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
	Signed:
Post holder
	

	Date:
	




Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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