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Job Description & Person Specification
SEND Higher Level Teaching Assistant (HLTA)

Job details
Responsible to: Head Teacher



Line Manager: SENDCo
Responsible for: some future line-management 
Main purpose
The Special Educational Needs and Disabilities (SEND) Higher Level Teaching Assistant’s (HLTA) main roles will be to assist the SENDCo in leading and managing the provision of special education needs within the whole school and to support the Additionally Resources Provision (ARP) Lead with pupils who have a place within the schools’ Autistic Spectrum Condition (ASC) ARP. The role may include: supporting with some possible teaching responsibilities to individuals and/ or small groups of children within the ARP, running specific programmes and activities to assist the pupil’s individual learning and social needs, ensuring that the pupils in the ARP can integrate as fully (and independently) as possible in their mainstream classes, supporting writing and implementing the outcomes on the pupil’s Individual Provision Map (IPM) in liaison with the SENDCo and the ARP Lead  and liaising with any outside agencies involved in supporting the pupils and creating any resources needed to support the pupils within school.

Duties and responsibilities
Liaison with:
· SENDCo and ARP Lead

· Headteacher

· Deputy Heads 

· Class teacher

· Other support staff, including outside agencies, e.g. Speech and Language Therapists, Educational Psychologists on behalf of the SENDCo should the need arise

Supporting the pupils:
· Provide support for specified individual children (on a 1:1 basis) to access the curriculum so that the young person can reach their full potential
· Take the lead in differentiation for specified pupils
· To support pupils’ learning by contributing effectively and with confidence to the classes in which you are involved
· To support pupils with any educational, emotional and/ or behavioural difficulties they may have (including attending positive handling training – e.g. Norfolk Steps)

· To make and/ or modify resources as suggested by the SENDCo, ARP Lead, Speech and Language therapist (SaLT), or other outside agencies

· To organise and maintain an inclusive learning environment across the whole school environment

· To provide positive reinforcements, praise and rewards to the pupils
· To facilitate inclusion in small group activities with peers and support interaction between them

· To facilitate and support inclusion during unstructured times of the day, e.g. play and lunch times

· To foster independence in their learning for children identified as having SEND

· To attend in service training and meetings relevant to the post in order to keep up to date with developments in working with specified pupils
· To use technology to advance all pupils’ learning, and use common ICT tools for personal and pupils’ benefit

· To monitor pupils’ participation and progress, providing feedback to SENDCo, ARP Lead and teachers, and giving constructive support to pupils as they learn
Supporting the ARP Lead

· To support ARP Lead in providing guidance to ARP staff on the choice of appropriate teaching and learning methods to meet to the needs of the ARP pupils.

· Work with ARP Lead and staff to ensure that ARP pupils Education, Health and Care Plans (EHCPs) are used to set subject-specific and SMART Outcomes to match work well to pupils’ needs

· Support ARP Lead in monitoring the effectiveness of IPMs and EHCPs

· Support ARP Lead in arranging and leading annual reviews

· Ensure that accurate and detailed records are kept of meetings and discussions with parents and external agencies/ providers

· Where relevant and in liaison with the ARP Lead guide the work of other adults supporting ARP children

· Deputise for the ARP Lead when required

· Support ARP Lead to use data effectively to identify ARP pupils who are underachieving and where necessary, create and implement effective plans of action to support these pupils

· To liaise with ARP pupils’ parents on issues relating to SEND

· To support ARP Lead with outreach for other mainstream schools
· To support ARP Lead with liaison with other ARPs and Special Schools

Supporting the SENDCo
· To support SENDCo to ensure a robust process of identifying children for the SEND register

· Ensure the SEND register is accurate and up to date and that all staff are kept informed of pupils’ special educational needs

· Provide guidance to staff on the choice of appropriate teaching and learning activities for children with SEND
· Work with the SENDCo and other staff to ensure that individual provision plans are used to set subject-specific and SMART Outcomes and match work well to pupils’ needs
· Support the monitoring of the effectiveness of IPMs and EHCPs
· Support the SENDCo with arranging and leading annual reviews

· Ensure that accurate and detailed records are kept of meetings and discussions with parents and external agencies/ providers

· Liaise with relevant outside agencies to ensure that individual pupils’ special educational needs are met effectively and that the requirements of EHCPs are met fully

· Support with the induction of new Special Support Assistants (SSAs)
· Support the induction for pupils with SEND new to the school

· Support the SENDCo to use data effectively to identify pupils who are underachieving and where necessary, create and implement effective plans of action to support these pupils

· To liaise with pupils’ parents on issues relating to SEND

· Deputise for the SENDCo when required

Supporting the Class Teacher
· To work as part of the school team to ensure the full integration of pupils within the education setting
· To liaise on a daily basis with the Class Teachers on how their pupils are accessing activities and programs.
Supporting the school
· To foster links between home and school
· To participate in relevant professional development CPD) as deemed appropriate

· To understand and apply the school policies on learning and behaviour, and the statutory guidelines relating to SEND
· To maintain confidentiality and sensitivity to the pupil’s needs, but have regard to the safeguarding procedures of the school

· Make a positive contribution to the wider life of the school
· To carry out duties as directed by the SENDCo or Head Teacher

· Undertake such other duties as reasonable required by the Head Teacher

Please note that this is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade. It is not a comprehensive list of all tasks that the postholder will carry out. 
Person specification

	criteria
	qualities

	
	Essential
	Desirable 

	Qualifications 
and training
	· Meet Higher Level Teaching Assistant standards

· GCSE, ‘O’ Level or equivalent qualifications – Maths and English essential
	· Training in aspects of SEN, i.e. ADHD, Dyslexia, Autism – desired 

	Experience
	· Experience of working with pupils’ with SEND within a primary school setting, in particular children with a diagnosis of ASC
· Experience of maintaining accurate records 


	· Experience of directing other adults in their duties/ roles

· Experience of carrying out tasks and responsibilities as directed by a SENDCo 

· Experience of organisation of a learning environment 

· Experience of creating resources and running specific programmes for pupils with special educational needs 

	Skills and knowledge
	· Be able to demonstrate appropriate role models of behaviour both in the classroom and around the school

· Be able to demonstrate knowledge of planning and prioritising tasks and working under the pressure of a busy inclusive primary school

· Be able to demonstrate good communication skills

· Be able to demonstrate good reading and writing skills

· Be able to demonstrate good numeracy skills

· Be able to demonstrate good knowledge of using ICT to support learning
	· Have good knowledge and understanding of autism and supporting children who present with autism

· Have knowledge of how to motivate pupils with their learning

· Have knowledge of how to motivate pupils to be sociable, 
· Have a clear understanding of how pupils might behave who find learning new concepts and remembering taught concepts difficult
· Have knowledge and understanding of the different social, cultural and physical needs of pupils

· Have an interest and knowledge of how pupils learn and behave

· Be able to use clear language to communicate information unambiguously

· Demonstrate the ability to listen effectively

	Personal qualities
	· Be able to work effectively with and support managing a range of adults, including parents
· Be responsible and trustworthy

· Be respectful and able to maintain confidentiality

· Willingness to accept direction 

· Be able to work as part of a team 
· Be able to take the initiative and make decisions
	· Have patience and the ability to be flexible and innovative

· Have an ability to motivate
· Good organizational skills

· Have the ability to manage own time effectively
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