Reception/Year 1 Teaching Assistant

/\: {\ (Matemity Cover 29.08.2019 - 19.12.2019)
b )3 oy Salary: NJ C Scale 4 (£19,554 to £21,166)
S S—— < Contract Details: 0.6 FIE working Monday, Thursday
VICTORIA and Fiday, term-time only

Primary school Closing Date: 12pm on Wednesday 12% J une 2019
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Letter from the Head of School

DearApplicant,

Thank you foryourinterest in joining Victoria Primary School’'sdedicated and supportive staff team.
The successful candidate will be a valued member of the Teaching Assistant team, working in
Reception Classeach Monday and Year1each Thursday and Friday during term time. Thispostis
temporary to covera colleague’sMatemity Leave between the Summerand ChrisstmasHolidaysin
2019.

Victoria Primary School is an expanding academy situated in The Meadows area of Nottingham,
conveniently located on the city’stram network and just over 1 mile from both Nottingham Railway
Station and the A52 trunk road, giving easy accessfrom within and beyond Nottingham city.

Our catchment area is the westem edge of The Meadows estate. Our pupil population is both
diverse and strongly cohesive. Our families could be from England, Poland, Sudan, Greece, the
USA, Iraq orindia - but all are proud to be from Victoria Primary. Our pupils are regulady bi- or tri-
lingual - but all speak the language of our school motto “Work hard - Be kind”. First-time visitors to
our school are always surprised to walk into a calm and friendly envimnment where orderly,
leaming-focused classrooms are the norm and children’s behaviouris good.

The ethosofthe schoolis centred upon the motto “Work hard - Be kind”. This motto epitomisesthe
entire staffs' genuine commitment to coupling high academic expectation and achievement with
a whole-team dedication to pupils’ spiritual, moral, social and cultural development. We have a
set of “Work Hard” valuesthat we teach directly to ensure our pupils consciously become the best
leamers they can be. OurSchool Council recently worked with senior staff to replace our school
rules with “Be Kind” values - giving pupils ‘ways of being’ rather than ‘rules to follow’. Our pupils
have high potential and respond well to the wide variety of leaming opportunities presented to
them. The role of each teaching assistantisvital in orderto successfully achieve the shared aimsof
the school community.

The school grounds consist of a recently modemised 1960s brick constructed building housing Years
2 and 3, our specialist SEN Nurture provision, traditional school hall, kitchen and ICT Suite; two 21
century built teaching blocks housing Years 4 to 6 and EYFS/ Year 1; a sports hall; astroturf; play
areas; forest schoolsarea and allotment.

The staff teamismade up of a dedicated and highly skilled group of teachers, teaching assistants,
carers, counsellor, office manager, administrative and site staff. In addition, a team of midday
supervisors support teaching assistants who care forthe children at lunchtimes. There isan on-site
kitchen, which provides cooked meals underthe separate management of a cook supervisorand
two supportassistants. An Executive Head Teacherfrom ourTrust aswellasan experienced SENCo
support the school SeniorLeadership Team, consisting the Head of School, Deputy Head, and three
Assistant Heads.

Victoria Pimary Schoolisa sponsored academy, operated by the Nova Education Trust. Nova isa
dynamic and growing Multi Academy Trust based in the East Midlands. Our Trust is committed to
providing high quality education to all pupils, regardless of their backgrounds. The Trust has core
valueswhich are central to developing a positive ethosthroughout ourgroup of schools. This

Victoria Primary School & Nova Education Trust
Website: www.victoriaprimaryschool.org.uk & www.novaeducationtrust.net
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approach isfocused on securing successforall ourleamersand providing them with the very best
life opportunities. For all staff, pupils and the wider community, the Trust promotes trust, integrity,
mutual respect, empathy and self improvement. The Nova Education Trust believesthat nothing is
more important than making a difference to children.

Visitsto ourschool are encouraged and wamly welcomed by appointment. We very much hope
that after finding out more about the school that you will feel encouraged to join our dedicated
and supportive team.

I look forward to receiving your application by 12.00 on Wednesday 12t June 2019, via the online
form detailed below.

MrRussell Gray
Head of School

Victoria Primary School & Nova Education Trust
Website: www.victoriaprimaryschool.org.uk & www.novaeducationtrust.net




J

) y

= —

VICTORIA

Primary School

2
)
€€
)
)

Application Details

Thank you for your interest in the Teaching Assistant vacancy at Victoria Primary School.
Further details of this post, the school and the Trust are included in thispack and details of
how to apply can be found below.

How to Apply

Should you wish to apply for the post, please complete an online application form and
include a covering letteraddressed to MrGray, which clearly demonstrates your suitability
forthisrole.

The online application form for this role is located on the cument vacancies page of the
school website www.victoriaprimaryschool.org.uk . Wherever possible, please provide
email addressesforyourreferees.

Closing Date

Please ensure yourapplication amvesby 12.00 midday on the closing date of Wednesday
12 June 20109.

Interview:
Interviews forthe role will be held during the week commencing Monday 17 J une 2019.

If you have not heard from us within 2 weeks of the closing date, please assume that
unfortunately, on thisoccasion, yourapplication hasnot been successful.

Safeguarding

Victoria Primary School is committed to safeguarding and promoting the welfare of
children, young people and vulnerable adults and we expect all staff and volunteers to
share this commitment. All posts in Nova Education Trust schools are subject to an
enhanced Disclosure and Baming Service check.

Victoria Primary School & Nova Education Trust
Website: www.victoriaprimaryschool.org.uk & www.novaeducationtrust.net
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J ob Description
Name of Postholder: Teaching Assistant
Responsible to: Head of School
Date of Issue:
Thisjob description identifies our expectations of teaching support staff at Victoria Primary School.

You are required to camy out your dutiesin line with the stated ethosand principles of
the school.

Directed time:

This] ob description allocates duties and responsibilities but does not direct the particularamount
of time to be spenton any orall of them.

| PARTA

POLICY RELATING TO THE WORKING PRACTICE OF A TEACHING ASSISTANT
Areasof responsibility and key tasks:
A Planning, teac hing supportand pupil managementto:

Provide teaching support to allocated pupils by planning teaching with the class teacher to
achieve progression of leaming through:
¢ identifying clearleaming objectivesand detemmining how they will be supported and
assessed
e asdsting in the setting of tasks which challenge pupilsand ensure high levelsof interest
e setting appropriate and demanding expectations
e setting cleartargets, building on prior attainment

. provide clearstructuresforlesson support maintaining pace, motivation and challenge;

. make effective use of assessment and ensure approprate coverage of programmes of
study;

. ensure effective support and best use of available time;

. monitorand intervene to ensure sound leaming and discipline;

. use a varety of supporting methods to:

i.  matchapproach to content, structure information, present a set of key ideasand use
appropriate vocabulary

i. use effective questioning, listen carefully to pupils, give attention to enors and
misconceptions

ii. selectappropriate leaming resourcesand develop study skillsthrough library, .C . Tand
othersources;

Victoria Primary School & Nova Education Trust
Website: www.victoriaprimaryschool.org.uk & www.novaeducationtrust.net
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e ensure effective support so that pupils acquire and consolidate knowledge, skills and
understanding appropriate to the subject taught;

e evaluate theirown support methodology critically to improve effectiveness;

e« workunderthe guidance ofteaching/seniorstaff and within an agreed system of supervision,
to implement agreed work programmes with individuals/groups, in or out of the classroom.
This could include those requiring detailed and specialist knowledge in particularareasand
will involve assisting the teacher in the whole planning cycle and the management/
preparation of resources.

e To provide PPA coverforteaching staff and supervise whole classesoccasionally during the
short-term absence of teachers. The primary focus will be to maintain good order and to
keep pupilson task.

e respond to questionsand generally assist pupilsto undertake set activities

e promote good behaviour, dealing promptly with conflict and incidents in line with
established policy and encourage pupilsto take responsibility fortheirown behaviour,

Support the pupil by:

. Undertaking the activities with either individuals or groups of children to ensure their
safety and facilitate their physical, emotional and educational development;

. Working to establish a supportive relationship with the children and parents
concemed;

. Encouraging acceptance and inclusion of the child with special needs;

. Promoting and reinforcing the child’s self esteem;

. Asssting  with  the development and implementation of Individual
Education/BehaviourPlansand Personal Care programmes;

. Providing feedbackto pupilsin relation to progressand achievementunderguidance

of the teacher.

Support the Teacher by:
. Supporting teaching staff in the camnying out of home visits;
. Assisting the teaching staff in the smooth transition between educational phases;

B Monitoring, assessment, recording, reporting - to:

. assesshow well leaming objectiveshave been achieved and use them to improve specific
aspectsofleaming support;

. monitorpupils’ work and set targetsforprogress;

. assess and record pupils progress systematically and keep records to check work is

understood and completed, monitor strengths and weaknesses, inform planning and
recognise the level at which the pupilis achieving;
. prepare and present informative reports;

C Other professional requirements - to:

. have a working knowledge of teaching assstants’ professional dutiesand legal liabilities
. operate at all times within the stated policiesand practices of the school

Victoria Primary School & Nova Education Trust
Website: www.victoriaprimaryschool.org.uk & www.novaeducationtrust.net
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establish effective working relationshipsand seta good example through theirpresentation
and personal and professional conduct

Being aware of confidential issues linked to home/pupil/teacher/school work and to keep
confidencesasappropriate;

endeavour to give every child the opportunity to reach their potential and meet high
expectations

contribute to the corporate life of the school through effective participation in meetings
and management systems necessary to coordinate the management of the school

take responsbility for their own professional development and duties in relation to school
policiesand practices

administer routine tests and invigilate exams and undertake routine marking of pupils’ work
provide clerical/admin support e.g. photocopying, typing, fiing, money, administer
coursework etc

prepare, maintain and use equipment/resourcesrequired to meetthe lesson plang/relevant
leaming activity and assist pupilsin their use

liaise effectively with parentsycarersand govemors

take on any additional responsibilities which might from time to time be determined

attend and participate in relevant meetings asrequired

participate in training and other leaming activities and performance development as
required

assist with the supervision of pupilsout of lesson times, including before and afterschooland
at lunchtime

accompany teaching staff and pupils on visits, trips and out of sc hool activities as required
and take responsibility fora group underthe supervison of the teacher

help administer and supervise examinations when required

In additionto generaland additional duties, you may be asked to undertake any otherdutieswhich
may reasonably be regarded as within the nature of the duties and responsibilities of the post as
defined, subject to the proviso that nomally any changes of a pemanent nature shall be
incorporated into the job description in specific cases. Thisjob description doesnotform part of the
Contract of Employment.

Victoria Primary School & Nova Education Trust
Website: www.victoriaprimaryschool.org.uk & www.novaeducationtrust.net
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Person Specification: Teaching Assistant

Factor Essential Desirable
Qualifications | ¢ 5 GCSEsorequivalent (including Mathsand
English A-C)

e Minimum recognised level 3 teaching assistant
qualification orequivalent

Experience e Experience of working with and/orcaring for
children

Skills and e Ability to work effectively within a team

Knowledge environment, understanding classroom roles

and responsibilities

o Ability to build effective working relationships
with all pupilsand colleagues

¢ Ability to promote a positive ethosand role
model positive attributes

¢ Good peronalnumeracy and literacy skills

e Awarenessand basic understanding of school
cumic ulum

e Basic awareness of inclusion especially within a
school setting

o Ability to use basic ICT

Personal o High expectationsof all pupils, respect for their

Qualities social, cultural, linguistic, religious and ethnic
backgrounds; and commitment to raising their
educational achievements

e  Ability to build and maintain successful
relationships with pupils, treat them consistently,
with respect and consideration, and
demonstrate concem fortheirdevelopment as
leamers

¢ Demonstrate and promote the positive value,
attitudesand behaviourthey expect from pupils
with whom they work

e Able to improve theirown practice through
observations, evaluation and disc ussion with
colleagues

e Ability to work collaboratively with colleagues,
and canmy out role effectively, knowing when to
seek help and advice

o Ability to liaise sensitively and effectively with
parentsand carers, recognising role in pupils
leaming

¢ Willingnessto participate in relevant training and
development opportunities

Victoria Primary School & Nova Education Trust
Website: www.victoriaprimaryschool.org.uk & www.novaeducationtrust.net




