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	Job title: 
Higher Level Teaching Assistant (HLTA)
	Service area: 

Education, Learning and Achievement


	Post number:  

S2907615

	Division: 
Schools

	Grade: 
Grade 8 (SCP 26-31)
	Section/team: 
Crosby Primary School


	Overall purpose of job:

To complement the professional work of teachers by taking responsibility for agreed learning activities under an agreed system of supervision.  To plan, prepare and deliver learning activities for individuals/groups for whole classes and monitor, assess, record and report on pupils achievement, progress and development.

To be responsible for the management and development of a specialist area within the school and/or management of other teaching assistants including allocation and monitoring of work as well as appraisal and training.



	Post holders will be expected to be flexible in undertaking the duties and responsibilities attached to their post and may be asked to perform other duties, which reasonably correspond to the general character of the post and are commensurate with its level of responsibility. 

	Main Responsibilities:

1. To assess the needs of pupils and use detailed knowledge and specialist skills to support pupils’ learning, responding to individual needs.

2. To monitor and evaluate pupils’ responses to learning activities through a range of assessment and monitoring strategies against pre-determined learning objectives.  To provide objective feedback and reports as required on pupil achievement, progress and other related matters, ensuring the availability of appropriate evidence.

3. To take a lead role in the provision of support for pupils with a specialism including the challenge and motivation of pupils by promoting and reinforcing self-esteem.

4. To establish productive working relationships with pupils, parents, teachers and other professionals thus encouraging interaction and cooperation.

5. To organise and manage appropriate learning environments and resources for all pupils including the planning of challenging teaching and learning objectives to evaluate and adjust lessons/work-plans under an agreed system of supervision.

6. To deliver learning activities to pupils within agreed systems of supervisions, adjusting activities according to pupil responses/needs including local and national learning strategies, making effective use of opportunities provided by other learning activities to support the development of pupils’ skills.

7. To deploy and use specialist aids/resources/equipment as appropriate.

8. To use IT effectively to support learning activities, taking account of pupils’ competence and independence in its use.

9. To administer and assess/mark tests and invigilate exams/tests as appropriate.

10. To work within an established behaviour policy to anticipate and manage behaviour constructively promoting self-control and independence including the management of pupils excluded from, or otherwise not working to a normal timetable.

11. To contribute to the development and implementation of education plans.

12. To promote the inclusion and acceptance of all pupils within the classroom, promote independence and employ strategies to recognise/ reward achievement of self-reliance.

13. To be aware of and support difference, ensuring that all pupils have equal access to opportunities to learn and develop.

14. To attend to pupils’ personal needs and provide advice to assist their social health/ hygiene development.

15. To comply with and assist in the development of policies and procedures (e.g. child protection, health, safety and security, confidentiality, data protection etc) reporting concerns to appropriate staff.

16. To manage record keeping systems and processes.

17. To take part in the development and implementation of appropriate behaviour management strategies.  

18. To take part in the development, implementation and monitoring of systems relating to attendance and integration.

19. To provide administrative support (e.g. dealing with correspondence, compilation, analysis, reporting on attendance, exclusion etc). 




	Knowledge, Skill and Experience Required:

· Experience of working in a relevant discipline in a learning environment

· HLTA National Standards 

· Excellent numeracy/literacy skills equivalent to NVQ Level 2 in English and Maths

· Training in relevant learning strategies e.g. National Curriculum

· Effective use of IT to support learning

· Use of specialist equipment/resources

· Full working knowledge of relevant policies/codes of practice/legislation 

· Working knowledge of national curriculum in specialist area, according to particulars of the post

· Ability to organise, lead and motivate a team

· Ability to self-evaluate learning needs and actively seek learning opportunities

· Ability to relate well to children and adults

· Relevant knowledge of first aid

· Leadership skills

· Communication skills, including knowledge of visual communication systems

· Time management and organisational skills

· Knowledge of child development and children’s personal development needs

· Knowledge of the implications of children with disabilities and barriers they may face
· Knowledge of strategies which promote good behaviour and discipline

· Ability to participate fully in planned physical interventions, in pupils’ personal care routines and in moving and handling pupils with physical disabilities safely, following recognised procedures.


	Creativity and Innovation:

· Monitors and is responsive to pupils’ learning and behaviour at all times by making adjustments to supervised activities

· Monitors and is responsive to pupils’ personal needs and communication

· Communicates effectively with teachers, other professionals and parents whenever the need arises and recognises the need to communicate

· On the basis of their knowledge and understanding of pupils, needs and responses to learning contributes actively to the planning and review of the differentiated curriculum and individual education plans/individual behaviour plans by recommending changes in targets or provision to the teacher.

· Provides advisory support and contributes to the professional development of colleagues in relation to their specialist area of expertise.


	Decision Making:

Although there will be consultation with teaching staff there will also be times when you will be on your own with pupils one to one, or in groups, and you will need to think and make instant decisions which may have an impact on the pupils and their learning.

Decisions will also need to be made around staffing issues relevant to the supervisory responsibilities of the teaching assistant team. 



	Contacts and Relationships:

Supervisory staff on a daily basis to allocate and monitor workload and share any concerns and problems regarding personnel issues.

Pupils on a daily basis to teach and interact.

Teaching staff on a daily basis to discuss/plan and give and receive information on pupils and future sessions also for own development.  To ascertain their requirements of the teaching assistant team.

Parents at various time to listen to concerns and give information regarding their children and their learning.

Other professionals to discuss, give and receive information on pupils’ behaviour.

Feeder schools to discuss the transfer of pupil data.




	Responsibility for Resources: (to include approximate value, sole or shared responsibilty and for what percentage of their working hours)

None



	WORK ENVIRONMENT

	Work Demands:

There will be plans to be completed to times set by the teaching staff who will have ultimate responsibility for ensuring these are completed.  Marking papers will need to be completed to a timetable.  Interruption will be inevitable when pupils become disruptive or ill and need to be taken away from the main class.

The post holder could also be interrupted when supervisory duties are called for.

Disruptions may be caused by unplanned absences of staff and children and unexpected visits by parents and professionals.



	Physical Demands:

Sits for lessons with pupils but may have sustained periods of physical activity, involving bending, crouching, lifting, turning, standing, walking and running, e.g. in PE lessons, when meeting a pupil’s personal care needs, when taking pupils for off-site educational visits.

When working with small children, sits on and gets up from low chairs and low tables.

May be involved in physical interventions with pupils, following LA-approved Team-Teach techniques.

Moves and handles pupils with physical disabilities, following approved procedures when indicated as necessary by risk assessment.



	Working Conditions:

Works in classrooms for most part of school day.  These can be warm and pupils can be noisy.

May be involved in outside activities (e.g. on sports field, supervision on playground) and off-site educational activities in all weather conditions.



	Work Context:

At risk of verbal abuse and physical harm from a minority of pupils and members of the public who behave aggressively.

At risk of injury from moving and handling pupils and caring for and working with small children.

At risk of exposure to bodily fluids when assisting incontinent children with their personal hygiene

At risk of infection when dealing with unwell children.



	Position in Organisation:

Indicate how many staff the post is directly accountable for:    None
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	POST NUMBER
	S2907615
	JOB TITLE
	Higher Level Teaching Assistant (HLTA)
	HOURS PER WEEK
	30 hours per week term time only plus 3 training days

	

	
	ESSENTIAL


	DESIRABLE


	HOW MEASURED

	EXPERIENCE


	Experience of working with children in a paid or voluntary capacity
	1. Experience of working with primary aged children age 3-11
2. Experience of working with children with SEND

3. Experience of creating effective learning environments

	Application form

	EDUCATION, TRAINING AND 

QUALIFICATIONS


	1. GCSE or equivalent Maths and English, level C or above
2. HLTA qualification (or working towards)

	1. Teaching Assistant level 3 qualification 
2. Team Teach /Safe Handling Certificate


	Application form/certificates

	SKILLS AND

KNOWLEDGE


	1. Literacy skills

2. Numeracy skills

3. Communication skills

4. Time management & organisational skills

5. Knowledge of child development

6. Knowledge of strategies which promote good behaviour and discipline

7. Knowledge of primary curriculum
	
	Application & Interview

References

	
	

	
	ESSENTIAL


	DESIRABLE
	HOW MEASURED

	PERSONAL QUALITIES


	1. Reliability

2. Honesty

3. Sense of Humour

4. Resilience

5. Good communicator

6. Flexible


	
	Interview

References

	WORKING ARRANGEMENTS


	Classroom and playground based


	
	Interview

	The post is subject to:

· Disclosure of convictions under the Rehabilitation of Offenders (Exemption) Act 1974 Yes □ No □

· Political restriction Yes □ No□
· The ability to speak fluent English under the Immigration Act 2016 Yes □ No □

	

	Employee:

(signed)
	
	(print)
	
	Date: 
	
	

	
	

	Manager: (signed)
	
	(print)
	
	Date:
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