
   

Simon Balle All-through School 
 
 
 

Teaching Assistant 
 

32.5 hours per week, 8.30am – 3.30pm  
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Headteacher’s welcome 
 
It is now almost five years since we expanded to become an All Through School 
and we are now looking for two Classroom teaching assistants to join our 
successful and expanding team. 
 
Simon Balle is a unique place to work and indeed we are only one of two all 

through schools in Hertfordshire. We are a school which is driven by clear 

beliefs and values. This was seen so clearly by “Her Majesty’s Inspectors” when 

Ofsted visited our school in May 2018. They observed that: 

“Strong moral values underpin the school’s ethos and aims. Leaders treat all 

pupils as individuals” 

We are indeed relentless in our quest. We believe that at Simon Balle our 

pursuit must be to educate future generations with the knowledge, skills and 

wisdom by providing a first class education.   

Our aspirations and expectations for each young person are very high.  We do 

not accept second best academically and this can be clearly seen when 

analysing our examination results. Students make great progress here in their 

studies.  

“Pupil’s progress is rapid and sustained. All groups of pupils achieve very well 

across a wide range of subjects” 

“The curriculum is broad and balanced and provides children with excellent 

opportunities to develop their skills and nurture their talents”  

“Pupils respond to their teacher’s high expectations. They are expected to try 

hard and achieve highly whatever their starting points. Pupils relish the 

opportunity to challenge themselves” 

The school creates an extremely happy and positive learning environment 

where all children flourish. Children are expected to learn to be independent in 

terms of how they conduct themselves and their ability to develop study 



   

habits. This belief in the worth of the individual means that we simply care and 

the children know this daily.  

It is a calm and orderly school. We educate all children to learn how to live well 

together, to show dignity and respect. 

“Pupils’ behaviour is exemplary. Relationships between teachers and pupils are 

strong. They are exceptionally well mannered and are well equipped to be 

model citizens” 

 So, our mission is to develop the whole person. Our range of enrichment 

opportunities is impressive and in particular we are well known for the 

outstanding musical experience our students get as well as the incredible 

sporting successes.  

Our students thrive; most stay on into our successful sixth form and indeed 

others transfer to join them. The majority of students go onto university 

courses or prestigious apprenticeships, following their dream in a wide range 

of subjects.  

With a common and shared vision, parents work very closely with us and thus 

a true partnership is formed.  

“Parents and carers, staff and pupils are overwhelmingly positive about the 

school and its aims. Communication with parents is highly effective”   

“The school has been the best I could have hoped for, for my son. He has made 

fantastic progress and enjoys going to school. I can honestly say I would not 

want my children to attend any other school” 

We are so proud of our community here in Hertford. Our students leave us 

fully prepared for the next stage in their lives. Thus we are indeed “creating 

tomorrow’s citizen’s today”.  

 

Thank you for your interest in Simon Balle All-through School. We look forward 
to receiving your application, 
 

Alison Saunders, Headteacher 
 



   

 
 

 

 

Simon Balle All-through School 

Person Specification 

Teaching Assistant  

 ESSENTIAL DESIRABLE 

QUALIFICATIONS   

At least GCSE grade C+   

A level or degree   

EXPERIENCE   

Working with children of a 
relevant age 

  

   

KNOWLEDGE   

Training in the relevant learning 
strategies eg literacy 

  

First aid training   

Understanding  and /or 
awareness of relevant policies 
and legislation 

  

First aid training as appropriate   

Basic understanding of child 
development and learning 

  

Desire to make a difference to 
young peoples’ lives and give 
them the very best learning 
opportunities 

  

Awareness of Health and Safety    

   

SKILLS   

Excellent literacy and numeracy 
skills 

  

Ability to relate well to 
students and adults 

  

Work constructively as part of a 
team, understanding classroom 
roles and responsibilities and 
own position within these 

  

Display commitment to 
protection and safeguarding 
students 

  

 

 



   

 

 

 

SIMON BALLE ALL-THROUGH SCHOOL 
JOB DESCRIPTION 
 
Teaching Assistant  
Term time + inset 
Full time (32.5 hours per week over 5 days) 
H3 
Permanent 
 
TEACHING ASSISTANTS – SUPPORTING & DELIVERING LEARNING  
To work under the guidance of teaching/senior staff and within an agreed system of supervision, to 
implement agreed work programmes with individuals/groups, in or out of the classroom. This could 
include those requiring detailed and specialist knowledge in particular areas and will involve 
assisting the teacher in the whole planning cycle and the management/preparation of resources. 
Staff may also supervise whole classes occasionally during the short-term absence of teachers. The 
primary focus will be to maintain good order and to keep pupils on task.  
 
 SUPPORT FOR STUDENTS 
 • Use specialist (curricular/learning) skills/training/experience to support students  
• Assist with the development and implementation of IEPs  
• Establish productive working relationships with students, acting as a role model and setting high 
expectations  
• Promote the inclusion and acceptance of all students within the classroom 
 • Support students consistently whilst recognising and responding to their individual needs  
• Encourage students to interact and work co-operatively with others and engage all students in 
activities 
 • Promote independence and employ strategies to recognise and reward achievement of self-
reliance 
 • Provide feedback to students in relation to progress and achievement  
 
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 students’ 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 student 
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  
• Undertake marking of students’ work and accurately record achievement/progress  
• Promote positive values, attitudes and good student behaviour, dealing promptly with conflict and 
incidents in line with established policy and encourage students 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  
• Administer and assess routine tests and invigilate exams/tests 
 • Provide general clerical/admin. support e.g. administer coursework, produce worksheets for 
agreed activities etc.  
 
 
SUPPORT FOR THE CURRICULUM  
• Implement agreed learning activities/teaching programmes, adjusting activities according to 
student responses/needs  
• Implement local and national learning strategies e.g. literacy, numeracy, KS3, early years and make 
effective use of opportunities provided by other learning activities to support the development of 
relevant skills 
 • Support the use of ICT in learning activities and develop students’ competence and independence 
in its use  
• Help students to access learning activities through specialist support  
• Determine the need for, prepare and maintain general and specialist equipment and resources  
 
SUPPORT FOR THE SCHOOL 
 • 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 students have equal access to opportunities to 
learn and develop  
• Contribute to the overall ethos/work/aims of the school  
• Establish constructive relationships and communicate with other agencies/professionals, in liaison 
with the teacher, to support achievement and progress of students  
• Attend and participate in regular meetings 
 • Participate in training and other learning activities 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 staff 
as appropriate  
• Undertake planned supervision of students’ out of school hours learning activities  
 • Supervise students on visits, trips and out of school activities as required  
 
 
 
 
 
 
 

 

 

 

 

 



   

 

 

                              Simon Balle All-through School 

Guidance Notes and Information for Applicants for Support Staff Posts 

INTRODUCTION 
The application process is in 2 parts in order to serve 2 separate purposes. 

a) The main Job Application Form asks for details information about you and your work history.  
The purpose of the form is to make sure that, as far as possible, applicants who might be at 
risk to children are not considered for appointment.  The details that is asked for complies 
with national guidance on safe recruitment procedures for appointments to schools. 

b) The Letter of Application is the key document that is used for shortlisting and selection. 
By separating the 2 parts, it is possible to avoid unlawful or unfair discrimination.  These include 
discrimination on the grounds of sex, race, religion, disability, age and sexuality, but also 
discrimination for reasons that are not related to the ability to do the job. 
You must complete all parts of the application form.  CVs are not acceptable; neither is an 
application form that simply refers to an enclosed CV. 
 
POST APPLIED FOR 
This might have already been completed for you.  If not, please complete yourself. 
 
PERSONAL DETAILS 
The information given here will be used to contact you and to identify you accurately when 
contacting referees.  The information will not be used in the selection process. 
 
CUURENT EMPLOYMENT 
Please give details of your current employer.  Complete this section also if you are employed in a 
voluntary capacity.  If you are currently not in employment, then say so here. 
 
PREVIOUS EMPLOYMENT 
It is very important that you list your previous employment in chronological order.  All employment, 
including self-employment, consultancy, part-time and temporary jobs and unpaid employment, 
must be included. 
 
EDUCATION AND QUALIFICATIONS 
Make sure that you give all of the information needed.  That should include qualifications and 
training that, whilst not essential, are useful and relevant to the job. 
 
LEISURE INTERESTS 
This is your opportunity to describe any interests or experiences that could be relevant to the post 
for which you are applying. 
 
MEMBERSHIP OF PROFESSIONAL BODIES 



   

Please give details of any memberships you may hold with professional bodies (e.g. Institute of 
Chartered Secretaries).  Please also provide details of your involvement with these bodies. 
 
 
 
 
TRAINING AND DEVELOPMENT 
This is your opportunity to describe any training courses, seminars, special projects and personal 
development courses that could be relevant to your application.  You need also to mention how you 
have put these to use in your current and previous employment. 
 
REFERENCES 
References will be taken up before interview, so you need to be sure that your referees are willing 
and able to provide a reference.  One reference must be your current Head Teacher if you are 
currently employed as a teacher. 
The ‘Status’ of each referee would be, for example, ‘current employer’ or ‘university tutor’.  Each 
referee must be able to comment on your professional abilities.  Note that references from friends 
or relatives are not acceptable.  We may approach previous employers who have not been 
identified by you as a referee and may seek further information from referees who have supplied a 
reference.  Previous employers will be asked whether there are any concerns about your suitability 
to work with children. 
 
FROM WHICH SOURCE DID YOU LEARN OF THIS VACANCY? 
Your answer to this will help us to identify how best to target applicants for similar posts in the 
future. 
 
ARE YOU A RELATIVE OR PARTNER OF ANY EMPLOYEE OR GIVERNOR OF THE SCHOOL? 
We need to know this in order to ensure a fair selection process.  If you are related to anyone at the 
School, then we will avoid asking your relative or partner to be part of the selection process. 
 
HAS SOMEONE COMPLETED THIS FORM ON YOUR BEHALF? 
Please let us know whether you have completed this form yourself or someone else has completed 
this form.  Note that your certification that the information is correct will be valid whether or not the 
form has been completed by you. 
 
I CERTIFY THAT THE INFORMATION GIVEN IS CORRECT TO THE BEST OF MY KNOWLEDGE 
Your application will not be considered unless you sign this paragraph. 
 
 

GENERAL INFORMATION TO CANDIDATES 
 
DISCLOSURE AND BARRING SERVICE 
If you are appointed, you will be required to complete a disclosure application that will be sent to 
the Disclosure and Barring Service.  The DBS will provide a report to you and to the School on 
whether you have any history conviction, including cautions and bind overs.  All posts in Schools are 
exempt from the Rehabilitation of Offenders Act 1974; this means that you must declare all 
convictions, including those what would generally be regarded as ‘spent’.  The existence of a criminal 
background does not automatically mean that you cannot be appointed but it may do so. 
 
HEALTH ASSESSMENT CHECK 



   

If you are appointed, you will be required to complete a Pre-Employment Health Questionnaire.  
Your appointment will be subject to a satisfactory clearance. 
 
THE ASYLUM AND IMMIGRATION ACT 1996 
It is a criminal offence for the School to employ someone who does not have the right to work in the 
UK.  If you are appointed you may be asked for documentary evidence of your right to work. 
 
COMPLAINTS PROCEDURE 
If you feel you have been unfairly treated, you have the right to complain.  If you wish to complain, 
you should write to the Chair of Governors  at the School and state why you think you have been 
treated unfairly.  Any complaint should be made no later than 14 days after you are informed of the 
result of your application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

 

 

 

                          Simon Balle All-through School 

Application Form 

             Support Staff 

 

Post Applied for 

 

PLEASE COMPLETE IN BLACK TO FACILITATE PHOTOCOPYING 

You are requested to complete this form (using supplementary sheets if there is insufficient space 

for any entry). All sections must be completed. 

 

PERSONAL DETAILS (block capitals please) 

 

Surname Preferred Title 

First Name(s) Previous Surname (if applicable) 

Home Address Email 

 Telephone (Home) 

 Telephone (Work) 

Post Code Telephone (Mobile) 

 

CURRENT OR MOST RECENT EMPLOYMENT 



   

Employer’s Name 

Address 

Job Title Grade Salary 

Date Started Are you still employed?            Yes/No 

If YES, amount of notice required  or, if NO, the date employment ended: 

 

Brief description of the main duties of your job 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

 

 

 

PREVIOUS EMPLOYMENT DETAILS 

Please list all your previous jobs with dates to the nearest month starting with the most recent (you 

should include all periods of work experience, work placements or voluntary work and periods when 

you were not in employment). 

 

From To Name and Address of Employer Job Title Reason for Leaving 

     

 

 

 

 

 



   

 

 

 

EDUCATION/QUALIFICATIONS 

Please give details of your education including any professional qualifications, starting with the most 

recent attained. 

 

Dates Attended Name of Secondary 

School/College/ 

University or other 

Qualifications gained 

From To Level and Subject 

(eg GCSE English) 

Grade  Date achieved 

      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

 

  



   

LEISURE INTERESTS 

Please state briefly what your main leisure interests are, particularly where these are relevant to the 

work for which you are applying. 

 

 

 

MEMBERSHIP OF PROFESSIONAL BODIES 

Name of 

Institute/Professional Body 

Current Level of 

Membership  

(eg corporate) 

Membership Number 

   

Please give details of your involvement with these bodies (eg 

attendance at meetings) 

 

 

 

 

TRAINING AND DEVELOPMENT 

Please include details of any training (eg courses, seminars) and development (special projects, 

personal development courses) relevant to your application. Also include how you keep your job 

skills up to date. 



   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

REFERENCES 

 

Please give the names, addresses and status of two referees who may be approached now, one of 

whom must be your present or most recent employer.  References from friends or relatives are 

not acceptable. 

 

1) Name Status 

Address 

 

 

Telephone Email 

 

2) Name Status 

Address 

 

 

Telephone Email 

If you are known to the referees by another name (eg previous name) please inform them of your 

present name and advise that we may be in contact. 

 

From what source did you learn of this vacancy?  

 

Are you a relative or partner of any employee or governor of the School?  Yes/No 

If yes, please give details 

 

Has someone else completed this form on your behalf?  Yes/No 



   

If yes, please provide the person’s name and an explanation 

 

 

I certify that the information given above and overleaf is correct to the best of my knowledge. I 

accept that if any of the enclosed information is found to be untrue or misleading after my 

appointment, I may be liable for dismissal without notice. 

Signature 

 

 

Date 

 

In the interests of economy, receipt of this application may not be acknowledged unless specifically 

requested (in which case please enclose SAE) 

 

 

YOU NOW NEED TO COMPLETE THE ENCLOSED  

PERSON SPECIFICATION FORM 

 
 
 
 

 
 

 



 

 

                               PERSON SPECIFICATION FORM 

Name:  

Job Title:  

 

PLEASE COMPLETE IN BLACK TO FACILITATE PHOTOCOPYING 

Complete this form using supplementary sheets if there is insufficient space for any entry 

 It is essential that you complete and return this form 

 This form is your chance to show us how well you can do this job 

 Remember just saying you can do it is not enough; we need an example 

 You can use examples from work, school, college, hobbies, voluntary work or daily life.  
 

Example: Ability to prioritise workload 

In my current job I plan my work on a daily basis but adjust it when an urgent query or problem 

arises, eg when another team member unexpectedly calls in sick. I always raise any urgent issues 

with my manager. 

Skills and Abilities 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

EXPERIENCE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

KNOWLEDGE 

 

Please note that if you are invited to interview, you will be asked about the boundaries between 

adults and children in a school. 

Signed : Date: 



 

RECRUITMENT MONITORING FORM 

 

Simon Balle All-through School operates an Equal Opportunity Employment policy and we are 

committed to recruiting the best person for the job, regardless of any factor other than the 

ability to do the job.  The way we monitor this is to ask you to complete this form. 

 

The form will not be seen by those involved in the assessment of your application.  We need 

your name on this form to link it to your application details.  All information will be treated in 

the strictest of confidence and the form will be separated from your application upon receipt. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Full Name:  

Job Title:  

  

Gender Female   Male   

Date of birth: 
  

 

 

Disability 

  

Disability is defined in the Disability Discrimination Act 1995 as “a physical or mental 

impairment, which has a substantial and long term adverse effect on a person’s ability 

to carry out day to day activities”.  For example, this can include diabetes, learning 

difficulties hearing or speech impairments, arthritis and heart problems. 

Do you consider yourself to have a disability as defined above? 

 Yes    No    

Information Refused   



 

Ethnicity 

Please tick the appropriate box below 

 

 

 

 

WBRI White, British  

WIRI White, Irish  

WOTH White, any other White Background  

MWBC Mixed, White and Black Caribbean  

MWBA Mixed, White and Black African  

MWAS Mixed White and Asian  

MOTH Mixed, any other mixed background  

AIND Asian or Asian British, Indian   

APKN Asian or Asian British, Pakistani  

ABAN Asian or Asian British, Bangladeshi  

AOTH Asian or Asian British, Any other Asian Background  

BCRB Black or Black British, Caribbean  

BAFR Black or Black British, African  

BOTH Black or Black British, Any other Black background  

CHNE Chinese  

OOTH Any other ethnic background  

REFU Did not wish to be recorded  

From what source did you learn of this vacancy?  

 


