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 Wood End School
Learning Together, Respecting Each Other

Post: Teaching Assistant FS                        Responsible to: Class Teacher / Early Years Leader/ Headteacher 
Grade: H2/H3
Key purpose of the job: To work with the Class Teacher in planning and delivering the curriculum appropriate to that Year Group

Key areas of responsibility:
1. Supporting the teacher

· To work with the Class Teacher to provide activities appropriate to the educational, social and cultural needs of all children in Foundation Stage.
· To prepare resources for the lessons e.g. photocopying, laminating etc.

· To work with pupils of all abilities following the planning set by the teacher.
· To work with individual pupils or differentiated groups of children.
· To work with groups of children on intervention programmes e.g. Letters and Sounds, handwriting.
· To agree a mutually convenient communication system with the class teacher, both verbal and recorded.
· To be aware of and implement Wood End School policies and practices. 
· To keep all information regarding parents, carers and children (which is made available to you as a result of your work) confidential to yourself and the class teacher.

· To input pupil data on to the computer e.g. class list, assessment results etc.
· To assist the teacher in record keeping and filing.
· To take down old displays and put up new backing paper. To mount children’s work and assist teacher in placing the final display.

· To proof read and collate pupils annual reports.
2. Supporting the pupils:

· To develop knowledge and understanding of each child’s specific learning needs.
· To deliver the EYFS Curriculum including phonics and writing up notes for the online learning journal using correct written and verbal standards of English
· To read and understand pupils’ Individual Education Plans and to contribute to reviews.
· To be involved in promoting/reinforcing pupils’ self esteem.

3. Other duties
· To be part of the weekly rota for supervising children at playtimes.
· To be part of the weekly rota for filling and emptying the dishwasher and keeping the staff kitchen clean and tidy.

· To attend in house Teaching Assistant training sessions each half term.
· To attend whole school INSET, as required by the Headteacher.
· To undertake continuing professional development as required.
· To develop methods and activities to aid all children to learn as effectively as possible both in group situations and as individuals.

· To be constantly aware of Health and Safety issues in regard to the school premises, children other staff and parents.
· To complete the register or fill in for the teacher in an emergency for no longer than half an hour.

· To inform the Headteacher or senior leadership team if you have any doubts about the conduct of supply teachers.

· To use your initiative in an emergency.

· To clear up any accidents (to include sickness, toilet accidents etc) in the classroom. To call for assistance from another TA to ensure Child Protection procedures are followed.

·  To carry out any other duties that reasonably corresponds to the general nature of the post.
4. The teacher should support you by providing:

· A timetable (to include time to prepare for intervention strategies and other duties).
· A mutually agreed system of communication.
· A quality session of time to feedback and plan.
· A meeting to share the results of the class progress meeting
· Copies of IEP’s and planning.
· Up to date information about changes involving the class or class members.
5. Covering the whole class for periods of longer than half hour.

· You will be given the choice if you wish to cover the whole class or not.

· Where possible this will be agreed with you in advance.

· Where possible planning for these lessons will be agreed in advance.

· The teacher (having checked with Headteacher) will indicate if this cover is extra pay or not.
· It is your responsibility to ensure the Office Manager is aware of extra hours worked, and to complete a timesheet.
Signed:                                                                                                Date:

Signed Headteacher:                                                                          Date:


