
 

 
 
 

 
Higher Level Teaching Assistant (HLTA) 
 
Job Description 
 
Higher Level Teaching Assistant – Grade 4 
£25,183 to £28,624 per annum (£20,672 to £23,496 pro rata to hours and weeks worked)  
 
Mon, Tues, Weds 8:30am – 4pm, Thurs 8:30 – 4:30pm, Fri 8:30 – 3:30pm, with half an hour unpaid 
break daily (35 hours per week) term time only plus teacher training days 
 

Job Purpose 
 
To work collaboratively with teaching staff using detailed knowledge and specialized skills and to take 
responsibility for teaching groups and whole classes. 
 

Main Duties and Responsibilities 
 
Under the direction and supervision of teaching/senior staff: 
 

• Undertake appropriate planning and preparation of lessons and courses for individuals, groups and 
whole classes. 

 
• Deliver agreed lessons and learning experiences to individuals, groups and whole classes as required. 

 
• Assess the development, progress and attainment of pupils and provide feedback to pupils, including 

marking. 
 

• Report on the development, progress and attainment of pupils to the responsible teacher as 
appropriate. 

 
• Use specialist skills to undertake those activities necessary to meet the physical and emotional needs 

of individuals and groups of children/young people, including those pupils with special educational, 
physical or emotional needs. 
 

• Mentor newly appointed Teaching Assistants and support with the professional development of other 
support staff in the classroom. 

 
Job responsibilities and tasks may include some of the following 

 
• Work with the teacher in lesson planning, evaluating and adjusting lessons/work plans for individuals, 

groups of pupils or a whole class as appropriate. 
 
• Implement agreed learning activities/teaching programmes using strategies in liaison with the teacher, to 

support pupils to achieve learning goals. 
 
• Monitor and evaluate pupil's responses to learning activities through observation and planned recording of 

achievements against pre-determined learning objectives.  
 



 
 

 
 
 
 

• Provide objective and accurate feedback and reports as required, to the teacher on pupil achievement, 
progress and other matters. 

 
• Establish productive working relationships with pupils providing feedback to them in relation to progress 

and achievement. 
 
• Manage, prepare and maintain equipment and teaching resources for lessons and activities. 
 
• Undertake supervision and discipline of pupils within the procedures of the school/service, providing 

feedback to pupils. 
 
• Promote pupil independence in learning, social and mobility skills and employ strategies to recognise and 

reward achievement of self–reliance.  
 
• Ensure that pupils are able to safely use equipment and materials provided. 
 
• Support the implementation of programmes designed by other professionals such as educational 

psychologists and speech and language therapists. 
 
• Liaise sensitively and effectively with other professional staff and when reporting information from/to 

parents/carers, contributing to meetings to discuss a specific child's progress as appropriate.  
 
• Establish constructive relationships and communicate with other agencies /professionals, in liaison with 

the teacher, to support achievement and pupil progress. 
 
• Assist the teacher in monitoring and analyzing records of pupils' progress. 
 
• Utilise ICT in learning activities and develop pupils' competence and independence in its use. 
 
• Assist at an appropriate level and within the school's protocols, with the provision of general care and 

welfare of pupils which may include assisting with: 
 
o Personal hygiene routines, e.g. toilet training, changing of incontinent children, dressing and undressing; 

o The changing of soiled clothing and its disposal in an appropriate way; 

o Children's injuries and, where appropriately qualified, administering first aid; 

o The administration of medicines in line with the school’s policy; 

• The identification and monitoring of children's general health and welfare. 

• Be aware of and comply with policies and procedures relating to child protection, health and safety and 
security, confidentiality and data protection, reporting all concerns to an appropriate person.  

 
• Support and contribute to the overall ethos/work/aims of the school. 
 
• Assist with the supervision of pupils outside of lesson times, including before and after school and during 

lunchtime. 
 



 
 

 
 
 
 

• Assist with group/whole class activities within and away from the classroom/school, such as PE, swimming, 
educational visits. 

 
• Participate in personal and professional development activities to meet the changing demands of the job, 

and encourage and support other staff in their development and training. 
 
• Attend and participate in relevant meetings as required. 
 
• Assist in the supervision, training and development of volunteer helpers, students or other staff in the 

classroom. 
 

• Provide support for newly appointed Teaching Assistants as a mentor and be involved in their induction 
programme. 

 
• Be accountable for promoting and safeguarding the welfare of pupils responsible for, or who in contact 

with. 
 
• Any other duties and responsibilities within the range of the salary grade. 
 
All duties and responsibilities must be carried out with due regard to the Trust's Health and Safety Policy. 
 
Post holders will be accountable for carrying out all duties and responsibilities with due regard to the Trust’s 
Equal Opportunities Policy. 
 
Richard Lee Primary School is committed to safeguarding, promoting the welfare of children and creating a culture 

of vigilance and expects all staff and volunteers to share this commitment and vigilance 
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Person Specification – HLTA (Grade 4) 
 

 
 

Knowledge 
 
 
 

 
• Full working knowledge of relevant policies/codes of practice 

and awareness of relevant legislation 
 
• Working knowledge of national curriculum and other relevant 

learning programmes 
 
• To understand the principles of child development and learning 

processes and in particular, barriers to learning 
 
• Full understanding of the range of support services and 

providers  
 

 
 
 

Skills and Abilities 
 
 
 

 
• Ability to plan effective actions for pupils at risk of 

underachieving 
 
• Ability to self-evaluate learning needs 
 
• Ability to relate well to children and adults 
 
• Ability to work constructively as part of a team and to support 

staff in a mentoring capacity 
 
• Ability to utilise ICT effectively to support learning  

 
Experience 

 

 
• Experience of working with children of relevant age or with 

general/specific special needs 

 
Educational 

 

 
• Excellent Literacy and Numeracy skills equivalent to NVQ 2 in 

English and Maths 
 
• NVQ 3 for Teaching Assistants or equivalent qualification or 

experience 
 
• Training in relevant strategies e.g. literacy and/or in a particular 

curriculum/learning area e.g. ICT, Maths  
 
• Meet Higher Level Teaching Assistant standards (see below) 
 

 



 
 

 
 
 
 

Safeguarding   
Staff are accountable for the way in which they exercise authority, manage risk, use resources and protect 
students, who they are responsible for or in contact with, from discrimination and avoidable harm.  All staff, 
where paid or voluntary, have a duty to keep young people safe and to protect them from harm.  When an 
individual accepts a role that involves working with children and young people they need to understand 
acknowledge that the responsibilities and trust are inherent to that role.  There will be a requirement that staff 
observe their obligations in accordance with the Trust’s safeguarding procedure and report any concerns in 
accordance with the procedure to the appropriate person.    
  
Rehabilitation of Offenders Act 1974   
This job is exempt from the provisions of the Rehabilitation of Offenders Act 1974. Appointment to this job is 
subject to an enhanced DBS disclosure being obtained, and any relevant convictions cautions and reprimands 
being considered. Any convictions, cautions or reprimands of relevance, obtained by the post holder after 
enhanced DBS clearance has been acquired, must be disclosed to the headteacher by the post holder.  Failure 
by the post holder to do so, or the obtaining by the post holder of a relevant conviction caution or reprimand, 
may be managed in accordance with the Trust’s disciplinary procedure.  
  
Health and Safety  
The post holder is required to exercise their duty of care by taking responsibility for their own health and safety, 
and the health and safety of other people who may be affected by their acts or omissions (failure to act). Full 
guidance regarding health and safety is set out in the Trust’s Health and Safety Policy, and in any risk 
assessments relevant to the post holder’s role or circumstances. Which must be observed.   
  
Confidentiality and Data Protection   
The post holder is expected to comply with the provisions of the Data Protection Act 2018.  Any information 
they have access to, or are responsible for, must be managed appropriately and any requirements for 
confidentiality and security observed. Information must not be disclosed to any person or Authority, 
for example a parent or the Police, without observing the correct procedure for disclosure as set out in 
the Trust’s Data Protection Policy.   
  
Equality and Diversity   
The Trust is committed to equality and values diversity. As such the Academy is committed to fulfilling its 
Equality Duty obligations, and expects all staff and volunteers to share this commitment. The Duty requires 
the Academy to have due regard to the need to eliminate unlawful discrimination, harassment 
and victimisation, advance equality of opportunity and foster good relations between people who share 
characteristics, such as age gender, race and faith, and people who do not share them. Staff and volunteers are 
required to treat all people they come into contact with, with dignity and respect, and are entitled to expect 
this in return.  
 
Training  
The Trust has a shared responsibility with the post holder for identifying and satisfying training and 
development needs.  The post holder is expected to actively contribute to their own continuous professional 
development, and to attend and participate in any training or development activities required to assist them in 
undertaking their role and meeting their safeguarding and general obligations.  
  
This job description may subject to review and/ or amendment at any time to reflect the requirements of the 
job. Any amendments will be made in consultation with any existing post holder and will be commensurate 
with the grade for the job. The post holder is expected to comply with any reasonable management requests.  



 
 

 
 
 
 

  
Copies of all relevant policies are available through the post holder’s line manager and the Trust HR team. 
 
 
 
 
 
 


