
 



  

 

 

 

 



  

 

 

Dear colleague 

 

We are delighted that you are interested in The Blackdown Education Partnership (BEP) and the 

role of Teaching Assistant (maternity cover) at Orchard Grove Primary School. 

 

This is a fantastic opportunity to be part of a new school that opened in 2023 and is growing 

organically year on year. Part of the Blackdown Education Partnership, Orchard Grove has a 

nurturing environment, for our pupils as well as our staff, who benefit from working collaboratively 

with the other primary schools within the Trust.  

 

We are looking for an enthusiastic and dedicated persons who can bring creativity and flair to the 

classroom. In return we can offer a supportive and friendly environment where staff thrive and are 

encouraged to embrace their own personal development. 

 

I very much hope this has ignited your enthusiasm and I look forward to receiving your application. 

 

Best wishes 

 

Richard Healey 

 

Orchard Grove Headteacher and Executive Primary Lead at The Blackdown Education Partnership 

 

  



  

 

Teaching Assistant (maternity cover) – Starting 6 January 2025 

  

Hours: Thursday and Friday 7.45am – 3.30pm, 13.5 hours per week (Fixed term until 31 

October 2025) 

 

Working Weeks – 38 weeks and 3 days per academic year. 

 

The closing date for this post is 9.00am on Monday 11 November 2024. 
  

Interviews will be held on Friday 22 November 2024 

To make an application please use the online application platform Careers at Orchard Grove 

School also available through our school website Orchard Grove Primary School (bep.ac) 

 

What you can expect from us:  

  

• Eligibility to join excellent pension scheme.  

• Option to make additional voluntary contributions to pension for local government pension 

scheme members which can help boost retirement benefits.  

• Access to a range of continuous professional development opportunities.  

• Trust wide charity events designed to encourage our people to participate in meaningful activities.  

• Access to wellbeing provision which offers information and advice on a range of workplace and 

personal issues.  

• Flexible working opportunities.  

• Enhanced special leave provision, including additional time off as part of our ‘Personal Day’ 

entitlement which supports employees to achieve a better work/life balance.  

• Free car parking.  

• Gym membership.  Many of our schools have on-site gyms, the use of which is available to 

employees at a discounted rate.  

• Cycle to work scheme which enables employees to purchase a bike and accessories for their 

commute to work 

• Free tea and coffee.  

 

  

https://www.eteach.com/careers/orchardgroveschool/
https://www.eteach.com/careers/orchardgroveschool/
https://orchardgrove.bep.ac/


  

 

 

Job Title:    Teaching Assistant (maternity cover) 

 

Location:  Orchard Grove Primary School 

 

Pay Grade  Grade 15.4 £23,114 pro rata. £11.98 per hour (pay award pending) 

 

Hours of Work: Thursday and Friday 7.45am – 3.30pm, 13.5 hours per week 

 

Term: This is a fixed term maternity cover position End date: 31 October 2025  
 

Key Relationships: School Leadership Team, teaching/ support staff, individuals, parents 

 

Reporting to:  Class Teacher and Headteacher 

 

Requirements:    Teaching Assistant Qualification - desirable  

  

Experience:  At least one-year experience of working effectively in a school – essential. 

  

Working time:  193 days per academic year (full time equivalent), 38 weeks plus 3 days. 

 

Disclosure Level:    Enhanced. 

 

Main Job Purpose  

 

To provide support for learning activities for children on an individual or group basis, under the 

general direction of the line manager. To support and complement the work of the classroom teacher 

by supporting class work, the environment and personal care. 

 

Wrap Around Care Assistant – to provide care and play opportunities for children booked to attend 

wrap around club including providing breakfast in the morning. (7.45-8.30am) 

 

 



  

 

Duties and accountabilities of post: 

 

Support for children’s learning 

Under the guidance of the teaching staff, provide direct support for the learning of individual 

children or groups of children, to achieve defined progress and targets by:  

• following planning to support activities   
• report behaviour observations to a teacher in order for them to maintain the school’s positive 

behaviour policy 
• facilitating children’s general physical, social, emotional and educational development through 

activities and play   
• supervising and encouraging safe behaviour of individuals and groups 
• reinforcement of structured learning habits and routines which have been defined by the teacher and 

support access to the curriculum as set by the line manager  

 

Support for the teacher 

• Work with the teacher to establish an appropriate learning environment 

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

appropriate 

• Monitor and evaluate pupils’ responses to learning activities through observation and planned 

recording of achievement against pre-determined learning objectives 

• Provide objective and accurate feedback and reports as required to the teacher on pupil 

achievement, progress and other matters, ensuring the availability of appropriate evidence  

• Be responsible for keeping and updating records as agreed with the teacher, contributing to 

reviews of systems/records as requested   

• 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   

• Liaise sensitively and effectively with parents/carers as agreed with the teacher within your 

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

directed   

 
Support for the curriculum 

• Implement agreed learning activities/teaching programmes, adjusting activities according to 

pupil responses/needs   

• Implement learning strategies e.g. literacy, numeracy, and make effective use of opportunities 

provided by other learning activities to support the development of relevant skills and feeding 

back to the teacher, as appropriate  

• Support the use of ICT in learning activities and develop pupils’ competence and independence 

in its use   

• Help pupils to access learning activities through specialist support   

• Determine the need for, prepare and maintain general and specialist equipment and resources  

 

 

 

 



  

 

 

Support for the school 

• Input into reviews and reports e.g. EHC plans   

• 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 all pupils have equal access to opportunities to 

learn and develop   

• Contribute to the overall ethos/work/aims of the school and wider Trust   

• Establish constructive relationships and communicate with other agencies/professionals, in liaison 

with the teacher and Trust SENCo, to support achievement and progress of pupils   

• Attend and participate in regular 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 

other staff as appropriate   

• Undertake planned supervision of pupils’ out of normal lesson times, including lunchtimes, as 

appropriate  

• Supervise pupils on visits and trips, as appropriate   

• Work constructively as part of a team, understanding classroom roles and responsibilities and 

your own position within these  

 
Other responsibilities 

• To undertake additional duties as required, commensurate with the level of the job.  

• Maintain positive, professional relationships with stakeholders and colleagues.  

• To participate in induction training, staff review processes and professional development 

opportunities. 

• To commit to Equal Opportunities and Anti-Discriminatory Practice.  

• The Trust operates a Smoke-Free Policy and smoking is prohibited in any of our buildings, on 

premises and vehicles.  

• To be familiar with and adhere to all relevant Trust Policies and Procedures.  

• Comply with the Trust’s Health and Safety requirements specifically for the school they are 

working at. 

• The duties of the post may vary from time to time without changing the general character of the 

post or level of responsibility entailed.  

 

Typical working pattern 

• Annual leave will only be taken during school holidays. 

• This working pattern is subject to change and you will be required to work flexibly with 

colleagues to ensure the operational needs of the Trust are met. 

 

Special Factors  

• This role may involve some traveling between schools within the Trust (and new ones that may 

join in the future).  The reimbursement of travel costs to schools, other than the location of the 

central Trust office, will be as per the Trust’s travel policy. 



  

 

• The post-holder will support the achievement of the Trust’s objectives by working proactively 

with colleagues on projects or activities outside their direct area of responsibility, as required. 

• The post-holder is expected to familiarise themselves with and adhere to all relevant Trust and 

Policies and Procedures including Health and Safety and Data Protection requirements.  

• To be aware of and assume the appropriate level of responsibility for safeguarding and 

promoting the welfare of children and to report any concerns in accordance with the Trust’s 

safeguarding policies. 

 

• As this post meets the requirements in respect of exempted questions under the 

Rehabilitation of Offenders Act 1974, all applicants who are offered employment will be 

subject to an Enhanced Disclosure and Barring Service Check (DBS) before the appointment 

is confirmed. This will include details of ALL cautions, reprimands or final warnings as well 

as convictions, whether “spent” or “unspent”. Criminal convictions will only be taken into 

account when they are relevant to the post. 

 

This job description sets out the duties and responsibilities of the post at the time when it was 

drawn up. Such duties and responsibilities may vary from time to time without changing the general 

character of the duties or the level of responsibility entailed.  

 

The Trust seeks to promote the employment of disabled people and will make any adjustments 

considered reasonable to the above duties under the terms of the Equality Act 2010 to 

accommodate a suitable disabled candidate. 

 

  



  

 

 

Qualifications Essential Desirable 

 

Childcare or Teaching Assistant qualification   
GCSE Grade C or above or equivalent in English & Maths, plus at least 

three other academic subjects 

  

Level 2 food hygiene certificate   
Awarded or willing to work towards qualifications in English/literacy 

and mathematics/numeracy equivalent to at least level 2 of the 

National Vocational Qualifications framework (see below - equivalent 

qualifications) 

 
 

Experience Essential Desirable 

 

At least 1 year experience of working effectively in a school   

At least 1 year experience of applying the regulations applicable to 

Health & Safety, Hygiene, Child Welfare & Protection 
  

Understanding of how different children develop and learn and the 

experience to identify and apply appropriate processes to achieve 

progression 

  

Understanding of the role of the class teacher and of the parent in 

developing and maintaining an effective learning environment 

  

Previous, varied experience of working with children in an educational 

setting 

  

Experience of working in a setting subject to Health & Safety, Hygiene, 

Child Welfare & Protection regulations 

  

Skills and Knowledge  Essential Desirable 

 

Skills of empathy, listening, communication and responding with 

appropriate language to build rapport with children of reception age, 

varying abilities and backgrounds 

  



  

 

Aptitude to develop a knowledge of the role within an education 

environment 

  

Ability to demonstrate effective working with individual pupils and 

small groups under the direction and supervision of a qualified teacher 

  

An awareness of child protection and safeguarding   

The ability to converse at ease with members of the public and provide advice 

and information in accurate spoken English is essential for the post. 
  

The ability to contribute effectively to the workload and responsibilities 

of a team 

 
 

Ability to work on own initiative, including recognition of when and 

how to refer issues elsewhere for effective resolution 

 
 

Ability to build and maintain successful relationships with pupils, treat 

them consistently, with respect and consideration, and are concerned 

for their development as learners 

 
 

Ability to improve own practice and knowledge, including through 

observation, evaluation and discussion with colleagues. 

 
 

Behaviours 

 

Understanding of and commitment to equality and diversity. 

Empathy with other Trust teams and Schools 

Understanding of and commitment to Trust Values 

Capacity to work as part of a team as well as individually without supervision and under 

pressure 

Demonstrate a positive and pro-active approach to work and focussed on outcomes 

Demonstrate creativity, flexibility and responsiveness to change  

Commitment to continuous professional development of self and others to maximise 

skills/experience. 

Other 

 

Willing and able to work flexibly across the local area as directed by the Line Manager and to 

meet the needs of the Trust. 

Willing to undergo training and staff development to maximise skills and experience relevant to 

the post. 

  



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



  

 

 

 

  



  

 
 


