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	JOB DESCRIPTION FOR HLTA    Updated 6.4.2017

	Job Title: 
	Higher Level Teaching Assistant (Grade F)

	Key Stage/Year Group
	As outlined in job advert

	Hours:
	FTE per week  as outlined in job advert (days and times of the week to be agreed)

	Salary Range:
	Pay range as outlined in advert (dependent on skills and experience offered to the school)

	Responsible to:
	HT/DHT/AHT/Phase Group Leader/SENCO/Teaching staff

	Direct Supervisory Responsibility for:
	Other TAs & helpers when undertaking HLTA role within classrooms

	Important Functional Relationships:  Internal/External 
	Teachers, pupils, support staff, parents



	Main Purpose of Job:

	
· To consistently and effectively demonstrate HLTA knowledge, understanding, attributes and skills (see below) with day-to-day practice
·  To support teaching staff in the development and education of children including the provision of specialist skills and knowledge at an advanced level across a specific discipline or a range of disciplines. 
· To proactively support teaching staff in the development and education of children. 
· To support the curriculum and the school through the provision of high level assistance to teachers in the practical organisation of class activities, undertaking group work and ensuring the welfare and development of pupils
· To take a pro-active role in the support of the educational, social, emotional and physical needs of the pupils
· To be able to work effectively with teachers, TAs & SENTAs to meet the needs of pupils with specific special education needs



	Main Duties and Responsibilities: 

	· To consistently and effectively undertake the duties of a general teaching assistant and in addition undertake all or most of the following as agreed with teaching staff and senior leaders, and with minimum supervision 

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:
· [bookmark: _GoBack]Cover whole classes and deliver curriculum-based lessons planned by class teachers
· Organise and manage learning sessions with specified classes and/or groups of pupils
· Monitor and assess specified individuals and groups of pupils in accordance with the monitoring and assessment arrangements for the school
· Provide information and reports as required on the achievement and progress of pupils
· In an emergency, on a short-term basis, supervise the class until the teacher returns or alternative arrangements are made 
· During short, planned absences of the classroom teacher, give lessons planned by a teacher or supervise work set by a teacher, with support from another suitable adult where the lessons or activities have been planned on the assumption that more than one adult will be present
· Work with parents to enhance pupils’ learning and development including taking the lead role in home visits if required.
· Supervise and support the work of other teaching assistants in the class
Support for pupils
· Establish supportive relationships with the pupils to encourage acceptance, inclusion, social integration and individual development, promoting and reinforcing pupils’ self-esteem.
· Ensure that pupils needs are prioritised and to have a clear sight of how this role impacts on the school and the pupils at all times  
· Use specialist skills to meet the intellectual, physical, social and emotional needs of classes groups & individual pupil. 
· Assess the needs of pupils and contribute to the development of EHCPs and other plans.
· Deal with the personal care needs of children where appropriate in line with school & LA protocols and guidance

Support for the school
· Lead for the whole school in a designated specialist area and share expertise and skills with others
·  Be proactive in engaging with the school’s vision, direction and improvement priorities 
· Adhere to the ethos of the school
· Contribute to the identification and planning of out of school learning activities to consolidate and extend work carried out in class.
· Undertake appropriate professional development including adhering to the principle of performance management.
· Attend appropriate staff meetings school-based INSET and parents’ evenings as appropriate or as required by the school

Other
· Fulfil responsibility for promoting and safeguarding the welfare of children and young people he/she is responsible for or comes into contact with.
·  Be aware of confidential issues linked to home/pupil/teacher/school work and to ensure the confidentiality of such sensitive information 
· Be aware of and work in accordance with the school’s child protection policies and procedures, and to raise any concerns relating to such procedures which may be noted during the course of duty. 
· Ensure all tasks are carried out with due regard to Health and Safety
· Assist with lunch and break time supervision of children on a rota basis in accordance with the School’s Policy for Playground Supervision.
· Accompany children on educational visits and outings as supervised by the teacher or senior leaders
· Administer basic first aid and assist in the dispensing of medically prescribed controlled drug in line with school procedures if trained 
· Carry out administrative tasks associated with all of the above duties as directed by the HT/DHT/AHT/Phase Group leader
·  Be aware of and adhere to applicable rules, regulations, legislation and procedures including the Schools Equal Opportunities Policy and Code of Conduct, national legislation (including Health and Safety, Data Protection).



	General:

	· Set an example of personal integrity and professionalism
· Demonstrate flexibility within the working day & within working practices
· Act as a team member and provide support and cover for other staff 
· Maintain confidentiality of information acquired in the course of undertaking duties for the school
· Be aware of and adhere to all school policies and procedures 
· Be responsible for your own continuing self-development and be responsive to professional feeddback
· Be responsible for engaging with the school’s communication systems and remaining abreast of changes & developments
· Undertake any other duties as commensurate within the grade in order to ensure the smooth running of the school  as required by the HT/DHT/AHT/Phase Group leader



HLTA Standards
Those awarded HLTA status must demonstrate, through their practice, that they:

Professional Attributes

1 Have high expectations of children and young people with a commitment to helping them fulfil their potential

2 Establish fair, respectful, trusting, supportive and constructive relationships with children and young people

3 Demonstrate the positive values, attitudes and behaviour they expect from children and young people

4 Communicate effectively and sensitively with children, young people, colleagues, parents and carers

5 Recognise and respect the contribution that parents and carers can make to the development and wellbeing of children and young people

6 Demonstrate a commitment to collaborative and cooperative working with colleagues

7 Improve their own knowledge and practice including responding to advice and feedback

Professional Knowledge and Understanding

8 Understand the key factors that affect children and young people's learning and progress

9 Know how to contribute to effective personalised provision by taking practical account of diversity

10 Have sufficient understanding of their area(s) of expertise to support the development, learning and progress of children and young people

11 Have achieved a nationally recognised qualification at level 2 or above in English/literacy and Mathematics/numeracy

12 Know how to use ICT to support their professional activities

13 Know how statutory and non‐statutory frameworks for the school curriculum relate to the age and ability ranges of the learners they support

14 Understand the objectives, content and intended outcomes for the learning activities in which they are involved

15 Know how to support learners in accessing the curriculum in accordance with the special educational needs (SEN) code of practice and disabilities legislation

16 Know how other frameworks, that support the development and well‐being of children and young people, impact upon their practice




Professional Skills*

Planning and Expectations

17 Use their area(s) of expertise to contribute to the planning and preparation of learning activities

18 Use their area(s) of expertise to plan their role in learning activities

19 Devise clearly structured activities that interest and motivate learners and advance their learning

20 Plan how they will support the inclusion of the children and young people in the learning activities

21 Contribute to the selection and preparation of resources suitable for children and young people's interests and abilities

Monitoring and Assessment

22 Monitor learners' responses to activities and modify the approach accordingly

23 Monitor learners' progress in order to provide focused support and feedback

24 Support the evaluation of learners' progress using a range of assessment techniques

25 Contribute to maintaining and analysing records of learners' progress

Teaching and Learning Activities

26 Use effective strategies to promote positive behaviour

27 Recognise and respond appropriately to situations that challenge equality of opportunity

28 Use their ICT skills to advance learning

29 Advance learning when working with individuals

30 Advance learning when working with small groups

31 Advance learning when working with whole classes without the presence of the assigned teacher

32 Organise and manage learning activities in ways which keep learners safe

33 Direct the work, where relevant, of other adults in supporting learning

*Teaching and learning activities must take place under the direction of a teacher and in accordance with arrangements made by the headteacher of the school.
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