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Dear Applicant 
 
Thank you very much for your enquiry for the post of Teaching Assistant 3 at our new build 2 
form entry primary phase school.  I hope that you will decide to apply for the opportunity to 
play a role in the development of education in Hailsham and I trust that the enclosed 
information will be helpful to you in coming to a decision. 
 
If you do not know Hailsham, you will find it a pleasant market town.  The social structure of the 
town is a wide one and representative of Southeast England.  A great deal of new housing 
development has taken place in recent years, so a lot of new people have come into the town.   
 
Hailsham Community College has been on a journey over the past few years.  We made an 
application in early 2012 to the Department for Education to become a converter Academy.  As 
a result of our successful application, we became Hailsham Community College (Academy Trust) 
with effect from 1 August 2012.  We are now entering a new phase of development, with the 
college predicted to grow substantially over the coming years. In the early part of 2018, we were 
very fortunate to have been approached by the Local Authority to provide a new primary and 
pre-school provision within the town to commence from September 2019, opening a brand-new 
school approximately a mile from the Secondary site, thus extending the designation of the 
Trust to a 2-19 all-through school.   

 
You will find our values and principles put into 
practice in a busy, cheerful community based on 
friendly relationships; the atmosphere is positive and 
full of purpose and endeavour.  Our focus is on 
learning; we take pride in nurturing and supporting 
the personal, social and academic development of 
every child.    
 
I strongly believe that the primary years are key to 
children succeeding in life. If we can get it right when 
children are at an early age, then we can set them on 
the path to living a happy and fulfilling life.   
 
If you do apply and wish to know if your application 
has been unsuccessful, I regret it will be necessary to 
enclose a stamped addressed envelope. 
 
I hope to have the pleasure of meeting you soon. 
 
 

Yours Faithfully 
 
Tom Redman 
Head of School 
 
 



 

 
 

 

Job Description 
 

Job Title: 

 Teaching Assistant (3) 

Line Managed by: 

 

Assistant Head of School for SEND 

 

Date: 

 

September 2023 

 
 

 
 

Job Purpose 
Working under guidance: implement work programmes for individuals/groups which could include those 
requiring detailed and specialist knowledge in particular areas. To assist in the whole planning cycle and the 
management/preparation of resources. To provide cover for whole classes under a system of supervision 
for up to 30% of employed time throughout the school year. 
 

KEY TASKS 
1. To work with the teacher to establish an appropriate learning environment 

 
2. To work with the teacher in lesson planning, evaluating and adjusting lessons/work plans as 

appropriate 
 

3. To supervise classes and deliver lessons when the teacher is not in class for example during teacher 
PPA time or when teachers are absent from school. 

 
4. To monitor and evaluate pupils’ responses to learning activities through observation and planned 

recording of achievement against pre-determined learning objectives and provide feedback to 
pupils in relation to progress and achievement 

 
5. To use specialist (curricular/learning) skills to support pupils 

 
6. To assist with the development and implementation of additional needs plans. 

 
7. To establish productive working relationships with pupils, acting as a role model and setting high 

expectations 
 

8. To encourage pupils to interact and work co-operatively with others and engage all pupils in 
activities 
 

9. To promote independence and employ strategies to recognise and reward achievement and self-
reliance 

 
10. To implement agreed learning activities/teaching English and Mathematics programmes, adjusting 

activities according to pupils’ responses/needs 
 

11. To support the use of ICT in learning activities and develop pupils’ competence and independence in 
its use 



 
12. To determine the need for, prepare and maintain general and specialist equipment and resources 

 
13. To be responsible for keeping and updating records as agreed 

 
14. To undertake marking of pupils’ work and accurately record achievement/progress 

 
15. To promote positive values, attitudes and good pupil behaviour, dealing promptly with conflicts and 

incidents in line with established policy and encourage pupils to take responsibility for their own 
behaviour 

 
16. To liaise sensitively and effectively with parents/carers, as agreed with the teacher, within your 

role/responsibility and participate in feedback sessions/meetings with parents as directed 
 

17. To administer and assess routine tests 
 

18. To 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 

 
19. To supervise pupils on visits, trips and out of school activities as required 

 
20. To be willing to support playground/break time supervision e.g. educational games, homework 

clubs etc. (within employed hours) 
 

21. To prepare work and activities in advance of the lesson (within employed hours) e.g. operating AVA 
equipment i.e. photocopier, laminator, making books, labels, signs, and undertaking practical tasks 
to maintain a good standard of classroom appearance 

 
22. To participate in training and other learning activities offered by the school and county to further 

knowledge (within employed hours) This includes the requirement to be first aid trained. 
 

23. To carry out the above duties in accordance with the Children’s Services Department’s Equal 
Opportunities Policy. 

 
 

 
All school-based staff have the responsibility for promoting the safeguarding and welfare of children. All 
school staff should be aware of the school’s Child Protection and Safeguarding Policy and work in 
accordance with this document at all times. 
 
This job description sets out the duties of the post at the time when it was drawn up. Such duties may vary 
from time to time without changing the general character of the duties or the level of responsibility entailed. 
Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading 
of the post. 

 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
Person Specification 

 
Job title 

 
Teaching Assistant 3 

 
Line Managed by: 

 
Assistant Head of School for SEND 

 
 

  
Essential 

 
Desirable 

 
 

Qualifications 
• A good standard of education 

particularly in English and 
Mathematics 

NVQ Level 3 for Teaching 
Assistants or equivalent 

 

Experience and Skills 
 
 
 

 

• Ability to consistently and effectively 
implement agreed behaviour 
management strategies 

 

• Ability to use language and other 
communication skills that pupils can 
understand and relate to 
 

• Ability to establish positive 
relationships with pupils and 
empathise with their needs  

 

• Ability to demonstrate active 
listening skills  

 

• Ability to provide levels of individual 
attention, reassurance and help with 
learning tasks as appropriate to 
pupils’ needs, encouraging the 
pupils to stay on task 

 

• Ability to monitor the pupils’ 
response to the learning activities 
and, where appropriate, modify or 
adapt the activities as agreed with 
the teacher to achieve the intended 
learning outcomes 

 

• Ability to carry out and report on 
systematic observations of pupils’ 
knowledge, understanding and skills 

 

• Ability to assist in the recording of 
lessons and assessment as required 
by the teacher 

 

 

• Experience of having 
led whole class 
activities in a primary 
school setting. 



• Ability to offer constructive feedback 
to pupils to reinforce self-esteem 

 

• Ability to work effectively and 
supportively as a member of the 
school team 

 

• Ability to work within and apply all 
school policies e.g. behaviour 
management, child protection, 
Health & Safety, Equal Opportunities 
etc. 

 

• Experience of supporting children in 
a classroom environment, including 
those with special educational needs 

 

• Experience of using Information 
Technology to support pupils in the 
classroom 
 

• Confidence to lead a class lesson in 
any curriculum area.  

 

Professional 
Knowledge 
 
 
 

• Knowledge of the legal and 
organisational requirements for 
maintaining the health, safety and 
security of yourself and others in the 
learning environment 
 

 

 

Commitment 
 
 

• A commitment to ensuring that the 
children of Hailsham Primary 
Academy reach their full potential.  

 

 

Work-related 
personal qualities  
 
 
 

• Willingness to participate in further 
training and developmental 
opportunities offered by the school 
and county, to further knowledge 

 

• Willingness to maintain 
confidentiality on all school matters 

 

 


