
 

Farney Close School, 

Bolney Court, Bolney, West Sussex, RH17 5RD 

Job Description 
 

 
Job Title:  Teaching Assistant – Secondary Provision 

Reports to:  Head of Teaching Assistants 

Responsible for:  This role has no direct reports. 

 

 
 

Main Purpose of the Job 

 

To work as a Teaching Assistant in the Secondary Provision supporting young people with 

Social, Emotional and Mental Health or/and associated needs. 

Purpose of the job:  

To work in partnership with and support the teaching staff, principally in connection with the 

care and education of pupils but also other classes as deemed appropriate.  

To be a positive team member, contributing to the well-being and life of the whole school 

community.  

To promote the inclusion of all pupils.  

Main Tasks:  

• Take responsibility for delivery of learning activities with small groups who would 

benefit from a different learning approach, as agreed.  

• Support children’s use of basic language skills, developing vocabulary in all areas of 

the curriculum and encourage questioning.  

• Ability to support young people in self-regulating and helping them find strategies to 

manage their behaviour. 

• Carry out learning activities, as designed through joint planning with the Teacher.  

• Assist children in safe use of equipment with due regard to health and safety.  

• Support classroom routines and establish a caring ethos and safe environment for 

the children.  

• Assist children during creative and practical activities e.g. ICT, art, design 

technology, cookery, model-making, science investigation and other activities 

appropriate to the year-group.  



• Actively encourage children’s independence and the development of self-help 

skills.  

• Discuss with the Teacher ways of working with the children that enables them to 

develop their full potential.  

• Make observations and keep notes on children’s performance, liaising with the 

Teacher about their progress. Keep assessment files up-to-date.  

• Preparing and replacing materials in liaison with the Teacher and other admin tasks.  

• Promote good practice both through presentation of children’s work in displays and 

in interactive displays that encourage questioning and vocabulary.  

• Helping establish harmonious relationships with parents and carers.  

• Offer comfort and support to children who are distressed or unsettled.  

• To offer care and attention to children when they are unwell or require first aid in 

accordance with the school policy.  

• To accompany small groups of children on out of school trips e.g. local shops etc.  

• To take part in training that further develops your professional skills and knowledge.  

• To supervise children in the playground on a rota basis.  

• To respect and value the strengths of your colleagues to enable you to create an 

enabling learning environment.  

• To support with after school activities when required. 

 

Personal skills and attributes 

• Experience of working as part of a team. 

• Self-motivated with a flexible approach. 

 

General Accountabilities: 

• Observe the letter and spirit of all the school policies and be aware of and comply 

with policies and procedures relating to Health and Safety, Confidentiality and 

General Data Protection Regulation, reporting all concerns to the appropriate person. 

• Maintain particular regard to the Child Protection and Safeguarding Policy and report 

any concerns immediately. All employees are required to demonstrate commitment 

to promoting and safeguarding the welfare of children and young people in the 

school. 

• Adhere to the content of the policies in all aspects of day-to-day duties relating to 

staff, young people, members of the public and other agencies. 

• Contribute to good staff relationships. 

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

• Attend and participate in relevant meetings, as required. 

• Participate in training and other learning activities and performance development, 

as required. 

• Participate in all requirements to ensure continued professional development (CPD), 

including your annual appraisal and regular meetings with your Line Manager. 

 

Safeguarding  

• Farney Close School is committed to the safeguarding and promotion of the welfare 

of all children and young people in our care. All staff have a key role and 

responsibility in this area.  

 



• As a member of staff at Farney Close School you have a responsibility for 

safeguarding and must ensure that you and members of your team maintain up to 

date knowledge and insight into all child protection policies, guidance and relevant 

government legislation. You must follow the School’s Child Protection and 

Safeguarding Policy at all times 

 

Confidentiality: 

During the course of your employment you may have access to information of a confidential  

nature. Under no circumstances may this information be divulged or passed on to any 

unauthorised person or organisation.  

 

Job Description Duties: 

 

Qualifications:  

Relevant experience and education.    

 

Experience and Skills: 

• Excellent written and verbal communication skills.  

• Excellent interpersonal and team working skills.  

• Ability to initiate work and to work unsupervised.  

 

Attributes: 

• Commitment to the provision of a quality service to children and young people and 

a high level of customer care.  

• A sensitive and responsive approach to young people and parent / carers needs.  

• Proactive, forward thinking and possess and exercise sound judgement. 

 

Equal Opportunities 

We are committed to achieving equal opportunities in the way we deliver services to the 

community and in our employment arrangements. We expect all employees to understand 

and promote this policy in their work. 

 

Health & Safety 

All employees have a responsibility for their own health and safety and that of others when 

carrying out their duties and must help us to apply our general statement of health and 

safety policy. 

 

General Statement 

To undertake any reasonable duties as requested by the Senior Leadership Team and the 

Directors. 

 

This job description may be altered without notice due to changes in technology, policy  

practice, procedure or legislation. 

 

This job description is not an exhaustive list of duties and the post-holder will be required to  

undertake any other reasonable duties as discussed and directed by the Principal. This job 

description is intended to reflect the range of duties the post-holder will perform.   



 

Report immediately to a Senior Manager, or any other appropriate person any malpractice 

or evidence of malpractice of any member of staff. 

 

Read, understand and be required to sign, as requested, all relevant school policies. 

 

This post is subject to an Enhanced DBS (with Barred List) check.   

 

Our school is committed to equality and promoting the welfare of children and expects all 

staff to share this commitment.  

 

Review   

This job description will be reviewed at least once per year in line with your annual 

appraisal and may be subject to amendment or modification at any time after 

consultation with the post holder.   

 

Name: 

 

 

Signature: 

 

 

Date: 

 

 

 

 

0823 


