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            JOB DESCRIPTION

Post title:

Higher Level Teaching Assistant – Full Time










Reporting to:
Assistant Headteacher for SEND and Inclusion

Purpose:   

HLTA mainstream to lead a year group
Liaising with:
Assistant Headteacher for SEND and Inclusion and Deputy SENCO
Disclosure level:
Enhanced

MAIN (CORE) DUTIES:

· To work under the guidance and supervision of the Assistant Headteacher for SEND and Inclusion and Deputy SENCO to take responsibility for the agreed planning, preparation and delivering of learning activities for individuals/groups of students from across the school, in or out of the classroom. 

· To assist the Assistant Headteacher for SEND and Inclusion and Deputy SENCO in the planning cycle of lessons, use of resources, classroom behaviour and to assist with keeping students on task.
· To deliver small group sessions, eg. study skills groups/Maths Functional skills and English Functional skills.
· To assist the Assistant Headteacher for SEND and Inclusion and Deputy SENCO with all communication and meetings with parents/legal guardians, LA and other outside agencies in relation to specific high needs students with EHCPs or on the K Register. 
· To monitor, assess, record and report on student’s achievement, progress and development and share the information with colleagues.
· To line manage a team of Teaching Assistants, co-ordinate TA timetable changes and offer mentoring, support and guidance.
· To monitor the SEND Register and coordinate the production of student one-page profiles to share with staff.

OTHER SPECIFIC DUTIES:
· To work with the school’s pastoral teams and be available to attend meetings with parents/legal guardians.
· To be able to offer small group sessions for the teaching of Foundation Level Maths would be desirable.
Support for students:
· To assess the needs of students and use detailed knowledge and specialist skills to support students' learning by delivering small group interventions.

· To establish productive working relationships with students, acting as a role model and setting high expectations.
· To promote the inclusion and acceptance of all students within the classroom to develop and implement Health Care Plans, Provision Maps, SEN Register and update Arbor.

· To support students consistently whilst recognising and responding to their individual needs.

· To encourage students to interact and work co-operatively with others and engage all students in activities.

· To promote independence and employ strategies to recognise and reward achievements of self-reliance.

· To provide feedback to students in relation to progress and achievement.
Support for teachers:
· To produce lesson plans, worksheets, plan challenging teaching and learning objectives, evaluate and adjust lesson/work plans, as appropriate, within an agreed system of supervision.

· To monitor and evaluate student responses to learning activities through a range of assessment and monitoring strategies against pre-determined learning objectives.

· Reporting student progress and achievement at Parents’ Evenings and in SEND review meetings.

· To provide objective and accurate feedback and reports, as required, on student achievement, progress and other matters, ensuring the availability of appropriate evidence.

· To record progress and achievement in lessons/activities systematically and provide evidence of the range and level of progress and attainment.

· To work within an established discipline policy to anticipate and manage behaviour constructively, promoting self-control and independence.

· To support the role of parents/legal guardians in students' learning and contribute to/lead meetings with parents/legal guardians to provide constructive feedback on student progress/achievement, etc.

· To administer and assess/mark tests and invigilate exams/tests.

· To support the Assistant Headteacher for SEND and Inclusion in the administration of EHCPs, including annual review supporting documentation. 

· To create and manage Individual provision maps for students.
· To be a key point of contact within the SEND team and liaise with parents/legal guardians when queries arise. 

Support for the Curriculum:
· To deliver learning activities to students within agreed system of supervision, adjusting activities according to student responses/needs.

· To deliver local and national learning strategies and make effective use of opportunities provided by other learning activities to support the development of students’ skills.

· To use ICT effectively to support learning activities and develop students' competence and independence in its use.

· To select and prepare resources necessary to lead learning activities, taking account of students' interests and language and cultural activities.

· To advise on appropriate deployment and use of specialist aid/resources/equipment.
Other duties:
· To support the use of ICT in learning activities and develop student’s competence and independence in the use of ICT.
· To help students access learning activities/resources through specialist support.
· To be aware of all Health and Safety responsibilities/policies/guidelines within school and all other whole school policies.
· To assist with the general supervision of students during break-times, when required.
· To attend school trips and visits, as and when required.
· To attend staff training days/meetings, as required.
· To treat all information relating to a student as strictly confidential.
· To engage in Performance Management Reviews annually.
· To undertake any other such duties as instructed by the Headteacher, Assistant Headteacher for SEND and Inclusion and the RP Manager, as commensurate with the salary/grading of the post.

SAFEGUARDING REQUIREMENTS:
· All staff are required to undertake training with regard to the safeguarding and welfare of children and young people and the school commits to providing this training, eg. via induction, on-line, briefings at staff meetings, Inset Days, etc., as appropriate.
· All staff should familiarise themselves with ‘Keeping Children Safe in Education’, Part 1 and local policies and procedures, as directed by the school.
· All staff have a responsibility for promoting and safeguarding the welfare of children and young persons for whom they are responsible, or with whom they come into contact and to adhere to, and ensure compliance with school policies and procedures at all times.  If, in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risks to the safety or welfare of children, they must report any concerns to the Designated Safeguarding Lead.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this Job Description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This Job Description is current at the date shown, but following consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job which are commensurate with the salary and job title.

Date: 
January 2025
Hilbre High School is committed to safeguarding and promoting the welfare of children and young people, and expects all staff to share this commitment.  This post is subject to a satisfactory Enhanced DBS Disclosure.
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