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April 2017 

 

Dear Prospective Candidate,  

 

Thank you for your interest in the role of Teaching Assistant at Cadland Primary 

School. This vacancy has arisen due to the resignation of a long term member of the 

team.  

 

We are looking for an enthusiastic person to join our friendly and hardworking team of 

TAs who are committed to raising standards.   

This post is for 31 hours a week, initially 15.5 on a permanent contract and the 

remainder 15.5 on a fixed term until the end of the academic year, with usual hours 

being Monday to Friday 8:30am – 3:15pm. Initially, the role will involve supporting one 

of our Year R classes, but this is subject to change after the first term. The Early 

Years role also includes a Midday Supervisor duty to support the children over lunch.  

 

The contract will be for 40 weeks a year. This will be during term time with 1 week to 

be worked during our school holidays for training and administration. We will negotiate 

how the hours in school holidays will work and they can be offset by any additional 

hours worked during term time. Unfortunately, there is no flexibility in the role to 

offer term time holidays. 

 

I would really encourage you to contact us and have a look round prior to applying if 

possible, so you can get a real sense of what our school is all about. Please contact me 

on 02380 892341 or via adminoffice@cadland.hants.sch.uk if you would like further 

information or to organise a tour. 

  

We look forward to receiving your application and perhaps meeting you in the future. 

 

Yours sincerely 

 

Emma Baser 

Inclusion Manager  
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Our Vision  

Striving 

together to be 

super STAR 

learners 

PASSION 

RESPECT COMMITMENT 

COURAGE HONESTY 
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Our Vision Statement  

Striving together to be super STAR learners 

This means that every member of our school, adult or child, leaves us with: 

 the determination and work ethic to achieve their goals (Striving) 

 the skills to live and learn effectively within a community (together) 

 the skills to be a lifelong STAR learner (to be super STAR learners) 

 

Our Beliefs 

Beliefs are what people personally “know” to be true. They’re our convictions as a school community, even if others disagree. 

Our beliefs are: 

That everyone can be a STAR learner.  

This means that: 

 we must believe that intelligence is learnable and therefore not directly linked to ability and that people can build 

their learning power [linked to Guy Claxton’s ‘Building learning Power] 

 education is preparation for life after school not just preparing for tests 

 

We all belong to the Cadland Community 

This means: 

 that we include everyone and treat everyone equally 

 that we build up the mental, emotional and social resources of our community so they can enjoy challenge and cope 

well with uncertainty and complexity 
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Our Core Values 

Core values are our central, core ideals about how our community will conduct themselves. They give direction to the words 

we speak, the actions we perform and are central to all the decision making in the school. They must therefore be 

understood and shared by every member of the school community. These values will enable us to achieve our vision. 

 Our values are passion, commitment, respect, honesty and courage. 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

By honesty, we mean that everyone: 

 is truthful to themselves and each other 

 acts with integrity (say what you do, do what you say) 

 is prepared to face the truth, even if it is difficult, in 

order to improve 

 

By courage, we mean that everyone: 

 is prepared to take risks to improve their own 

practice 

 is prepared to share their mistakes in order to help 

others to learn 

 is willing to work independently and make their own 

decisions where appropriate 

 embraces change in order to stay at the cutting edge 

of learning 

 is innovative in their thinking 

 is prepared to share their opinions and challenge each 

other’s thinking 

 

By passion, we mean that everyone: 

 joins in with the life of the school enthusiastically 

 remains positive even when faced with adversity 

 aims to inspire others to become STAR learners 

 relishes in the diversity of our community 

 

By commitment, we mean that everyone: 

 shows loyalty to friends, colleagues and the school 

 is willing to support and show care for those who 

need help 

 is willing to work to their highest level 

 is prepared to do their fair share of the work  

 volunteers in a variety of school situations 

 is prepared to persevere in order to overcome 

challenges 

 

By respect, we mean that everyone: 

 values all members of the school community and treats 

them with consideration and as equals 

 displays good manners at all times 

 displays tolerance of others with different points of 

view and beliefs 

 shows respect for the school buildings, facilities and 

surrounding environment 
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Job Description 

Cadland Primary School Job Description 

Post: Teaching Assistant  

Scale: Grade C - £15,909 

Responsible to: Inclusion Manager 

Key Responsibilities & Tasks: 

 
Purpose of Role 

 To work in partnership with the class teacher to foster effective participation of pupils in the social and academic processes of 

the school.  

 

Support for Pupils and teachers 

 Working with individual or groups of children, assist in ensuring pupils are kept on task and complete activities set by teachers  

 Deal with behavioural and special needs issues in conjunction with the teacher  

 Help implement learning journey 

 Provide feedback to pupils without reference to the teacher  

 Take small class of small group of pupils for defined activities e.g. reading, in the presence of a class teacher  

 

Support for curriculum and school 

 Develop an understanding of the specific needs of the child, in consultation with the teacher 

 Contribute with teacher to lesson contents, aims and STAR book plans 

 Support and work with teacher in testing / assessment  

 Ensure learning activities are differentiated to meet the needs of the pupil(s) 

 Keep up to date with SEND resources and development through courses, discussions, observations, INSET, TA meetings etc.  

 Maintain an awareness of school, national and statutory policies and requirements and apply these in the workplace  
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Decision Making 

 Evaluate pupil responses to activities through planned observation 

 Adapt resources and tasks to ensure they are appropriate and sufficiently challenging 

 Implement lesson plans, make judgements about pupil progress/pupil needs and record progress  without reference to the 

teacher  

 Whilst working under the general direction of the teacher, work unsupervised and without the close presence of the teacher.  

 Due to training and expertise, carry a specific specialist responsibility and support other staff in the school when help is needed 

in this area  

 

Other role requirements 

 Carry out administrative/clerical tasks for the class teacher(s) 

 Administer SEND assessment procedures within the school, in line with the school’s SEND policy 
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Person Specification 

Cadland Primary School Teaching Assistant Person Specification 

All items in bold should be evidenced within your application. Those not in bold will be assessed during the interview and assessment process. 

 Essential 

Evidence of: 
Desirable 

Qualifications  GCSE English and Maths Grade C or above (or 

equivalent) 

 Trained at least to NVQ2 standard 

 Qualified First aider  

 

Experience  Minimum of 3 years relevant experience in a 

teaching/learning/child support working environment 

 Experience in Year R setting 

Knowledge 
 Understand the statutory requirements of legislation 

concerning Safeguarding, including Child Protection, 

Equal Opportunities, Health & Safety and Inclusion 

 

 Familiar with school systems, processes and 

procedures 

 

Skills   Excellent organisational skills 

 Good communication skills and able to clarify and 

explain instructions clearly 

 Basic numeracy and literacy skills 

 Possession of specialist qualifications/skills, 

e.g. Makaton to deal with children with 

communication difficulties. 

Personal 

Qualities 
 Empathy with pupils and sympathetic to their needs 

 Professionally discreet and able to respect 

confidentiality 

 Ability to work independently and with initiative 

 Well-developed interpersonal skills 

 The ability to work as part of a team 

 

 A sense of humour enabling effective 

relationships with a variety of different 

people 
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Code of Conduct 

Cadland Primary School Code of Conduct 

1. Purpose and principles 

This Code of Conduct aims to establish a set of principles which underpin the expected conduct 

of staff at Cadland Primary School with the intention of encouraging staff to achieve the 

highest standards of conduct at work and of minimising the risk of improper conduct occurring.  

The school requires that all staff have read and comply with the Code of Conduct. Where 

clarification is needed on any aspect of this document, this should be sought from the 

Headteacher. 

Breach or failure to observe the provisions of this document may lead to action being taken 

under the school disciplinary procedure which is located in Teacher Pool or can be accessed 

through the school office. 

This document is available to all staff on Teacher Pool or in the Staff room as well as being 

provided on induction to all new members of staff. 

The Code of Conduct is not exhaustive in defining acceptable and unacceptable standards of 

conduct and behaviour and in circumstances where guidance does not exist individuals are 

expected to use their professional judgement and act in the best interests of the school and its 

pupils. 

2. Scope 

The Code of Conduct applies to: 

 all members of staff, including teaching and support staff; 

 volunteers, including governors; 

 casual workers; 

 temporary and supply staff, either from agencies or engaged directly; 

 student placements, including those undertaking initial teacher training, and apprentices. 

References to ‘staff’ throughout the Code of Conduct refer to all of the above groups.  

Any links within this document to other documents are for ease of use and do not form part of 

this Code of Conduct. 

The Code of Conduct exists in addition to Hampshire County Council’s Local Government Code of 

Conduct. 

3. Professional standards at work 

Staff are expected to demonstrate the highest possible standards of personal and professional 

conduct and behaviour and consistently act with honesty and integrity. The school expects staff 

to treat each other, pupils, parents and the wider school community with dignity and respect at 

all times.  

Furthermore, staff must have regard for the ethos and values of the school as well as its 

policies and procedures and act in accordance with these at all times, including in their dealings 

with those who come into contact with the school e.g. visitors. 

Staff must act in accordance with their duty of care to pupils and ensure that the safety and 

welfare of the children and young people at the school are accorded the highest priority. In this 

http://intranet.hants.gov.uk/hr-home/hr/hr-terms/lg-codeofconduct.htm
http://intranet.hants.gov.uk/hr-home/hr/hr-terms/lg-codeofconduct.htm
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and other ways staff should always maintain standards of conduct and behaviour which sustain 

their professional standing and that of the school. 

Teachers are reminded of, and are expected to uphold, their wider responsibilities as set out in 

the Teachers’ Standards, including an understanding of, and acting within, the statutory 

frameworks which set out their professional duties and responsibilities. 

4. Safeguarding 

Cadland Primary School recognises its statutory and moral duty to safeguard and promote the 

welfare of pupils and understands that staff play a vital role in meeting these responsibilities. 

Staff must be aware of their individual safeguarding responsibilities, including to provide a safe 

environment in which children can learn, to be aware of the signs of abuse and neglect, to 

identify children who are suffering, or are likely to suffer, significant harm and to take 

appropriate action in such cases to prevent concerns from escalating. 

All members of staff must be aware of the school’s systems for supporting child safeguarding, 

including the role of the school’s Designated Safeguarding Lead (DSL). 

In this school the DSL is:  Mrs Baser 

Staff have a professional duty to report concerns about the welfare of a child. Any such 

concerns must be raised without delay to the school’s DSL in the first instance or to the 

Headteacher if the DSL cannot be located. In the event that none of the above are available 

ring The Hampshire County Council’s Safeguarding team on 1962 876364. There should be 

no delay in reporting a concern if there is risk of immediate serious harm to a child. 

Staff are reminded of their duty to report safeguarding concerns about staff. Any concerns or 

allegations must be raised without delay to the school’s DSL in the first instance or to the 

Headteacher if the DSL cannot be located.  

Staff should be familiar with the school’s child protection policy, which is available to all staff 

on Teacherpool.  All staff will receive appropriate child protection training and will be provided 

with guidance on child safeguarding as part of their induction to the school. 

In accordance with the statutory guidance published by the Department for Education ‘Keeping 

Children Safe in Education’ (2015) all staff in Cadland Primary School are required to read Part 

One ‘Safeguarding information for all staff’ and will be provided with a copy as part of their 

induction to the school. The full document is available via the above link or from www.gov.uk  

Further information is found in the guidance document ‘The avoidance of unnecessary contact 

and allegations’ and in ‘Guidance for safer working practice for those working with children and 

young people in education settings’ (September 2015) provided by the Safer Recruitment 

Consortium. 

5. Appropriate relationships 

Pupils 

Individuals who work or volunteer in a school environment are in a position of trust. Staff should 

be mindful of the need to maintain professional boundaries appropriate to their position and 

must always consider whether their actions are warranted, proportionate, safe and applied 

equitably. 

Staff should act in an open and transparent way that would not lead any reasonable person to 

question their actions or intent. Staff should think carefully about their conduct so that 

misinterpretations are minimised. 

 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/301107/Teachers__Standards.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/300309/KCSIE_gdnce_FINAL.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/300309/KCSIE_gdnce_FINAL.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/300319/KCSIE_FINAL_8PG.pdf
http://www.gov.uk/
http://www3.hants.gov.uk/avoidance_of_unnecessary_contact_and_allegations.doc
http://www3.hants.gov.uk/avoidance_of_unnecessary_contact_and_allegations.doc
http://4lscb.proceduresonline.com/chapters/p_alleg_staff.html
http://4lscb.proceduresonline.com/chapters/p_alleg_staff.html
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Staff must avoid unnecessary physical contact with children. Where physical contact is 

essential, e.g. for safety reasons, the pupil’s permission must be gained for that contact 

wherever possible. If physical contact is made to remove a pupil from a dangerous situation or 

an object from a pupil to prevent either harm to themselves or others, then this should be 

recorded and reported to the Headteacher.  In cases where accidental physical contact was 

made, it should be reported to the Headteacher. In all cases staff should act in accordance 

with the school’s restraint policy, to be found in Staff Policies on Teacher Pool. 

Any sexual behaviour by a member of staff with or towards a pupil is unacceptable. Staff are 

reminded that under the Sexual Offences Act 2003, it is a criminal offence for a person aged 

18 or over to have a sexual relationship with a child under 18, where that person is in a position 

of trust in respect of that child, even if the relationship is consensual.  

Parents 

Staff are expected to interact with parents in a polite and respectful manner and recognise 

parents’ entitlement to express any concerns they may have about their child’s learning, safety 

or wellbeing. Staff should avoid discussing school matters with parents outside school if 

approached and should instead refer the parent to the normal school communication channels.  

6. Use of IT including social media 

Internal e-mail and internet systems must be used only in accordance with the school’s 

acceptable use of ICT policy on Teacher Pool/Staff Information/Curriculum Policies. 

Social networking sites offer the opportunity for communication with children, young people and 

their parents outside normal professional boundaries. School staff must take care to protect 

their privacy and protect themselves from risk of allegations in relation to inappropriate 

relationships and cyberbullying. Staff must not have any unauthorised contact or accept ‘friend’ 

requests through social media with any pupil (including former pupils and/or those who attend 

other schools) unless they are family members. Staff must exercise caution when having 

contact online through social media with parents so as not to compromise the school’s reputation 

or school information. 

Please refer to the school’s acceptable use of ICT policy and Social Media policy Teacher 

Pool/Staff Information/Curriculum Policies for further guidance on acceptable and 

unacceptable use of IT, social media and mobile phones. 

For further information on the acceptable use of school IT Resources, staff should refer to the 

school’s leaflet ‘Use of ICT Resources Do’s and Don’ts: advice for school staff’ on Teacher 

Pool/Staff Information/Curriculum Policies. 

7. Confidentiality and disclosure of information 

Staff must ensure that they do not disclose confidential information to anyone who does not 

have the right to receive it. Where information is disclosed this should be in line with the 

principles of the Data Protection Act 1998. Equally staff should not prevent another person 

from gaining access to information to which that person is entitled by law. If there is doubt 

about whether or not to share information, advice must be sought from the Headteacher. 

Information obtained during the course of an individual’s work should never be used for personal 

gain or benefit, nor should it be passed onto others who might use it in such a way. 

 

 

 

 

http://www3.hants.gov.uk/dos-and-donts-advice-for-staff-ict-resources.doc
http://www.legislation.gov.uk/ukpga/1998/29/contents
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8.  Dress and appearance 

An individual’s dress and appearance is a matter of personal choice; however, staff should 

ensure that they dress appropriately, decently and safely for a school environment and for the 

role they undertake, as well as setting a good example to both pupils and visitors.  

Staff should have particular regard to the health and safety risks involved with certain lessons 

i.e. physical education/food technology and the need to dress appropriately and safely when 

undertaking these activities, such as wearing appropriate footwear, removing jewellery etc.  

The school recognises the diversity of cultures and religions of its staff and will take a 

sensitive approach when this affects dress and uniform requirements. However, priority will be 

given to health and safety, security and other similar considerations of other staff, pupils and 

the school. 

9. Equal opportunities 

The Governing Body of the school is committed to equality for all in the appointment, 

development, training and promotion of staff, and in all dealings with pupils and parents of the 

school. It also recognises that all members of staff have the right to work in a safe 

environment without fear of discrimination, harassment or abuse. 

All pupils, colleagues, parents, members of the public and wider school community have the right 

to be treated with fairness and equality and must not be discriminated against. The school 

expects staff to uphold these principles. 

Please refer to the school’s equalities policy for further guidance. 

10. Conduct outside work 

Care should be taken by staff to avoid any conflict of interest between activities undertaken 

outside school and responsibilities within school. In no case should outside activities bring the 

school into disrepute.  

Staff must disclose any misconduct or alleged misconduct made against them, including any 

incidents arising from alternative or additional employment outside of this school. Disclosure 

must be made to the Headteacher without delay, after which consideration will be given to the 

relevance or otherwise of the misconduct to their role in the school. 

Where staff are in doubt as to whether there is a conflict of interest advice must be sought 

from the Headteacher. 

11. Declaration of interests 

Staff should consider carefully whether they need to declare to the school any relationship 

with an individual where this might cause a conflict with the school’s activities, for example, a 

relationship with a Governor, another staff member or a contractor who provides services to 

the school. Where such a declaration is necessary this should be made to the Headteacher. 

Staff may undertake work outside school, either paid or voluntary, provided it does not conflict 

with the interests of the school nor be at a level which may contravene the Working Time 

Regulations or affect an individual’s performance at work. 

 

 

 

http://www.legislation.gov.uk/uksi/1998/1833/made/data.pdf
http://www.legislation.gov.uk/uksi/1998/1833/made/data.pdf
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12. Whistleblowing 

The Public Interest Disclosure Act 1998 (as amended) gives protection to people who disclose 

reasonable concerns about serious misconduct or malpractice at work. This is sometimes known 

as Whistleblowing. The Governing Body of the school will treat all matters of malpractice very 

seriously and allegations about such matters will be dealt with quickly and with appropriate 

confidentiality. 

Staff should acknowledge their individual responsibilities in bringing matters of concern to the 

attention of senior leadership in the school. This is particularly important where the welfare 

of children may be at risk. 

A clear procedure is provided for staff to raise issues with the purpose of assisting in reducing 

the risk of serious concerns being mishandled, whether by the individual or by the school. Please 

refer to the school’s Procedure for Protected Disclosures (“Whistleblowing”) for further 

information on Teacher Pool/Staff Information/Curriculum Policies 

13. Health and safety 

Staff must adhere to the school’s Health and Safety policy and should ensure that they take 

every action to keep themselves and others in the school environment safe. 

Please refer to the school’s Health and Safety policy for further information Teacher 

Pool/Staff Information/Policies 

14. Gifts and hospitality 

There may be occasions where children or parents wish to pass small tokens of appreciation to 

staff, for example as an end of year ‘thank-you’, and this is acceptable. However, it is 

unacceptable to receive gifts on a regular basis or of any significant value or to suggest to 

pupils that gifts would be appropriate or desired. Money should never be accepted as a gift. 

It is not acceptable for staff to give gifts to pupils and any rewards given to children must be 

given in agreement with the declared reward practice of the school. 

Staff should not solicit or accept any gift, hospitality or other reward from external parties 

which influences the way in which they carry out their duties or leads the giver to expect 

preferential treatment. 

15. Use of school resources and funds 

The use of school resources, property and equipment is for school-related activities only, 

except where otherwise agreed. 

All members of staff must use any public or school funds entrusted or handled by them in a 

responsible and lawful manner. 

 

 

 

 

 

 

http://www.legislation.gov.uk/ukpga/1998/23/contents
http://www3.hants.gov.uk/eps-protected-disclosures.doc
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Application Process 

Candidates should complete the application form and return it so that it is received no later 

than 12:00pm on Tuesday 2nd May.  
 

Cadland Primary School 

Whitefield Road 

Holbury 

Southampton 

Hmapshire 

SO45 2HW 

Telephone 02380 892341  

E-mail address: adminoffice@cadland.hants.sch.uk  
   
You should provide a full statement in support of your application, which should not exceed two 

sides of A4 paper. Please do not restate the factual details already included elsewhere on the 

application form. Please focus your application on the aspects of the person specification 

that are in Bold. Assessment of your other skills and knowledge will be made during the 

interview process if you are invited to attend. Please make it clear in your application why you 

are interested in working in this role in our school. We do not expect candidates to be able to 

fulfil the entire role on initial appointment. Training and continuous professional development 

will be provided. 

 

Selection Procedure  

The shortlist will be drawn by Wednesday 3rd May 2017. Details of the selection process and 

the interview dates will be advised in the near future. Further details will be sent to those 

candidates called for interview.  

 

Applicants will be advised within 3 working days after the shortlisting date whether they have 

been successful or not. Successful candidates will have references taken up prior to interview. 

 

Failure to send your application form to the above address/ email address may invalidate your 

application. 

  

Equality Monitoring  

All applications will be required to complete an Equality Monitoring form. 

  

Receipt of Application  

Applications are acknowledged (by email whenever possible) within three working days of 

receipt. If you do not receive an acknowledgement within this time, please contact the School 

Office immediately on the number above. 

 

Postage  

Insufficient postage occasionally leads to application forms being received after the closing 

date for application has passed. To avoid this, please ensure that you attach the correct 

postage to your application.  

 

mailto:adminoffice@cadland.hants.sch.uk
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Safer Recruitment  

Cadland Primary School are committed to safeguarding and promoting the welfare of children 

and young people and expect all staff and volunteers to share this commitment. We will ensure 

that all our recruitment and selection practices reflect this commitment. All successful 

candidates will be subject to Disclosure & Barring checks along with other relevant employment 

checks.”  

 

Data Protection Act 1998 – You should be aware that the information you have provided will be 

stored on the school’s computer system and will only be used to process your application. It will 

not be passed to any other organisation. 


