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Job

Description

Schools – Generic

	Job Title:   

HLTA
	Grade/ Level:  M
	Post Number: EO1887 

	Directorate: Holy Family
	Job Family:
	Date Prepared: April 2023

	Role reports to  Head teacher: Miss K Bathe & Miss N Mossop


	Job Purpose: 

Working within a learning framework set by the Headteacher, and under the professional direction of a qualified teacher to provide teaching and learning support for the educational and personal needs of pupils, including whole classes which ensures that they have equality of access to opportunities to learn and develop.  

a. To act as an integral part of the school staff team, and as such to make a professional contribution to the overall aims of the school, working within agreed policies and procedures.

b. Participate in planning lessons 
c. Provide short term cover and be responsible for the TA in the classroom in the absence of class teacher  
d. Assist with training and support of other Teaching Assistants
e. To be responsible for promoting safeguarding the welfare of pupils within the school                                                             


	Key Accountabilities:

(a) Support for pupil(s)

1. Contribute to raising standards of pupils’ achievement

a. Under the professional direction of a qualified teacher undertake a range of teaching and learning activities with whole classes, specified groups,  or individual pupils. 

2. Support pupils during learning activities 

a. Provide the appropriate level of support needed by pupils to promote independent learning, responding to any signs of distress or conflict and feeding back to the teacher about progress made by pupil(s)

3. Provide care and support for the pupils’

a. Promote pupil well-being by encouraging them to develop good relationships with others, develop their self-reliance and self-esteem, help them to adjust to new settings and to practice good standards of health and hygiene.

4. Participate in case conferences

a. Make a professional contribute to formal case discussions concerning the educational development of pupils with whom there is day to day classroom contact.

5. Support for teacher(s)

6. Provide short term cover in absence of teacher

a. In consultation with the classroom teacher, Head teacher to provide short term cover (PPA, training release, SEND meeting, teacher absence) and be responsible for the whole class and the classroom staff in the absence of the class teacher.

7. Assist in preparing and delivering teaching and learning activities

a. In consultation with the classroom teacher, ensure that all learning resources and materials are appropriate and relevant to pupils’ needs.  This includes the preparation, setting out and clearing away of teaching aids, during and between lessons. 

8. Contribute to the planning and evaluation of learning activities

a. Assist the classroom teacher to plan how learning activities will be implemented, including determining own role in delivering teaching and learning the activities.

9. Observe and report on pupil performance

a. Under the professional guidance of the classroom teacher, carrying out, and reporting on, systematic observations, including formal assessment of pupils to gather evidence of their knowledge, understanding and skills upon which the teacher can make judgements about their stage of development.  This will include making specific recommendations to the teacher on identified special educational or other needs, based on objective observations.

10. Provide support for the use of ICT in the classroom

a. Making sure that ICT equipment is available and ready to use when required, by liaison with appropriate technical staff where necessary, and helping pupil(s) in the practical application of programmes and equipment to ensure that it is used safely and effectively.

11. Maintaining Classroom records

a. Maintain agreed written records of all school materials and equipment used in support of the pupils’ learning and development, including responsibility for stock control and maintaining an audit of expendable materials. 

12. Support for the school

Develop and maintain working relationships with other professionals

a. Work effectively with teachers, support staff and other professionals, applying own strengths and expertise to contribute positively to the overall aims and objectives of the school. Provide effective support for all other members of the school staff by sharing own knowledge and expertise in a professional and constructive manner

b. Take an active role in supporting and developing a culture of team working for the benefit of pupils’, both individually and collectively.

c. Participate in staff meetings when requested and contribute to the development of policies and procedures related to curriculum delivery and classroom management.

13. Contributing to the Management of pupil behaviour and security

a. Contribute to the development and maintenance of school policies which encourage positive pupil behaviour and implement agreed behaviour management procedures in the classroom. 

b. Undertake playground supervision duties as required and assist the classroom teacher in ensuring that at the end of the school day, where appropriate all pupils are placed in the care of their parents, or other authorised adults. Responsible for reporting situations which potentially pose a danger to any pupil or member of staff in the school.
14. Liaise effectively with parents

a. In agreement with the Headteacher or classroom teacher, communicate with parents and other designated carers about the care and education of their children.  Promote partnership working between home and school and help to develop and maintain parental interest in their child’s education. 

15. Participate in collective school activities

a. As requested by the Headteacher, supervise pupils during assembly, fund raising events, school outings and other extra curricular activities undertaken during the normal school day..

16. Review and Develop own professional practice

a. Develop and maintain effectiveness as a member of the school staff by taking responsibility for own continuing professional development.

17. Support for the curriculum

Support  learning activities

a. Work under the direction of the classroom teacher to help pupil(s) to participate in whole class, group and individual learning activities

b. Discuss with the teacher how the learning activities are to be organised, agree own particular role and give feedback to the teacher about how well the activities went,  how the pupil(s) responded to them and how they should be developed.


	Supplementary Accountabilities:

Responsible for meeting the specific needs of a pupil (or pupils)

Provide specific teaching and learning support to a pupil (or group of pupils) with special learning needs, adapting and differentiating activities  taking in to account their educational, cultural and/or religious background, in respect of: 
· a bilingual/multilingual childhood:

· communication and interaction difficulties:

· cognition and learning difficulties:

· behavioural emotional and social development needs;

· sensory and/or physical impairment

Line management responsibilities for a team of TA’s

With support of classroom teacher, provide appropriate marking and feedback in classroom time in line with school’s policy

To deal with medical problems relevant to students needs



	Job Scope:  Number and type of jobs managed: 

Typical tasks supervised/allocated to others:


	Job Scope:

Budget:

Assets:


	Knowledge and Experience:

· A good standard of general education, normally evidenced by qualifications at ‘A’ Level or equivalents.  The minimum requirement is GCSE grade 4 and above in Maths and English or equivalent (A-C)
· Training and Development which meets the prescribed Standards for HLTA’s and achievement of HLTA status 
· Level 3 Diploma in Supporting Teaching and Learning in Schools or an equivalent qualification, experience, skills and expertise required to carry out ‘specified work.
· Previous experience of working with children in an educational setting

· Good interpersonal skills with both adults and children

· Very Good knowledge of basic ICT packages including MS office, email and whiteboard use.
· Sufficient knowledge, expertise and awareness of the pupils’ curriculum to work effectively as part of a professional team.

· Understanding and respecting the learning styles and preferences of pupil(s) and using this knowledge to support the pupil(s) when working on their own or in groups.

Training
· HLTAs will be given the opportunity to obtain relevant training, ie First Aid if required


	Decision Making:

Works with the classroom teacher to provide a range of teaching and learning activities to suit individuals and groups of children. 



	Contacts and Relationships:

(a) Staff and pupils within the school, including student placements and parent helpers.

(b) Parents, under the direction of the head teacher or classroom teacher.

(c) Social Workers, other local authority staff and third party professionals such as doctors and nurses  

(d) Headteacher

(e) Governors



	Creativity and Innovation:

Contribute to the planning and evaluation of all learning activities.



	Emotional Demands:

Responsible for individuals/groups of children, some will make emotional demands.



	In accordance with the provisions of the GDPR Regulations May 2018, jobholders should take reasonable care to ensure that personal data is not disclosed outside Council procedures, or use personal data held on others for their own purposes. In accordance with the provisions of the Freedom of Information Act 2000, ensure requests for non-personal information are dealt with in accordance with the Council’s written procedures.

Swindon Borough Council is committed to Safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.



	Employee Signature:



	Print Name:


	Date

	Line Manager’s Signature




