
 
 

THE OAK-TREE GROUP OF SCHOOLS 
 

OAKLANDS SCHOOL 
 

JOB DESCRIPTION 
 

 

Post Title Teaching Assistant 

Post Holder  

Responsible To 
Sendco, Janine Mudd 
Headmistress,  Gretchen Copeman 

 

 
All members of staff employed by The Oak-Tree Group of Schools are expected to uphold the 
Group’s vision and ethos on a daily basis through their professional conduct, as well as working in 
accordance with its aims and policies. The duties outlined in this Job Description may be modified 
to reflect or anticipate changes in the job, commensurate with the salary and job title. 
 
 
Main Purpose of the Role 
To support the teaching staff by helping to ensure that the school provides the highest standards of 
care, support and welfare for all pupils both inside and outside of the classroom, and helping children 
with their learning. 
 
 
General Responsibilities: 

 To maintain high standards of time keeping and communication with parents. 

 To provide a role model for the development of pupils’ social behaviour and attitudes. 

 To set a good example in terms of dress, punctuality and attendance. 

 To work effectively as a member of the team, establishing and maintaining good relationships 
with colleagues, parents and pupils. 

 To provide a safe, secure and well-organised environment to encourage the development of 
pupils as independent learners. 

 To follow health and safety procedures in order to safeguard the health and safety of all 
members of the school community where applicable. 

 To be responsible for promoting and safeguarding the welfare of the pupils. 

 To promote the Spiritual, Moral, Social and Cultural development of the pupils. 

 To promote equality of opportunity and anti-discriminatory practice for all children. 

 To be aware of responsibilities under the School’s Child Protection Policy and to report any 
concerns to the appropriate person as soon as they occur. 

 

 
Specific Duties and Responsibilities: 
 
Assisting pupils and staff: 

 To cover for the class teacher in emergency or short term situations, as directed by the 
Headmistress or member of the SLT. 

 To assist in the supervision of pupils under the direction of a class teacher, ensuring as far 
as can reasonably be expected the safety and well-being of those pupils. 



 To hear individual readers and discuss the cover title, author, characters, plot, correct 
miscues, encourage expression, fluency etc and check for comprehension. 

 To hear group readers.  

 To support whole class activities when appropriate. 

 To support group work with objectives set by the teacher. 

 To support individuals with SEND in liaison with the teacher. 

 To support individuals with specific tasks set by the teacher. 

 To observe and record the participation of individuals during group or class work. 

 To assist in the supervision of pupils on educational visits. 
 

 
Classroom organisation: 

 To ensure that classroom organisation provides opportunities for pupils to take responsibility 
for their learning. 

 To prepare some classroom tasks and resources. 

 To ensure that equipment/books are in good working order. 

 To photocopy worksheets as required and in accordance with copyright laws. 

 To prepare pupils’ work for displays and maintain a high standard of display in the main 
classroom and throughout the School. 

 To assist in the maintenance of a stimulating and well-ordered learning environment. 

 To assist in the educational process of a specified group of children as directed by the 
classroom teacher. 
 
 

Children’s welfare: 

 To assist class teachers with classroom discipline and, jointly with colleagues, maintain a 
high standard of discipline throughout the School. 

 To assist with the care of pupils requiring medicines or first aid under the directions of a 
trained first aider. 

 To assist with breaktime and lunchtime duties as required. 

 To conduct playground duties as required. 

 To assist the class teacher in promoting the welfare and development of any pupil identified 
as having Special Needs. 

 To report any concerns of safety immediately to the Health and Safety Officer. 

 To assist with special events e.g. Christmas party, concerts, sporting events, plays, Speech 
Day. 

 
 
The Teaching Assistant should also be prepared to undertake other such specific duties that 
may be assigned by the Headmistress or members of the Senior Leadership Team. 


