
MICKLEFIELD SCHOOL 
 

 
 

JOB DESCRIPTION  
TEACHING ASSISTANT 

 
The teaching assistant will be responsible to the Headmaster and will be expected to uphold 
the aims, objectives and ethos of Micklefield School. 
 
Purpose of Job 
 
To work under the direct instruction of teaching/senior staff, with the teacher, to support 
access to learning for pupils and provide general support to the teacher in the management of 
pupils and the learning environment. 
 
Specific Duties 
 
Support for Pupils 
 

1. Attend to the pupils’ personal needs, and implement related personal programmes, 
including social, health, physical, hygiene, first aid and welfare matters. 

 
2. Supervise and support pupils ensuring their safety and access to learning. 

 
3. Establish good relationships with pupils, acting as a role model and being aware of and 

responding appropriately to individual needs. 
 

4. Promote the inclusion and acceptance of all pupils. 
 

5. Encourage pupils to interact with others and engage in activities led by the teacher. 
 

6. Encourage pupils to act independently as appropriate. 
 
Support for Teacher 
 

7. Prepare classroom as directed for lessons and clear afterwards and assist with the 
display of pupils’ work.  Attend school for INSET days each term and be available for 
classroom organisation at the commencement and closure of each term. 

 
8. Be aware of pupil problems/progress/achievement and report to the teacher as 

agreed each term.   



 
9. Undertake pupil record keeping/observations as requested. 
 
10. Support the teacher in managing pupil behaviour, reporting difficulties as appropriate. 
 
11. Gather/report information from/to parents/carers as directed. 
 
12. Provide clerical/admin support e.g. photocopying, typing filing. 

 
Support for the Curriculum 
 

13. Support pupil to understand instructions. 
 
14. Support pupils in respect of Micklefield’s teaching and learning strategies, e.g.   

Literacy (through Read, Write Inc. scheme) and Numeracy as directed by the teacher. 
 
15. Support the use of ICT in learning activities and develop pupils’ competence and  

 independence in its use. 
 
16. Prepare and maintain equipment/resources as directed by the teacher and  
     assist pupils in their use. 

 
Support for the School 
  

17. Be aware of and comply with policies and procedures relating to child protection,  
health, safety and security, confidentiality and data protection, reporting all concerns 
to an appropriate person. 

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

opportunities to learn and develop. 
 
19. Contribute to the overall ethos/work/aims of the school.  Promoting Micklefield and 

   supporting its ethos at all times. 
 

20. Appreciate and support the role of other professionals, maintaining professional 
respect towards all colleagues and management inside and outside school. 

 
21. Attend relevant meetings as required by the Headmaster. 

 
22. Participate in training and other learning activities and performance development as 

   required. 
 

23. Assist with supervision of pupils out of lessons, including before and after school at 
break-times and at lunchtimes. 

 
24. Accompany teaching staff and pupils on visits, trips and out of school activities as 

required. 



 
Appraisal Arrangements 
 
To be appraised annually as part of ongoing professional development. 
 
Child Abuse 
 
Any member of staff who is told of an incident, or has a strong suspicion of physical or 
sexual abuse occurring inside or outside of the school, or at home, must immediately report 
the information to the Headmaster or any Designated Safeguarding Contact. It is important 
that you do not investigate reports of physical or sexual abuse yourself. 
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