
Role Profile – Teaching Assistant 
 
We are seeking to appoint a Teaching Assistant (Preparatory Divisions) to provide support to 
pupils from Reception to Year 1 at New Hall School.  The Preparatory Divisions offer a vibrant 
and academically ambitious environment where exceptional teaching, character formation 
and service to others are central to School life. 
 
This full-time, term-time only role provides high-quality support for pupils with a range of 
Special Educational Needs and Disabilities (SEND), including dyslexia, autism spectrum 
disorder and attention deficit hyperactivity disorder.  The role includes one-to-one support, 
small group intervention, and in-class assistance to help pupils engage fully in learning and 
achieve their potential. 
 
The Teaching Assistant will also supervise classes when required and contribute positively to 
the wider life of the Preparatory Divisions. 
 

Key responsibilities  

• to provide in-class support in the Pre-Prep Division, to help pupils access the 
curriculum, under the direction of the Class Teacher or specialist teacher 

• to contribute to the monitoring and evaluation of pupils’ learning and progress 

• to attend to pupils’ personal needs, including help with social, welfare and health 
matters, and to foster independence in pupils in their daily routines 

• to assist in creating and maintaining an engaging and stimulating learning 
environment 

• to prepare, organise, and maintain teaching materials and resources 

• to escort pupils safely around the School site as required 

• to support a range of activities, including outdoor learning experiences  

• to supervise whole classes during teacher absence and ensure pupils remain engaged 
with set work 

• to explain tasks and exercises clearly to pupils and support their understanding 

• to supervise pupils before School, during break and lunch times, and after School in 
line with the duty rota 

• to uphold and reinforce high standards of behaviour and uniform across the School 

• to run or support after-school activities and assist with after-school care provision 

• to attend and support educational visits as required 

• to assist with the Preparatory Division’s holiday activity programmes 

Person Specification (essential in normal font; desirable in italics) 
 
1. Catholic Ethos 
1.1 to have a clear understanding of and a commitment to Catholic education 
1.2 to care about the School’s charitable work and public benefit and to help nurture the 

spirit of service to others 
1.3 to be a practising Catholic, able to give active and effective witness to the faith  
1.4 to be able to give leadership in the spiritual and prayer life of the School, and in moral and faith 

development  
  



2. Education & Training 
2.1 to be educated to A Level standard (or equivalent) 
2.2 to be willing to undertake training and ongoing professional development 
2.3 to be willing to undertake paediatric first aid training or to hold a current paediatric first 

aid qualification 
 

3. Experience 
3.1 to have previous experience of working in a School or similar educational environment 
3.2 to have experience of working within a pastoral or student support role 
3.3 to have experience of liaising with parents 
3.4 to have knowledge of pastoral systems within primary education 
 
4. Skills and Aptitudes 
4.1 to be able to support learning effectively in one-to-one small group and classroom 

contexts 
4.2 to demonstrate excellent spoken and written English 
4.3 to be able to work both independently and collaboratively as part of a team 
4.4 to set high expectations for pupil progress, behaviour and conduct 
4.5 to have excellent communication, organisational, and interpersonal skills 
4.6 to demonstrate a high level of accuracy, discretion, and attention to detail 
4.7 to have familiarity with school management information systems (e.g. iSAMS, MyConcern) 

 
5. Personal Attributes 
5.1 to demonstrate the ability to build positive and professional relationships with pupils, 

parents and staff 
5.2 to demonstrate a patient, nurturing and empathetic approach to supporting pupils with 

a range of learning needs 
5.3 to show enthusiasm for supporting pupils’ reading and literacy development 
5.4 to have a clear understanding of the importance of promoting and safeguarding the 

welfare of children 
5.5 to show commitment to supporting student wellbeing and pastoral care 
5.6 to be able to manage a varied workload, prioritise effectively, and work under pressure 
5.7 to demonstrate a positive, proactive, and flexible attitude 
5.8 to demonstrate an understanding of the social and emotional challenges faced by young people 

 
 

 
 
 
 
 
 
 
 

 



New Hall Preparatory Divisions 

The Preparatory Divisions at New Hall provide a warm, nurturing and stimulating 
environment in which young children begin their educational journey.  It is a place where 
happiness and wellbeing are central, and where pupils are encouraged to develop a love of 
learning from their very first days in School.  Staff work closely together to ensure that each 
child feels secure, valued and confident, enabling them to engage fully in School life. 

Learning is characterised by curiosity, creativity and a strong sense of discovery.  Each day 
offers opportunities for exploration, with a broad and balanced curriculum that supports both 
academic development and the growth of key personal skills.  In Reception, pupils are guided 
carefully through the Early Years Foundation Stage, developing communication, 
independence and positive relationships, and working towards their Early Learning Goals 
within a structured yet playful environment. 

As pupils progress into Years 1 and 2, they continue to flourish, building resilience and 
confidence through the School’s learning habits.  There is a clear emphasis on developing a 
growth mindset, alongside strong foundations in literacy and numeracy.  Teaching is carefully 
adapted to meet the needs of each child, ensuring that all pupils are supported and 
appropriately challenged. 

Pastoral care is a significant strength of the Pre-Prep Division.  The Catholic values of care, 
trust and respect underpin all relationships and are embedded in daily practice.  Staff 
prioritise the all-round wellbeing of pupils, supporting their social and emotional 
development alongside their academic progress.  Children are encouraged to take increasing 
responsibility for themselves and to show kindness and consideration towards others. 

The Pre-Prep Division benefits from access to the School’s extensive facilities, including a 
swimming pool, dance studio, sports pitches and on-site farm.  The surrounding grounds and 
woodland areas provide rich opportunities for outdoor learning, imaginative play and 
environmental exploration, enhancing the curriculum, and supporting pupils’ physical 
development. 

The successful applicant will join an experienced and dedicated team, working primarily 
within Reception. This role offers the opportunity to contribute meaningfully to a child’s 
earliest experiences of education, supporting them to develop confidence, independence, and 
a lifelong enthusiasm for learning within a caring and purposeful environment.  

 

    



     

    

Culture, Values and Professional Conduct 
 
What We Expect from All Staff 
 
1 Catholic Life 
1.1 to support and to contribute to the Catholic ethos of the School, as outlined in the 

Mission & Ethos Statement and Aims of the School 
1.2 to be aware of and contribute to the School Development Plan and to promote the 

strategic aims of the School 

 
2 Staff 
2.1 to foster good working relationships based on care, trust and respect 
2.2 to work as an effective member of the wider team, demonstrating flexibility to assist 

with general workload at times of peak volume  
 

3 Safeguarding  
3.1 all staff are responsible for promoting and safeguarding the welfare of students at New 

Hall School by ensuring compliance with the School’s Safeguarding & Child Protection 
Policy and Procedures at all times.  It is a requirement of all staff to report any actual or 
potential risks to the safety or welfare of students to the Designated Safeguarding Lead 

3.2 to promote and safeguard the welfare of pupils by ensuring compliance with the 
Safeguarding & Child Protection Policy at all times 

3.3 to report any actual or potential risks to the safety or welfare of pupils to the Designated 
Safeguarding Lead (DSL) 

 
4 Pastoral and Health & Safety  
4.1 to work co-operatively to create a safe, purposeful and positive working environment 

for pupils and staff 
4.2 to comply with the Health & Safety policies and Medical & First Aid policies and 

procedures and to co-operate with colleagues to achieve high standards of health & 
safety 

 
5 Community Outreach 
5.1 to support our sponsored primary school, Messing Primary School, and Catholic 

independent schools in Brentwood Diocese, by sharing joint INSET 
5.2 sharing good practice and resources 
5.3 to support New Hall Voluntary Service (NHVS) and other charitable work of the School 
5.4 to support New Hall Parent Association (NHPA) events 
5.5 to strengthen the School’s reputation and profile as a leading School of its type 

 
6 Finance & Sustainability 
6.1 to seek to ensure value for money 
6.2 to consider sustainability and to minimise waste 
6.3 to contribute ideas for cost saving initiatives 

  



Salary & Benefits  

Salary 
New Hall has its own salary scale.  The salary for this role is £20,030pa (S1, fte £26,436pa). 
 
Pension 
Support staff are automatically enrolled in the designated stakeholder pension scheme 
provided by Standard Life, subject to meeting the qualifying conditions.  Pension contribution 
rates are 5% for employees and New Hall currently matches employee contributions up to 
4%. 
 
Hours of Work 
Teaching Assistants will be required to work an average of 40 hours per week over the course 
of a calendar year.  A degree of flexibility is required, taking into account the nature of this 
role in an independent boarding school.  Due to the nature of this role in an educational setting, 
with its emphasis on community and safeguarding, this role is performed at the School site. 
 
The Teaching Assistant will be required to work on School Open Days, which usually take 
place on the last Saturday in September and the Saturday of the first Bank Holiday weekend 
in May.  All staff are required to attend INSET (staff training) days.  You will also be required 
to attend the annual Sports Day on a Saturday in the Trinity Term, and attend Exhibition Day, 
which is usually on the final Saturday of the academic year. 
 
New Hall Holiday Camps  
In this role, each year you will be offered the opportunity to support the holiday camps at 
New Hall that take place out of term time.  The remainder of the School holidays are taken, as 
published in the School calendar, as holiday with pay.  
 
Holiday Entitlement  
The Teaching Assistant is entitled to 28 days’ holiday per year, inclusive of bank holidays, 
which is deemed to be taken during the School holidays, in accordance with the published 
dates in the School calendar. 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


