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Job Description: Higher Level Teaching Assistant


	Job title:
	Higher Level Teaching Assistant

	Reports to (job title):
	Headteacher / Phase Leader / Class Teacher

	Type of Position
	Full Time / Part Time

	Hours of work:
	28.75 hours per week 

	Salary:
	Grade 4   This is paid pro rata on a term time only basis.

	Job Purpose
	· All Aspects of the job description are to be carried out within a system of supervision by qualified teachers.
· To compliment teachers’ delivery of the national curriculum and contribute to the development of other support staff, pupils and school policies and strategies.
· To work collaboratively with teaching staff and assist teachers in the whole planning cycle and the management / preparation of resources.  Also, to supervise and teach whole classes during the absence of teachers.
· To provide support for pupils, the teacher and the school in order to raise standards of achievement for all pupils in line with the school development priorities, by utilising advanced levels of knowledge and skills when assisting with planning, monitoring assessing and managing classes.
· To encourage pupils to become independent learners, to provide support for their welfare and to support the inclusion of pupils in all aspects of school life.



Main duties/responsibilities
Planning
	Main Activities

	Plan and prepare lessons with teachers, participating in all stages of the planning cycle, including in lesson planning, evaluating and adjusting lessons/work plans and assessments of lessons taught.

	Develop and prepare resources for learning activities in accordance with lesson plans and in response to pupil need.

	Contribute to the planning of opportunities for pupils to learn in our-of-school contexts in line with the schools policies and procedures. 



Teaching and Learning
	Main Activities

	Within an agreed system of supervision and within a pre-determined lesson framework, teach whole classes.

	Provide feedback on lesson content, pupil responses to learning activities and pupil behaviour, to teachers and pupils in line with the school's policy. 

	Motivate and progress pupils’ learning by using clearly structured, interesting teaching and learning activities.

	Support the teaching of all National Curriculum Subjects through the use of the planning and schemes identified by the school. 

	Be aware of and use the universal offer and metacognitive strategies to support adapt teaching for all.

	Promote and support the inclusion of all pupils, including those with specific needs, both in learning activities and within the classroom.

	Support and guide other less experienced teaching assistants’ work in the classroom when required. 

	Contribute to the overall ethos, work and aims of the school by attending relevant meeting and contributing to the development of policies and procedures within the school.  Also, participate in staff meetings and training days / events as requested.



Behavioural and Pastoral
	Main Activities

	Recognise and challenge and incidents of racism, bullying, harassment, victimisation and any form of abuse of equal opportunities, ensuring compliance with relevant school policies and procedures and making sure the individual/s involved understand in is unacceptable.

	Understand and implement the school safeguarding and child protection procedures and comply with legal responsibilities.

	Assist in maintaining good discipline of pupils throughout the school and escort and supervise pupils on planned visits and journeys.

	Provide support and assistance for children’s pastoral needs, for example, dressing, caring for sick, injured or distressed children.

	Provide physical support and maintain personal equipment used by the children at the school.  Administer medication as agreed.

	Foster and maintain constructive and supportive relationships with parents/carers, exchanging appropriate information, facilitating their support for their child’s attendance, access and learning, and supporting home to school and community links.

	Supervise pupils in the playground and plan and organise play-time activities.

	Assist teachers by receiving instructions directly from professional or specialist support staff involved in the children's education.  These may include social works, health visitors, language support staff, speech therapists, educational psychologists and physiotherapists.



Other
	Main Activities

	Any other duties required by the class teacher, phase leaders, Deputy Headteacher or the CoHeadteachers, which is within the scope of this post.

	To work within and encourage the school’s Equal Opportunity policy and contribute to diversity policies and programmes in relation to discriminatory behaviour.

	To promote the safeguarding of children and adhere to all school policies and procedures.

	To carry out the duties and responsibilities of the post, in accordance with the school’s Health & Safety Policy and relevant Health & Safety Guidance and Legislation.

	To use information technology systems as required to carry out the duties of the post in the most efficient and effective manner.

	To undertake other duties appropriate to the post that may reasonably be required from time to time.



Person specification 
	
	Criteria

	Education and Experience
	· Meet HLTA standards or equivalent qualification or experience.
· Hold relevant qualifications at a level equivalent to at least NQF Level 3
· Demonstrable levels of numeracy & literacy equivalent to GCSE (A-C) or NVQ Level 2 (or by test).
Attend induction training as appropriate and training relevant to the post, including behavior management and safeguarding, First Aid training.
· Training in relevant approaches and school improvement area.
· A minimum of two years experience of working with children (either paid or unpaid capacity) preferably in an education setting.
· Evidence of specialism in specific curriculum areas or areas of particular learning difficulty.

	Knowledge and Understanding
	Knowledge of standards expected of younger pupils including the requirements of the National Curriculum, EYFS development matters.
Knowledge and understanding of the SEND Code of Practice.
Understanding of behavior management strategies.
Understanding of First Aid procedures

	Skills
	Effective oral and written communication skills
Excellent interpersonal skills both in working relations with young pupils and in forming effective professional relationships with a wide range of contacts.
Good organizational and time management skills.
Sound IT skills, knowledge of relevant software to support learning and ability to maintain electronic information systems.

	Disposition and attitudes
	· Ability to build relationships and to lead and work as part of a team
· A friendly, helpful, caring and flexible approach
· Open-mindedness and patience
· A commitment to equal opportunities
· Ability to maintain confidentiality in all school matters

	Physical attributes and other circumstances
	· Ability to physically fulfil the responsibilities of the post
· Willingness and ability to attend appropriate meetings and training
· Reasonable person presentation
· Excellent punctuality
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