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Job Description

Job Title:	Higher Level Teaching Assistant (HLTA)		
Grade:		      GR4
Contracted Hours: 32.5 hours (Term time only)
1. Job Purpose
0. To support teaching staff in the development and education of children
0. including the provision of specialist skills and knowledge at an advanced level across a range of disciplines
0. To support teaching staff in the development and education of children including taking management responsibilities for other teaching assistants.
1. Key Responsibilities
1. Advanced Practitioner- To undertake the duties of a teaching assistant level 3 and in addition undertake all or most of the following as agreed with teaching staff and with minimum supervision
1. Support for Pupils
1. Use specialist skills to meet the intellectual, physical, social and emotional needs of pupils.
1. Assess the needs of pupils and contribute to the development of Individual Education Plans (IEPs).
1. Dealing with the personal care needs of children where appropriate in line with the guidance of the local authority
1. Support for Teachers - Assist designated teacher(s) with the teacher’s responsibilities for planning  and teaching the agreed curriculum, and, at the teacher’s direction, specifically to
2. Implement and evaluate specific curriculum plans and activities prepared by the teacher to meet individual needs of pupils
2. Contribute to curriculum planning
2. Organise and manage learning sessions with specified groups of pupils
2. Monitor and assess specified individuals and groups of pupils in accordance with the monitoring and assessment arrangements for the school
2. Provide information and reports as required on the achievement and progress of pupils
2. In an emergency, on a short-term basis, supervise the class until the teacher returns or alternative arrangements are made
2. A HLTA can be expected to take up to 6 per week (or 60%) whole class specified work sessions.  Specified work includes planning, delivery and assessment of a lesson.  HLTAs will be under the direction of teachers.  As HLTAs are working with whole classes more, it enables the teachers to use their higher level pedagogical skills to work with individuals or groups of children who most need complex, high level strategies and quality of teaching.
2. Work with parents to enhance pupils’ learning and development including taking the lead role in home visits if required.
2. Supervise and support the work of other teaching assistants in the class
1. Support for the school
3. Lead for whole school in a designated specialist area and share expertise and skills with others
3. Contribute to the identification and planning of out of school learning activities to consolidate and extend work carried out in class.
3. Individuals have a responsibility for promoting and safeguarding the welfare of children and young people he/she is responsible for or comes into contact with.
3. To ensure all tasks are carried out with due regard to Health and Safety
1. To adhere to the ethos of the school
4. To promote the agreed vision and aims of the school
4. To set an example of personal integrity and professionalism
4. Attendance at appropriate staff meetings and parents evenings
1. Any other duties as commensurate within the grade in order to ensure the smooth running of the school
1. Duties and Responsibilities –Management role. In addition to the duties normally expected of a teaching assistant, this role will encompass the day to day management of Teaching Assistants within the school.
0. Assist in the development and implementation of policies relating to Teaching Assistants
0. Mange the performance of both individuals and teams of staff including responsibility for staff development
0. Undertake the deployment of staff in line with school requirements 
0. Advise the management team on any issues affecting the Teaching Assistants
0. Manage the use of physical resources
0. Plan and implement organisational operations
0. Support Teaching Assistants students in school settings.
1. Supervision Received
3. Supervising Officer’s Job Title: SENCO and Head Teacher
3. Level of supervision:
1. Left to work within establishment guidelines subject to scrutiny by supervisor
1. Special Conditions
4. None

























1. PERSONNEL SPECIFICATION
1. 
	Job Title
	Higher Level Teaching Assistant

	Hours/Weeks
	32.5 hours per week TTO

	Special Conditions
	Temporary – 1 year contract in the first instance

	School
	SS John & Monica Catholic Primary School

	Responsible to
	Head Teacher
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1. 
	
Qualifications
	
HLTA qualification (Desirable)

	
Experience
	
· A minimum of 2 years of experience working within school Experience of working with Primary children 
· Experience of working with SEND children
· Knowledge and understanding of Equal Opportunities Knowledge of Health and Safety issues
· Knowledge and understanding of the Children Act

	
Training
	· Willing to undertake training as necessary
· Commitment to own personal development

	
Special Knowledge
	
· An understanding of child development and appropriate levels of childcare
· An awareness and understanding of the multi ethnic cultures
· An awareness and understanding of parental involvement in raising pupil achievement

	
Circumstances
	
· Ability to work within all areas of school

· Willingness to work flexibly to meet the requirements of the post

· Ability and willingness to undertake occasional work outside of school hours as required work


1. 
	
Disposition
	
· Able to work with parents/carers and children in supportive, non- judgmental manner
· To be reliable, organised, able to work effectively and innovatively.
· Flexible approach to working 
· Ability to maintain accurate records

· To maintain confidentiality at all times

· Ability to work on own initiative and attention to detail.

	
Practical and Intellectual Skills
	
· Able to communicate effectively (orally and in writing) 
· Ability to use IT technology
· Ability to maintain accurate records

	Legal Requirements
	· Enhanced DBS Check for Regulated Activity
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