
 

 

                                                                                    
 
 

Applicant Information Pack 

Teaching Assistant (Level 3) 
 

 

 

Accomplished – Resilient – Compassionate 

 

                     
  



                                                                                                                                                  
                                                                                                                                                                                                                          

 
 

Headteacher Letter to Applicants 

 
Thank you for the interest you have shown in our school. Coleham Primary School is 

situated in the County Town of Shrewsbury.  It is a wonderful community school, with 

the children drawn mostly from the local area and town centre outskirts.  

 

We are a popular school and are fully subscribed with around 420 children on roll, in 

14 classes.  There are two classes in each year group, so teachers plan and share 

expertise together.  

 

Whilst our school is large in terms of the number of children, it has a close-knit 

feeling of a much smaller school.  The school grounds are vast, including a 

wonderful conservation area. 

 

Coleham is a successful school where pupils achieve excellent results on all 

measures.  We pride ourselves on ‘Creativity’ and a love for all the subjects in our 

‘creative curriculum’, embracing special talents and celebrating all successes.  We 

take great pride in our school.  Our Senior Leadership Team is constantly in pursuit 

of excellence whilst putting the children’s best interests at the heart of all decision 

making.  We are a very dedicated whole school team who set high expectations for 

the children and have the children’s well-being, enjoyment and progress at the 

centre of our positive ethos.  

 

We are committed to enriching the curriculum for our children through a wide range 

of after school- clubs, trips, performances, House competitions, community work and 

collaboration with other schools. It is important to us to offer as many opportunities 

as possible to the children and regularly draw on the local links and town centre 

history that sits on our door step. 

 

We have a very inclusive approach.  Our Pastoral Leader and Learning Mentor 

support children, parents and teachers within the school. 

 

Pupils are well behaved, enjoy their learning and consider school to be an important 

part of their life, along with their teachers - of whom they value very much. 

 

We are committed to continued professional development 

for all our staff and foster open, professional and 

respectful relationships.  Our staff well-being and 

happiness is paramount as we see them as our greatest 

asset. 

 

 

 

 

 

Claire Jones, Headteacher 

 



                                                                                                                                                  
                                                                                                                                                                                                                          

 
 

About our Trust 

 
 
The 3-18 Education Trust is currently made up of five schools and derives its name 
from the age range of the pupils and students who attend those schools. We have an 
inclusive ethos, defined by age and we recognise that education is a continuous 
process, secured through consistent values and a strong transition (through the key 
stages). 
 

Our Vision: 
To ensure every individual is in a great school. 
 

Our Mission:  
To celebrate the diverse nature, culture and identity of our individual schools, whilst 
enjoying the benefit of the team, so that each school is reciprocal in their support for 
one another and achieves together. 
 

Our Values:  

• Accomplished: to provide high quality education and training for all 

• Resilient: to be solution focused and able to intelligently manage challenges 

• Compassionate: to show care and understanding towards others 
 

Not only do we pursue the important dimension of achieving the best results for each 
student regardless of their starting point, but we also believe strongly that education 
is about developing well-rounded individuals who are ready, willing and able to make 
their contribution to society. 
 

Please take a look at our Trust website https://www.3-18education.co.uk/ for more 
details. For further information about our schools, please click on the links to their 
websites below: 
 

 https://bowbrookprimary.co.uk/  

https://www.3-18education.co.uk/schools/coleham-school/ 

 https://www.3-18education.co.uk/schools/the-priory-school/ 

 https://www.3-18education.co.uk/schools/st-martins-school/ 

   https://www.3-18education.co.uk/schools/thomas-adams-school/ 

 https://www.3-18education.co.uk/schools/william-brookes-school/ 

  

https://www.3-18education.co.uk/
https://bowbrookprimary.co.uk/
https://www.3-18education.co.uk/schools/coleham-school/
https://www.3-18education.co.uk/schools/the-priory-school/
https://www.3-18education.co.uk/schools/st-martins-school/
https://www.3-18education.co.uk/schools/thomas-adams-school/
https://www.3-18education.co.uk/schools/thomas-adams-school/


                                                                                                                                                  
                                                                                                                                                                                                                          

 
 

Job Description 

  
 

Title of Post Teaching Assistant (Level 3) 

Post Status Fixed Term to 31.08.23 

Salary/TLR/ Allowance Grade 6, Points 7-11 

Reporting to KS2 Leader 

 

Main Purpose 
Working under the guidance of the teaching staff and nominated teaching assistants and 
within an agreed system of supervision, to support access to learning for pupils and to assist 
the teacher in the management of pupils and the classroom, including support for individual 
Education Health Care Plans (EHCP’s). This could include those requiring detailed and 
specialist knowledge in particular areas, and those who need particular help to overcome 
barriers to learning. Work with pupils will be carried out in or out of the classroom. 
 
Assistance will be provided to teachers over the whole planning cycle, and with the 
management and preparation of equipment and resources. In addition, the professional work 
of teachers will be complemented by taking responsibility for specific learning activities under 
an agreed system of supervision. 
 
Additionally, may also occasionally supervise whole classes during the short-term absence 
of teachers, the primary focus being to maintain good order and keep pupils on task by 
responding to questions and assisting pupils to undertake set activities. 

 
Duties & Responsibilities 

 
1. Support for pupils 
 

• Attend to pupils’ personal needs and assist with the development and 
implementation of Individual Education / Behaviour / Support / Mentoring 
Plans and Personal Care Programmes / strategies. 

• Supervise and support pupils, including those with special needs and those 
excluded from, or otherwise not working to, a normal timetable, ensuring their 
safety and access to learning. 

• Establish constructive relationships with pupils and interact with them 
according to individual needs. 

• Promote the inclusion and acceptance of all pupils. 

• Encourage pupils to interact and work co-operatively with others and engage 
in learning activities. 

• Set challenging and demanding expectations and promote self – esteem and 
independence. 



                                                                                                                                                  
                                                                                                                                                                                                                          

 
 

• Provide feedback to pupils in relation to progress, achievement, behaviour, 
attendance etc. 

• Use specialist skills / training / experience to support pupils. 

• Provide pastoral support to pupils, and assist in their social, health, and 
hygiene development. 

• Develop 1:1 mentoring arrangement with pupils and provide support for 
distressed pupils. 

• Promote the speedy / effective transfer of pupils across phases / integration of 
those who have been absent. 

• Provide information and advice to enable pupils to make choices about their 
own learning / behaviour / attendance. 

 
2. Support for the teacher 
 

• Work with the teacher in lesson planning, evaluating, and adjusting lessons / 
work plans as appropriate. 

• Use strategies, in liaison with the teacher, to support pupils to achieve 
learning goals. 

• Prepare the classroom as directed for lessons and clear afterwards.  Assist 
with the display of pupil’s work. 

• Ensure the timely and accurate design, preparation, and use of specialist 
equipment / resources / materials. 

• Monitor and evaluate pupils’ responses to learning activities through 
observation and planned recording of achievement against pre–determined 
learning objectives. 

• Provide the teacher with objective and accurate feedback and reports as 
required, on pupil achievement, progress and other matters, ensuring the 
availability of appropriate evidence. 

• Be responsible for keeping and updating records as agreed with other staff, 
contributing to reviews of systems / records as requested. 

• Administer and assess routine tests, invigilate exams, undertake routine 
marking of pupils’ work, and accurately record achievement / progress. 

• Promote positive values, attitudes and good pupil behaviour, dealing promptly 
with conflict and incidents in line with established policy and encourage pupils 
to take responsibility for their own behaviour. 

• Establish constructive relationships with parents / carers as agreed with the 
teacher, exchanging information, facilitating their support for their child’s 
attendance, access and learning, and supporting home to school and 
community links.  

• Provide general clerical / admin support e.g. dealing with correspondence, 
analysing data on attendance / exclusions etc. administering coursework, 
producing worksheets for agreed activities, photocopying, typing, filing etc. 

• Assist in the development, implementation, and monitoring of systems related 
to attendance and integration. 

• Liaise with feeder schools and other relevant bodies to gather pupil 
information. 

• Contribute to the development and implementation of appropriate behaviour 
management strategies. 

 
  



                                                                                                                                                  
                                                                                                                                                                                                                          

 
 

3. Support for the curriculum 
 

• Support pupils in understanding instructions. 

• Implement structured and agreed learning activities / teaching programmes, 
adjusting activities according to pupil responses. 

• Implement local and national learning strategies e.g. literacy, numeracy, KS3, 
early years etc. as directed by the teachers. 

• Support pupils in using ICT and develop pupils’ competence and 
independence in its use. 

• Determine the need for, prepare and maintain equipment / resources as 
directed by the teacher, and assist pupils in their use. 

• Monitor and manage stock within an agreed budget, cataloguing resources 
and undertaking audits as required. 

• Be aware of and appreciate a range of activities, courses, organisations, and 
individuals to provide support for pupils to broaden and enrich their learning. 

 
4. Support for the school 
 

• 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. 

• Be aware of and support difference and ensure that pupils have equal access 
to opportunities to learn and develop. 

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

• To maintain constructive relationships and communicate with other agencies / 
professionals, in liaison with the teacher, to support the achievement and 
progress of the pupils. 

• Attend and participate in relevant meetings as required. 

• Participate in training and other learning activities and performance 
development as required. 

• Recognise own strengths and areas of expertise and use these to advise and 
support others. 

• Provide appropriate guidance and supervision and assist in the training and 
development of staff as appropriate. 

• Implement planned supervision of pupils out of school hours. 

• Accompany teaching staff and pupils, as appropriate, on visits, trips, and out 
of school activities, and take responsibility for a group under the supervision 
of a teacher. 

 

Professional development 

• Help keep knowledge and understanding relevant and up-to-date by reflecting on 
your own practice, liaising with school leaders, and identifying relevant 
professional development to improve personal effectiveness  

• Take opportunities to build the appropriate skills, qualifications, and/or experience 
needed for the role, with support from the school  

 
  



                                                                                                                                                  
                                                                                                                                                                                                                          

 
 

Other Responsibilities 

• Comply with and assist with the development of policies and procedures relating 
to child protection, health, safety and security, confidentiality and data protection, 
reporting all concerns to an appropriate person. 

• Be aware of and comply with all school policies and procedures  

• Be aware of and support difference and ensure equal opportunities for all 

• Contribute to the overall ethos and aims of the School and Trust 

• Appreciate and support the role of other professionals 

• Attend and participate in relevant meetings, training and learning activities as 
required  
 

The postholder may be required to carry out any other duties that are commensurate 
with the post.  Whilst every effort is made to explain the main duties and 
responsibilities of the post each individual task undertaken may not be identified. 
 
This job description is subject to review, in negotiation with the post holder at any 

time. However, an annual review of this job description and allocation of 

responsibilities will take place as part of agreed performance management 

arrangements. 

 

 



 

 

Person Specification 

Criteria 
 

Essential Desirable 

Qualifications 
 
 

• 5 GCSE’s or equivalent, including Maths and English • Higher Level Education 

• Any relevant educational qualifications 

Work or relevant experience 
 

• Work experience that has transferable skills to the role 

• Ability to work with small groups or an individual pupil 

• Relevant experience working with children or young 
people in an educational setting 

• Experience of supporting children 1-1 with 
SEN/Autism or complex behaviour needs 

Knowledge and understanding • Understanding of positive behaviour strategies • SEND/Behaviour training and experience of 
strategies and support to use 

• Comprehensive knowledge of the KS2/3 curriculum 

Skills and Abilities (relevant to 
post) 
 
 

• Good communication skills and ability to relate well to 
children, staff and parents 

• Able to interact with children effectively and extend their 
learning. 

• Team player  

• Ability to be flexible and resourceful changing strategies 
to suit the individual. 

• Ability to supervise whole classes 

• Sufficiently fluent in spoken English to ensure effective 
performance in the role 

• Specialist skills, training or experience e.g. SEN, 
Behaviour, Subjects 

• Ability to train, supervise and develop other staff 

Personal Qualities 
 
 

• Ability to bring to the role, commitment, resilience and 
positive attitude 

• Able to challenge themselves and others with high 
aspirations 

• Willingness to develop skills with CPD 

• Desire to be part of our wider school community  

Special Conditions • Willingness to undertake an enhanced Disclosure and 
Barring Service (DBS) check 

 

 



 

 

What We Offer  

 
In addition to exclusive access to a reward and discount scheme, 
comprehensive induction, commitment to your ongoing training and career 
progression, paid for enhanced DBS, we also offer: 
 
➢ A competitive salary 

 
➢ Access to the Trust’s Employee Assistance Programme, which includes 24 hour 

access for you and your family members to legal, financial, health, parenting and 
life advice 
 

➢ 1:1 Counselling Service 
 

➢ Cycle to Work Scheme 
 

➢ Childcare Voucher Scheme or Tax-Free Childcare Scheme 
 

➢ Access to freshly made hot meals or deli-style food on site 
 

➢ Teachers Pensions (23.68% employer contributions) 
 

➢ Local Government Pension Scheme (17.9% employer contribution) 
 

➢ Generous Sickness Payment Scheme 
 

➢ Eye Testing Scheme 
 

➢ Flexible Working Policy 
 

➢ Special Leave Policy 
 

➢ Member of the Valued Worker Scheme (accredited by our recognised unions) 
 

➢ A Disability Confident Committed Employer 
 

➢ Continuous Professional Development (CPD) 
 

➢ Collaborative working culture and professional development opportunities across 
our Trust schools 

  



                                                                                                                                                  
                                                                                                                                                                                                                          

 
 

Application & Appointment Process  

 
An application form is available to download from the school website 
www.colehamprimary.co.uk 

 
Please send completed applications to admin@col.318education.co.uk  
 
Interviews will be offered to those applicants who best demonstrate how their skills, 
abilities and experience match the person specification, taking into consideration the 
job description. 
 
 
Closing date for applications: 09.00 hrs on Wednesday, 30th November 2022 
 
Interviews will be held on Wednesday, 7th December. 
 
 
Please note: 
 

• It is essential that all elements of the application form on the Teaching Vacancies 
portal are completed in full. 

• We do not accept CV’s in support of an application. 

• Paper applications will only be excepted in exceptional circumstances, please 
make contact with the school to arrange this. 

• Appointments will be subject to clearance in respect of medical fitness, 
satisfactory references, right to work in the UK and criminal disclosure. 

• This post is exempt from the Rehabilitation of Offenders act 1974 and as such 
the applicant who is appointed to this post will be subject to an Enhanced 
Disclosure before the appointment is confirmed. This check will include details of 
cautions, reprimands or warnings, as well as convictions and non-conviction 
information. Once appointed, the successful applicant may also be required to 
apply for an Enhanced Disclosure at intervals during the course of their 
employment whilst in this post. 

 
If invited for interview, you are required to bring evidence of your qualifications 
and appropriate documents to initiate the DBS application process should you 
be the successful candidate.   
 
The 3-18 Education Trust is committed to safeguarding and promoting the welfare of 
children and young people, as such this post requires acknowledgement and 
understanding of safeguarding and child protection policies. Policies can be found on 
the school website www.colehamprimary.co.uk 
 
 

http://www.colehamprimary.co.uk/
mailto:admin@col.318education.co.uk
http://www.colehamprimary.co.uk/

