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Post Holder:  

The description of the duties, responsibilities and accountabilities for the post of 

Teaching Assistant at St Peter’s Methodist Primary School have been set out in this 

job description. 

Responsibility 

Areas 

Higher Level Teaching Assistant and Forest School Leader 

Accountabilities A Undertaking responsibilities as a Teaching Assistant 

B Undertaking responsibilities as a HLTA 

C Undertaking responsibilities as a Forest School Leader. 

D Generic duties relevant to all members of staff. 
 

Accountable to Class Teacher 

Headteacher 

Main Duties See attached information for detailed duties and 

responsibilities 
Signed Date: 

Signed Headteacher 
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Area of Accountability: A 

Undertaking responsibilities as a Teaching Assistant 

 

To promote the vision and aims of St Peter’s Methodist Primary School 
 

 Lead by example as an enthusiastic, efficient and highly effective teaching 

assistant. 

 Be fully familiar with school aims and policies and the national curriculum to ensure 

quality of education. 

 Be committed to celebrating children’s successes and presenting their work 

through high quality displays, exhibitions etc. 

 Work with colleagues to maintain and raise standards, attending relevant staff 

meetings as required. 

 Liaise with the class teacher in preparation for, and feedback from, support 

sessions as appropriate. 

 Liaise with the class teacher in preparing differentiated work/materials for use with groups 

or individuals. 

 Assist in the physical well-being of individual pupils where appropriate. 

 Maintain observation sheets/records where appropriate with significant 

information relating to targets. 

 Prepare, present, display and maintain resources in the school for use in 

curriculum support under the direction of the class teacher. 

 Work with small groups of pupils in programmes devised by other professionals such 

as speech therapists, occupational therapists. 

 Be committed to extending own professional knowledge and expertise by 

attending in-service courses, personal reading, working with colleagues. 

 Make full use of Performance Appraisal opportunities 

 Undertake shared duties of supervision of pupils during break times. 

 Promote and safeguard the welfare of the children with whom they have contact 

 Expect the highest standard of behaviour, appreciating the need to set a good 

personal example. 

 Ensure the safety and monitor the discipline of children both within the classroom and 

generally around the school. 
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Area of Accountability: B 

Undertaking responsibilities as a Higher Level Teaching Assistant 

Main Duties and Responsibilities 

Planning 

Plan and prepare lessons with teachers, participating in all stages of the planning cycle, 

including in lesson planning, evaluating and adjusting lessons/work plans. 
 

Develop and prepare resources for learning activities in accordance with lesson plans and in 

response to pupil needs. 
 

Contribute to the planning of learning opportunities for pupils. 
 

Teaching and Learning 

Within an agreed system of supervision and within a pre-determined lesson framework, teach 

whole classes. 
 

Provide detailed verbal and written feedback on lesson content, pupil responses to 

learning activities and pupil behaviour to teachers and pupils. 
 

Motivate and progress pupils’ learning by using clearly structured, interesting teaching and 

learning activities. 
 

Support the teaching and assist pupils to access the full curriculum. Be familiar with lesson plans, 

provision plan targets and learning objectives. 
 

Be aware of and support difference and ensure all pupils have equal access to 

opportunities to learn and develop. 
 

Promote and support the inclusion of all pupils, including those with specific needs, both in 

learning activities and within the classroom. 
 

Use behaviour management strategies, in line with the school’s policy and procedures, to 

contribute to a purposeful learning environment and encourage pupils to interact and work co-

operatively with others. 
 

In accordance with arrangements made by the Headteacher, progress pupils’ learning in a 

range of classroom settings, including working with individuals, small groups and whole classes 

where the assigned teacher is not present. 
 

Organise and safely manage the appropriate learning environment and resources. 
 

Promote and reinforce children’s self-esteem and independence and employ strategies to 

recognise and reward achievement of self-reliance. 
 

Assist the class teacher in encouraging acceptance and integration of children with  special 

needs, or from different cultures and/or with different first language. 
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Area of Accountability: C 

Undertaking responsibilities as a Forest School Leader 

 

Main Purpose of Job 

 
 To provide quality learning outside of the classroom.

 To maintain a safe learning environment including carrying out Risk Assessments within the 
Forest School, identifying areas of concern as needed.

 To deliver weekly sessions and interventions to all classes and groups of specified pupils, or 

individuals as outlined on Provision Plans in order to support them with their learning and 

raise levels of well-being, achievement and attainment, specifically using the outside 

environment.

 To lead Forest School provision across the whole school.

 
Knowledge and Understanding 

 
 Forest School Leader Level 3 qualification is desirable however, we would be happy to 

provide training to the right candidate.  

 To help promote positive behaviour, school’s ethos and values. 

 To promote the six principles of nurture. 

 To be committed to the safeguarding and welfare of all children. 

 To promote and support the development of positive relationship between the 

learner and the natural world. 

 To be responsible for lesson plans and organisation of all subsequent Forest School 
activities. 

 To adapt and promote holistic development of children fostering confident, 
independent and creative learners. 

 To follow principles of the Forest School, such as to aim to improve physical, cognitive, 
communicational, social and emotional aspects of children’s development. 

 To allow pupils the opportunity to learn through play and choice that is based on their 
innate interests, motivation and positive attitudes. 

 To report any concerns directly to the site staff or member of the senior leadership team. 

 To work together collaboratively and professionally, being diplomatic and tactful. 

 To be a good role model in speaking and listening, using correct grammar. 

 To follow all school policies. 

 

Specific duties and responsibilities 
 

 To be able to plan, organise and deliver Forest School activities to a wide range of 

children. Liaise with class teachers when organising groups of children and schedule of 
sessions. 

 To be responsible for setting up the activities and getting ready the equipment and 
materials needed. Select and use a wide range resources and teaching methods 
appropriate to forest school experience. 

 Supervise children at all times, encouraging and promoting their independent learning. 

 To be able to support children with various needs while delivering the sessions. 

 To have pupil-centred learning approach at the heart of every Forest School session, 
ensuring that play and choice are the integral part of children’s learning. 
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 To promote positive management of behaviour, establishing boundaries to ensure the 
safety and good behaviour of the children. To adhere to the school’s Positive Behaviour 
Policy. 

 To promote the six principles of nurture. 

 Conducting observations and reviews of children’s learning and maintaining necessary 
records of children’s development and progress. 

 To order any necessary equipment and/or resources and to maintain them in a suitable 
state. 

 Adhere to the school’s Health and Safety Policy and conduct regular Risk Assessments 
of the forest area that is used for the sessions. To prepare and keep up to date the 
relevant Risk Assessment paperwork. To make staff aware of any potential risks. 

 To participate in annual performance appraisal and to agree with the Line Manager 
targets for the following year. Continue with your professional development and 
attend any relevant training as required. 

 The post holder will be expected to work as part of a team and/or independently. 

 To help promote Forest School including delivering sessions during our annual open day 
events. 

 The post holder may be required to assist with other areas of work and therefore they 
should be prepared to undertake other duties, appropriate to the post, as delegated 
by the Leadership Team. 

 Comply with all school policies and procedures in particular those relating to child 

protection, health, safety and security, confidentiality and data protection, reporting all 

concerns to an appropriate person. 
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Area of Accountability: D 

General duties relevant to all members of staff 

 

To actively promote our agreed Christian Values and school mission statement and aims. 

 

It is expected that all staff work collaboratively to share good practice, resources and ideas and 

realise the school vision and aims. All staff should act with professional integrity at all times, 

following the school ‘Code of Conduct for Staff’. 

 

Use of ICT 

ICT must be used creatively to inspire and motivate pupils where it is relevant to do so. All staff 

will be expected to utilise ICT and to improve communication and reduce paper use. Security 

procedures must be followed when using ICT systems. 

All staff are expected to follow (and ensure pupils follow) the procedures as laid out in the 

schools ICT and safety policy. 

 

Data Protection 

It is essential when working with computerised systems that you are completely aware of your 

responsibilities at all times under the Data protection Act 1984 (as amended) for the security, 

accuracy, and significance of personal data held on such systems. 

 

Health and Safety 

Employees are required to work in compliance with the schools’ Health and Safety policies 

and under the Health and Safety at Work Act 1974 (as amended), ensuring the safety of all 

parties they come into contact with, such as members of the public, in premises or sites 

controlled by the school. 

In order to ensure compliance, procedures should be observed at all times under the 

provision of safe systems of work through safe and healthy environments, including 

information, training and supervision necessary to accomplish those goals. 

 

Safeguarding 

St Peter’s Methodist Primary School is committed to safeguarding and promoting the welfare of 

children and young people and all staff must ensure that the highest priority is given to following 

the guidance and regulations to safeguard children and young people. 

All staff are to have due regard for safeguarding and promoting the welfare of children and 

young people and to follow the child protection procedures adopted by St Peter’s Methodist 

Primary School. Any safeguarding or child protection issues must be acted upon immediately 

by informing the Designated Safeguarding Lead (DSL). 

The successful candidate will be required to undergo an Enhanced Disclosure from the 

Disclosure and Barring Service (DBS) and obtain any other statutorily required clearance. 

 


