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Dear Candidate 

Thank you for your interest in the role of Teaching Assistant, to work at Crown Wood Primary School.  We 
are looking for a flexible, resilient and resourceful individual who is ambitious and aspirational for 
themselves and the children in our school. 

Crown Wood Primary School and Nursery is a 3 forms of entry (3FE) academy situated to the south east of 
Bracknell town centre.   The original building, which opened in 1984, was extended in 2014 and the school 
boasts large grounds, including our own – on site – forest school.  Around 600 children are currently on roll 
and we are increasingly a school and nursery of choice in Bracknell Forest.  
 

The Trust is a vibrant and forward-thinking community of teachers, support staff and learners 

committed to educating the ‘whole child’ to improve life chances, whilst securing the best possible 

outcomes for students. We encourage all young people to work hard and make the most of the 

opportunities they are given. Our amazing team of teachers and support staff themselves 

demonstrate and encourage a lifelong love of learning, both within and beyond our curriculum.  

 
As one of the highest performing multi-academy trusts in the country, we currently comprise of thirty 
four schools: eleven in South London, five in Berkshire, one in Surrey, fourteen in Gloucestershire and 
South Gloucestershire, and three in Plymouth. We are continuing to grow and have further schools 
joining us on a regular basis.  
 
We are ambitious about diversity and inclusion and very much look forward to receiving applications 
from candidates whose personal qualities and values reflect those in the person specification and 
whose experiences also place them in a strong position to deliver the challenges set out in the job 
description. We encourage applications from candidates regardless of age, disability, gender identity, 
sexual orientation, pregnancy, marital status, religion, belief, or race.  
 
Crown Wood Primary School is committed to safeguarding and promoting the welfare of children and 

young people therefore this appointment will be subject to vetting, including an enhanced DBS disclosure.   

 
The school websites provide a clear picture of our aspirations and our vision; however, please do not 
hesitate to contact us to seek further information by calling the school on 01344 485448. We very much 

look forward to receiving applications from candidates whose personal qualities, values and experiences 

support and reflect ours. 

 
Yours sincerely  
 

 
Grant Strudley 
Headteacher 

 
Dare to DREAM 

Determination – Responsibility – Everyone Together  
Aspiration & Achievement – Mutual Respect 
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Greenshaw Learning Trust – ‘Always Learning’ 
 

GLT is one of the highest performing multi academy trusts in the country that provides high quality 
comprehensive, non-selective and inclusive education. The Trust is committed to meeting the needs 
of every student and our schools offer a broad curriculum and wide range of special needs provision 
in a welcoming and challenging environment. 

We are extremely proud of our success, but we are not complacent. We believe that we can – as an 
academy trust, as schools and as individuals – always improve. We are all ‘Always Learning’. 

Each school in GLT is led by its own leadership team and a governing body, which have the support 
of the wider Trust to help them achieve their objectives for their school. Being part of the Trust 
provides our schools with an effective structure, collaboration, and support.  Our culture of trust and 
openness fosters mutual support and continual improvement. 

At GLT it is really important to us that our classrooms are disruption free and the schools are calm 
and orderly. Our shared behaviour policy assists to make this happen and enables our teachers to 
have the greatest impact on the educational outcomes of the children in their classes. 

School-to-school collaboration is enabled by regular contact between school leaders. Our shared 
services professionals provide a wide range of effective, rapid and flexible support, advice and 
guidance to our schools, including curriculum support, school improvement, staff training and 
development, admissions, attendance, behaviour, safeguarding and SEND, pupil services, estates, 
finance, HR, IT, catering, clerking, procurement and governance. 

From its establishment as a multi academy trust in 2014, the Trust has grown significantly and 
currently employs around 3,400 people and educates over 22,000 students. Further information 
about our schools can be found here. 

  

https://www.greenshawlearningtrust.co.uk/page/?title=Our+Schools&pid=9
https://www.greenshawlearningtrust.co.uk/page/?title=Our+Schools&pid=9
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The Greenshaw Learning Trust Mission Statement 

We are ambitious for our schools and their students. We believe that there is no ceiling on what can 
be achieved by anyone, regardless of their circumstances or background.  

We are committed to providing a supportive and inclusive learning environment, giving every young 
person the opportunity to fulfil their potential now, and in the future. 

We seek to realise the power of individuals and organisations working together in collaboration whilst 
retaining their individuality, and we recognise that we can always improve. 

Greenshaw Learning Trust Employee Benefits 

The GLT recognises that our employees are our most important asset, and we are aware that the 
quality and commitment of our employees is critical to our success. We offer all our employees the 
following staff benefits: 

●       A supportive ethos and concern for the well-being of all colleagues 
●       Excellent CPD opportunities and career progression 
●       Employer contributions to Local Government (LGPS) or Teachers Pension Scheme 
●       Cycle to Work scheme 
●       Gym membership scheme 
●       Employee Assistance Programme  
●       Free eye tests 
●       Childcare Voucher scheme 
●       Car benefit scheme 
●       My Health discounts  
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Terms and Conditions 
Role: Teaching Assistant  

Line Management:   Class Teacher 

Contract:          Fixed Term 1st October 2024 – 31 August 2025 

Salary:              Salary calculated in line with NJC (fringe) Grade K- J Scale points 02-06 

FTE:  NJC (fringe) Grade K SP 2 £23,055 - NJC (fringe) Grade J SP 6 £24,582 

Actual salary: £ 16,382- £17,467 

NJC pay award pending 

Hours of Work:   Part time 31.25 hours per week, Monday – Friday, 08:30-15:15 with 30 min 

unpaid lunch break, term time only. 

Place of Work:              Crown Wood Primary School 

Medical 

Examination:   

The appointment is subject to a satisfactory medical report 

Superannuation: Under the Social Security Act 1986 the post holder has the right to make 

their own pension arrangements.  They may choose to contribute to the 

Local Government Pension Scheme (LGPS) or a Personal Pension Scheme.  

Details of the Local Government Pension Scheme are available at: 

https://www.lgpsmember.org  

Holiday Entitlement: The postholder will be paid an enhancement for holiday pay, which is 

included in the salary details above. 

Probation Period: New employees are required to complete a six-month probationary period 

Disclosure & Barring 

Service Check: 

Crown Wood Primary School is committed to safeguarding and promoting 

the welfare of children and young people, therefore this appointment will 

be subject to vetting, including an enhanced DBS disclosure.  The 

appointment is subject to the receipt of a satisfactory enhanced Disclosure 

and Barring Service check. 

Right to Work 

Check:    

This appointment is subject to verification of the right to work in the UK. 

Where the successful candidate has worked or been resident overseas in 

the last five years, such checks and confirmations may be required in 

accordance with the statutory guidance 

 

  

 

 

https://www.lgpsmember.org/
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Job Description – Teaching Assistant 

The duties and responsibilities in this job description are not restrictive and the post holder may be 
required to undertake any other duties that may be required from time to time. Any such duties 
should not however substantially change the general character of the post. 

Job Title: Teaching Assistant (TA) Location: Crown Wood Primary School 

Grade: K-J SP 2-6 Hours:  31.25 per week, term time only 
(8.30am – 3.15pm with 30 minutes for lunch) 

 
Job Purpose 

• To assist the learning of individuals or groups of children under the direct instruction of the 
class teacher. 

• To provide general support to the class teacher in the management and care of individual and 
groups of children. 

• To undertake administrative tasks as directed by the class teacher. 

• To supervise children during lunchtime and to extend learning by developing social skills and 
independence and promoting ‘active play’ and healthy eating. 

 
The postholder reports to the Class Teacher and Team Leader during teaching times and the 
Lunchtime Supervisor during lunchtimes. 
 
General Classroom Duties: 
Under direct instruction of the class teacher or Senior Leadership Team (SLT): 
 

• Provide for the children’s welfare/personal care both individually and in groups and ensure 
their safety. This could include the administration of medicines to children. 

• Promote inclusion, act as a role model, show awareness of individual needs and respond to 
them,  

• Encourage child interaction and engagement with teacher led activities. 

• Prepare and routinely maintain classroom materials/resources/displays, assist children in 
their use, clear afterwards and display children work. 

• Support and supervise children in lessons in relation to local and national learning strategies 
e.g., Literacy, Numeracy tasks and using basic ICT to promote learning. 

• Be aware of children with known behaviour problems or who are vulnerable for any reason 

• Be aware of children with known medical conditions 

• Be aware of children’s problems and achievements and report to teacher as appropriate. 

• Support the teacher in managing behaviour; report difficulties as appropriate. 

• Undertake record keeping, gather and report information from and to parents/carers as 
required. 

• Provide clerical and administrative support e.g. photocopying, typing, filing, collecting money 
etc. 

• Comply with policies and procedures relating to child protection, health, safety, welfare, 
security, confidentiality and data protection, reporting any concerns to the appropriate 
person. 

• Actively support the schools and Trust’s equal opportunity policies and ensure that all children 
have an equal access to opportunities to learn and develop.  
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• Contribute to the overall aims and targets of the school and Trust, appreciate and support the 
roles of other members of the school work team and attend relevant meetings as required. 

• Be aware of and take part in the schools performance management framework and 
participate in training and development activities as required. 

• Assist with the supervision of children out of lesson times and accompany school trips and 
other out of school activities with the teacher as required.  

• Undertake any other similar duties as required. 

• The post holder is responsible for ensuring that the school’s Safeguarding Policy is adhered 
to and concerns are raised in accordance with this policy. 

 
Supporting Children with Additional Needs: 

• Attend to the personal care needs of a named child.  This could include the administration of 
medicines;  Follow the named child’s care plan; 

• Under the direction and supervision of qualified staff, assist in the delivery of activities 
enhancing children’s social and educational development; 

• Undertake pre-determined structured agreed learning activities, including literacy/numeracy 
programmes, recording achievement and progress and feeding back to the teacher; Follow 
the named child’s Individual Education Plan (IEP). 

• Encourage child’s interaction and engagement with teacher led activities. 
 
Break & Lunchtime Duties: 

• Provide supervision (including the play equipment) to ensure the children’s safety at all times; 
have an awareness of where children are and remain in designated areas to ensure adequate 
supervision. 

• Report accidents and complete accident form as necessary; Undertake First aid when 
required. 

• Be aware of children with known medical conditions. 

• Organise, encourage and / or lead children in the establishment of suitable activities and 
games, including the use of equipment.  

• Implement the school’s behaviour policy, ensuring that expectations of behaviour are the 
same outside as in the classroom; complete logs and report, where appropriate, incidents to 
the class teacher or senior staff. 

• Be aware of children with known behaviour problems or who are vulnerable for any reason 
and provide pastoral support as required. 

• Comply with guidelines and policies as set out by the school. 

• Support children while they eat their lunch, making sure tables are clean and that water is 
available.  

• Encourage independence and promote healthy eating, social skills and good table manners. 

• Ensure the dining areas are left clean and help set up and clear away as required. 

• Undertake other duties, compatible to the role, as directed by the Headteacher. 
 
Budget Responsibility: 
This role has no budget responsibility 
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Person Specification – Teaching Assistant 
 
The successful candidate will meet the following person specification.  Please note that the listed 
criteria will form the basis of the selection process. Applicants should address all elements of the 
Person Specification, demonstrating experience and where appropriate citing supporting examples 
within their application. 

 

 Essential Desirable 

Key Criteria 
• GCSE Grade C /4 or better (or 

equivalent) in English and Maths 

• Working with or caring for 
children of relevant age(s) 

• Willingness to undertake 
safeguarding training 

• Willingness to undertake formal 
first aid training 

• Willingness to undertake Team 
Teach or other positive handling 
training  

• Formal TA or Childcare 
Qualification (e.g. NVQ). 

• Certification in Team Teach or 
other positive handling training. 

• Experience of working with 
children with emotional 
difficulties and / or challenging 
behaviour. 

• Formal First Aid Training. 

• Qualifications in or significant 
experience in coaching / leading 
specific sports or activities. 

Qualifications & 
Experience 

 

• Basic childcare and health and 
safety knowledge. 

• Some knowledge and 
understanding of child 
development and learning. 

• Knowledge of effective 
behaviour management 
techniques. 

• Some knowledge of children’s 
social, emotional and behaviour 
needs and how to support these. 

• Good knowledge and 
understanding of child 
development and learning. 

• Good knowledge of children’s 
social, emotional and behaviour 
needs and how to support these. 

Knowledge and 
understanding 

 

• Ability to relate well to children 
and adults. 

• Respond sensitively and flexibly 
to competing demands from 
children. 

• Able to lead games and other 
activities at lunchtime. 

• Ability to work constructively as 
part of a team. 

• Knowledge of basic first aid. 

• Ability to use basic technology – 
photocopier, computer etc. 

• Possesses skills to undertake 
general clerical/administrative 
tasks to support teachers. 
 

• Skilled in leading games and 
other activities at lunchtime. 

• Skilled in supporting the social / 
emotional needs of children (i.e. 
providing pastoral support). 

• Skilled in supporting children 
with special educational needs). 
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Skills • Suitability to work with Children. 

• Committed to safeguarding 
children. 

• Ability to maintain a safe, calm 
and happy approach. 

• Ability to cope with personal 
hygiene needs and respond 
sensitively to children needs. 

• Committed to equality of 
opportunity. 

• Willingness to participate in 
development and training 
opportunities. 

• Assist teaching staff in dealing 
with parents and carers. 
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The Recruitment Process 
 
1. Application  
 
Visit our website to view our current vacancies here 
 
To apply for a staff vacancy, please register for an online account and complete the online 
application form. The recruitment process is managed via your online account and you will receive 
regular notifications regarding the progress of your application.   
 
You have the opportunity to upload an attachment to support your application if desired. In the 
application form you should demonstrate how you meet the requirements set out in the Person 
Specification. Please include specific examples which support your application.  
 
Applications must be received no later than 11.59pm on Sunday 22nd September 2024. Applications 
received after this date will not be considered. 
 
2. Shortlisting 
 
Shortlisting will be finalised on Monday 23rd September 2024.  Shortlisted applicants will receive an 
email inviting them to select their preferred interview time.  Please ensure you enter your correct 
email address on your application form and provide a contact telephone number. References may be 
taken up after shortlisting. Please ensure you indicate clearly on your application form if you are happy 
for us to do so. 
 
3. Interview Process 
 
Interviews will be held on Friday 27th September 2024. Applicants may also be asked to undertake a 
practical test related to the knowledge and abilities in the Person Specification.   
 
4. Feedback 
 
Unsuccessful shortlisted applicants will have the opportunity for professional feedback during the 
week following the interviews.  
 
5. Taking up post 
 
The successful applicant will take up the fixed term post 1st October 2024 (or as soon as possible) – 
31st August 2025. 
 
6. Additional information 
 
For further information, please contact clare.clifford@crownwoodprimary.co.uk 
 
7. Safeguarding  
 
Greenshaw Learning Trust is committed to safeguarding and promoting the welfare of children and 
young people and expects staff and volunteers to share this commitment. The successful applicant 
will be subject to an Enhanced DBS and barred list check. 

https://ce0218li.webitrent.com/ce0218li_webrecruitment/wrd/run/ETREC179GF.open?WVID=074436HN23
mailto:clare.clifford@crownwoodprimary.co.uk

