
Heathfield knoll school 
& nursery 

INSPIRE. CHALLENGE. SUPPORT.
Position - Teaching Assistant

Hours-  37.5 per week (Part-Time / Job share will be considered)
Positions available:- 

(1 position in the Main School & 1 position in the Connect Base) 

Email: lburns@hkschool.org.uk Post: Heathfield Knoll School, Wolverley Road, 
Kidderminster, Worcestershire, DY10 3QE.

 Phone: 01562 850204



c
o

n
ten

ts 

Welcome.                                Page 3

 The School.                            Page 4

 KSI Education.                       Page 5 

The Connect Base.                 Page 6 

Job Specification.                    Page 7,8

Person Specification.             Page 9,10 & 11
 



Thank you for considering the role of Teaching Assistant at Heathfield Knoll

School. The successful applicant will join the school at an exciting time.

Following the recent partnership with KSI Education, the school is benefitting

from £1 million of investment. This includes new buildings to house food

technology, computing and music technologies in addition to a Learning

Support Centre. We are looking for someone who has

 a love of learning and the ambition and desire to benefit from a growing

school with new opportunities. The successful candidate will value

relationships with all members of our small school community. I very much

look forward to reading your application and invite you to speak with 

me directly should you have any questions in advance. 

Lawrence Collins 

Headmaster 
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Nestled within the Wolverley countryside, Heathfield Knoll School enjoys an enviable
reputation as the leading school in the Wyre Forest and the wider region.

Heathfield Knoll is a recently merged school comprising Heathfield School and The Knoll
School. We are proud of our heritage and of our offer to the local and wider community.
Heathfield School celebrated its 400th anniversary in 2020. Whilst much has changed since
William Sebright founded the school in 1620, our core values of nurture, relationships and
care centred on a personalised approach to education remain. 

Children join Heathfield Knoll Nursery at three months, moving on to the Preschool at three
years. The main school welcomes children at any age from five to 16 years (although there
are early plans to introduce a sixth form). 

The school is centred around a large country house in beautiful surroundings which includes
extensive playing fields, woodland and grassland (a total of over 30 acres). Heathfield
Knoll’s generous grounds are frequently used to support a creative curriculum, including
Forest School and an outdoor classroom (Summer 21). Heathfield Knoll aims
 to provide a traditional, well-structured education in small, nurturing teaching groups. This
means that children’s needs are catered for and they thrive in a well-ordered atmosphere of
mutual respect. Heathfield Knoll is concerned with more than just academic achievements,
we encourage children to approach adulthood as confident, articulate and courteous
individuals. 
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Offer an enhanced CPD programme. 

Facilitate a Professional Learning Network to support achievement
and 
progression..

Invest in organisations outside the schools that can enhance the
educational experience of our students. 
 
Invest in technology and foster the technological skills of staff and
pupils. 

From January 2020 Heathfield Knoll has become part of the KSI
Education group. 

KSI is clear that their investment in this evolving family of educators
should create outstanding student outcomes. 

To embed best practice in their schools, and to enable teachers to build
on their current strengths, KSI will: 

 



Connect is a small, nurturing base that is attached to Heathfield Knoll School in
Wolverley. Children who attend Connect benefit from an academic curriculum
similar to the main school alongside a programme of study that supports
preparation for adulthood such as life skills and social skills.

Connect is somewhere for children who struggle to access mainstream education
due to anxiety, sensory difficulties or the need for smaller class sizes with a high
ratio of adults to children.

Each child has a bespoke plan with personalised provisions which may include
Occupational Therapy, SaLT, counselling or CBT. Regular therapists are used,
who get to know the children very well. In-house provisions are also available to
support dyslexia, autism, cognition and learning and emotional literacy using
some well-known published interventions such as Catch-up Numeracy and
Literacy, Talk-about, Anxiety Gremlin and more...

Children take advantage of the wonderful grounds of Heathfield Knoll School for
walks, outdoor learning and playing in a safe, protected environment.

the
Connect

Base  



POSITION:  Teaching Assistant (2 roles: 1 in the Main School and 1 in Connect Base)

RESPONSIBLE TO: Assistant Headteacher (SENCo)/Head of Connect

WORKING PATTERN: 37.5 Hours per week 
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Job Purpose 

Support within lessons and facilitate learning and progress by, for example,
clarifying and explaining instructions;
motivating and encouraging learners as appropriate;
liaising with subject teachers/SENCo regarding targets and interventions;
developing appropriate resources to support specific learners;
encouraging acceptance and inclusion of learners with Special
Educational Needs and Disabilities;
supporting specific aims in lessons as planned and directed by the
class/subject teacher. 

1)To support children and teaching staff across the school as directed.

2) To work alongside a range of teachers to support children within lessons and
in interventions. 

main Areas responsibilities 
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Undertake additional activities and interventions as felt necessary
 Provide regular feedback about learners to all stakeholders.
 Attend relevant CPD and meetings.
To be aware of school procedures, policies and regulations - keeping abreast of
latest developments in key areas.
To respect the confidential nature of the work being undertaken and any
knowledge about an individual's personal and educational circumstances.
 Develop awareness of the National Curriculum relevant to the classes and pupils
supported.
Contribute towards record-keeping and assessment as required for such a role.
Support with Breakfast Club/After School Club as agreed.
Undertake any duties that may be appropriate to the position. Examples of, not
limited to: Forest School Support/Intervention Groups/Reading Support etc.

SUPERVISION & APPRAISAL
 The Teaching Assistant will report to the Deputy/Assistant SENCo (main school)
or Assistant Head of Connect (Connect) on a day to day basis. 

The Teaching Assistant will have a nominated appraiser. There is an expectation
that all staff will engage in professional development resulting from appraisal.

KNOWLEDGE, EXPERIENCE &
TRAINING
 It is expected that the Teaching Assistant, through training and development, will
have (or be prepared to gain) experience/qualifications in some or all of the
following areas, some of which they may already have:

a. A knowledge and understanding of a variety of Special Educational Needs
b. A minimum of a level 2 Dyslexia qualification;
c. A minimum level of GCSE level (or equivalent in English and Mathematics; 
d. Exceptional interpersonal skills;
e. An understanding of behaviour management techniques;
f. A willingness to develop new skills and expertise according to the needs of the
school.

meetings & CPD 

All teaching assistants are expected to attend INSET days (pro-rata) and they
may be asked to attend relevant CPD and staff meetings.
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To be aware and familiar with the Schools Policy on Safeguarding and relevant
reporting procedures should there be a concern regarding the welfare of the children.

 Play a full part in the life of the school community, to support its distinctive mission
and ethos and to encourage staff and pupils to follow this example.

Whilst every effort has been made to explain the main duties and responsibilities of
the post, each individual task may not be identified.

This job description is current at the date shown, but in addition to the duties outlined
above, you may be asked to undertake any other duties which may reasonably be
regarded as within the nature of duties and responsibilities of the post. Any changes
of a permanent nature will be fully negotiated with you and incorporated into the job
description.

 

additional duties 

Working hours  

Full-time members of staff must be prepared to work between the hours of
7.30 am and 6 pm up to a maximum of 37.5 hours per week, however, most of
the working hours will take place between 8.30 and 4 pm. (Specific working
hours to fit around other commitments/responsibilities can be
accommodated.) 
Part-time members of staff must be prepared to work between the hours of
8.30 am and 4 pm up to their agreed contractual hours per week. 
Specific hours will be negotiated before the start of each academic year and
any termly changes will be in consultation with the member of staff and
SENCo.
Teaching assistants are entitled to 30 minutes lunch break. Duties are an
expected part of the job role and are at the discretion of the SENCo.
It is desirable that the successful candidate is willing to support in Breakfast
Club/After School Club. 

Hours of work need to be flexible according to the annual needs of pupils on the
SEND register. 



Per
so

n
 spec

ific
a

tio
n

 
Education and training

 
                                            
Minimum of a relevant and recognised Level 2
qualification
Evidence of ongoing personal development
training
Desire to continue with professional
development

Recent First Aid certificate

Basic Food Hygiene

 

 
                                            

 
 
 
 

- Essential
 

- Desirable
 

 - Desirable
 
 

- Desirable
 

- Desirable
 
 

                                             
Relevant Experience

 
                                            

Experience in working with children

Experience in implementation of SEND 

Experience of working in partnership with
parents

 

 
 
 
 

- Essential
 

- Desirable
 

- Desirable
  
 

                                             
General and Special Knowledge      

Ability to use ICT effectively to support learning
An understanding of relevant policies/codes of practice and awareness
of relevant legislation
A general understanding of the National Curriculum and other relevant
learning programmes/strategies
Awareness of the benefits of outdoor learning and a willingness to
support this area of the curriculum
A basic understanding of principles of child development and learning
processes
Ability to self-evaluate learning needs and actively seek learning
opportunities
Ability to relate well to children and adults
Work constructively as part of a team, understanding classroom roles
and responsibilities and your own position within these
Ability to comply with policies and procedures relating to child
protection, health, safety and security, confidentiality, data protection
and equal opportunities



 
Skills and abilities

 
                                            

Ability to communicate well with adults and
children

Ability to work as part of a team

Ability to write legibly

Good presentation skills

Possess a level of general computer literacy with
a range of IT skills

Good organisational skills

Ability to demonstrate creative abilities

 
 
 
 

- Essential
 
 

-  Essential
 

- Essential
 

- Desirable
  

- Desirable
 
 

- Desirable
 

- Desirable
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Understanding of Equal Opportunities

Awareness of Health & Safety and practical

Ability, flexibility and willingness to take on other
responsibilities or duties as deemed necessary

       Hygiene issues

                                            

any additional factors 

- Essential

-  Essential

- Essential
                                            


