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JOB DESCRIPTION  
INDIVIDUAL NEEDS ASSISTANT (PART-TIME, TERM-TIME) 

ONE YEAR FIXED-TERM CONTRACT  
 

Founded in 1915, St Christopher School is an independent day and boarding school for girls and boys aged 
3-18. We have 530 pupils and 199 teaching and support staff.  We have no school uniform and everyone is 
called by their first name.  We have no religious affiliation and welcome students and staff of all faiths and 
none. 

Our Ethos 
 
We treat our young people as individuals and aim for them to develop competence and resourcefulness, 
social conscience and moral courage, the capacity for friendship and a true zest for life. 

Job Outline 
 
An exciting opportunity has arisen for an Individual Needs Assistant in the Junior School reporting to the 
Junior School Individual Needs Coordinator (INCo).  

Main Purpose 

To assist in promoting the learning and personal development of the pupils to whom you are assigned in 
EGP Junior School to enable them to make best use of the educational opportunities available to them. 

Specific Duties 

 To support the pupils under the direction of the INCo (for specific work programs). 
 To carry out any specific duties as outlined in Pupil Passports 
 To undertake structured and agreed learning activities/programmes as planned by the INCo 
 To aid pupils to learn as effectively as possible both in group situations and on his/her own, in and 

out the classroom, for example: 
 

o  Clarifying and explaining instructions. 
o  Ensuring the pupil(s) is able to use equipment and materials provided. 
o  Motivating and encouraging the pupil(s) as required by providing levels of individual attention, 

reassurance and help with learning tasks as appropriate to pupils’ needs. 
o  Giving positive encouragement, feedback and praise to reinforce and sustain the pupil(s) efforts 

and develop self-reliance and self-esteem. 
o  Assisting in weaker areas, e.g. speech and language, behaviour, reading, spelling, numeracy, 

handwriting/presentation, etc. 
o  Consistently and effectively implementing agreed behaviour management strategies. 
o  Monitor the pupil’s response to the learning activities and, where appropriate, modify or adapt 

the activities as agreed with the teacher to achieve the intended learning outcomes. 
o  Mark the pupil’s work under the direction of the class teacher. 
o  Provide feedback to pupils in relation to progress and achievement under the guidance of the 

teacher. 
o  Help make appropriate resources to support the pupil(s). 
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o  Support the use of ICT in learning activities. 
o  Be aware of, and support, difference and ensure all pupils have equal access to opportunities to 

learn and develop. 

 Under the direction of the teacher, to carry out and report on systematic observations of pupils to 
gather evidence of their knowledge, understanding and skills upon which the teacher makes 
judgements about their stage of development. 

 To use the school’s system for recording systems. 
 To use the school’s system for recording systems. 
 To provide regular feedback on the pupils’ learning and behaviour to the INCo. 
 To liaise with INCo and other professionals about pupil passports contributing to the planning as 

appropriate. 
 To contribute towards reviews of pupils’ progress as appropriate. 
 To develop an understanding of the specific needs of pupils to be supported. 
 To work constructively as part of a team, understanding classroom roles and responsibilities. 
 To give written feedback on the pupils’ progress as requested by the class teacher/INCo. 
 To participate in the evaluation of the support programme with the class teacher/INCo. 
 To report any problems about arrangements or any incidents to the teacher/INCo. 
 To know apply school policies on child Protection, Health & Safety, Behaviour, Teaching and 

Learning, equal opportunities, Confidentiality and Data Protection, etc., reporting all concerns to an 
appropriate person. 

 To respect confidential issues linked to home/pupil/teacher/school. 
 To comply with legal and organisational requirements for maintaining the health, safety and security 

of yourself and others in the learning environment. 
 To take part in training activities offered by the school to further knowledge. 
 Any other duties which can reasonably be expected, without changing the general character of the 

duties or the level of responsibility entailed.   
 
Qualification Required:  NVQ Level 3, or equivalent  

Hours of Work: 

Monday to Friday, 08:30 – 12:00 a total of 17.5 hours per week, term-time (35 weeks).  One-year fixed 
term.  

Salary: 

The salary will be dependent on qualifications and experience based on our Teaching Assistant salary 
scale which runs from point 11 – 15.  The FTE (37 hours per week) is £17,142.84 - £18,750.64 (or £8,91 – 9.75 
per hour).  Prorated for term-time only (35 weeks) at 17.5 hours per week is £6,045.09 to £6,612.05. 
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Application Process: 

To apply, please complete an application form and submit this, together with a covering letter to the 
Head of Human Resources, Gwyneth Reeder at gwyneth.reeder@stchris.co.uk. Further details of this role 
can be found under “vacancies” on our website: www.stchris.co.uk  

Closing date for applications: Tuesday, 23 November 2021. 

Interviews will be held in person week commencing Monday 29th November 2021 

We highly recommend an early application as, should we make an early appointment we do reserve the 
right to revoke this vacancy. 

Child Protection:  

St Christopher School is committed to safeguarding and promoting the welfare of children. Applicants 
must be willing to undergo child protection screening appropriate to the post, including checks with past 
employers and the Disclosure and Barring Service.  

Data Protection in the course of employment at the School, staff may have access to confidential 
information relating to pupils and their families and are required to exercise due consideration in the way 
they use such information. Staff should not act in any way which might be prejudicial to the School’s 
interest. Information which may be included in the category covers both the general business of the 
school and information regarding specific individuals. A strict code of confidentiality must be adhered to 
at all times. The School is registered under the Data Protection Act 1984 and staff must not at any time 
use the personal data held by the school or disclose such data to a third person. 

mailto:gwyneth.reeder@stchris.co.uk
http://www.stchris.co.uk/

