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Job Description

Job Title:				Higher Level Teaching Assistant

Academy:				Offa’s Mead Academy

Pay Scale:				SCP23 - SCP25
		 
Responsible to:			Deputy Head / Headteacher


Role: 

To complement the professional work of teachers by taking responsibility for agreed learning activities under an agreed system of supervision.

To advance pupils’ learning in a range of classroom settings, including working with individual pupils or groups and whole classes where the assigned teacher is not present, eg PPA time, course cover, teacher release time or short term absence.  Following discussions with the class teacher, activities will involve planning, preparing and delivering lessons as well as monitoring pupils, assessing, recording and reporting on pupils’ achievement, progress and development.

To be responsible for the quality of their activities (planning, delivery, follow-up etc) in line with school monitoring procedures.

May have specific responsibility for the management and development of a specialist area within the school.


Main Duties:

1.	Within an agreed system of supervision plan teaching and learning activities and evaluate and adjust lessons as appropriate.

2.	Deliver learning activities to pupils within an agreed system of supervision according to pupil responses/needs.

3.	Organise and manage an appropriate learning environment and resources in conjunction with the class teacher.  

4.	Monitor and evaluate pupil responses to learning activities through a range of assessment and monitoring strategies including implementing the school’s marking and feedback policy.

5.	Provide objective, accurate feedback and reports to teachers/Phase Leaders.



6.	Liaise between Phase Leaders, teaching staff and teaching assistants to ensure learning activities are effective.

7. 	To manage pupil behaviour, reporting difficulties in line with the behaviour policy.

8.	To supervise and support pupils ensuring their safety and access to learning.

9.	To establish good relationships with pupils, acting as a role model and being aware of and responding appropriately to individual needs.

10.	To promote the inclusion and acceptance of all pupils.

11.	To encourage pupils to interact with others and engage in activities led by the teacher.

12.	To encourage pupils to act independently as appropriate.

13.	To provide clerical/administrative support - photocopying, typing, filing, collecting money etc.

14.	To support pupils to understand instructions.
	
15.	To be aware of and comply with policies and procedures relating to teaching and learning (presentation, marking and feedback, homework etc), child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

16.	To be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.

17.	To contribute to the overall ethos/work/aims of the school.

18.	To appreciate and support the role of other professionals.

19.	To attend relevant meetings as required.

20.	To participate in training and other learning activities and performance development as required.

21.	To assist with the supervision of pupils out of lesson times, including before and after school and at lunchtimes.  

22.       To accompany teaching staff and pupils on visits, trips and after school activities as required.

23.	To complete any additional tasks as directed by the Headteacher in order to support learning and school development.
24.	Support/model, as directed, in the training of students from educational institutions.

25.	Provide a model of best practice in education for visiting professionals from within the 	organisation and beyond.




Any Special	 Any Special Conditions of Service: 

There is a requirement to submit to an enhanced DBS background check.  Term time working.  There may be a need to occasionally work outside of school hours and off school premises, as required by the school. No smoking policy










































[bookmark: _gjdgxs]
Person Specification

Job Title:				Higher Level Teaching Assistant

Academy:				Offa’s Mead Academy

Pay Scale and Salary: 		SCP 23 – 25 £21,693 - £23,111 pro-rata per annum

	Essential Criteria
	How Identified
	Desirable Criteria
	How identified

	SKILLS
High level of numeracy/literacy skills

Use technology – computer, email, video, photocopier

Ability to relate well to children and adults

Ability to work constructively as part of a team

Proven ability to plan using specialist knowledge, successful learning opportunities for small groups of children.

Ability to assess children’s progress in line with school policy and procedure (eg marking & feedback, monitoring and evaluation)

Positively and effectively manage behaviour in line with school policy and procedure

	
Application form and selection process 

Application form and selection process 

Application form and selection process 

Application form and selection process 

Application form and selection process



Application form and selection process



Application form and selection process
	
GCSE Maths and/or English grades A-C 

Proven, successful experience in accelerating progress for groups of pupils against agreed outcomes














	
Provide evidence by producing certificate

Application form and selection process















	KNOWLEDGE & UNDERSTANDING

Working with pupils of a relevant age to support their learning

Detailed understanding of assessment and learning to support pupil progress and school development

To be aware of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection.

Detailed understanding of the importance of positive behaviour management

	

Application form and selection process

Application form and selection process


Application form and selection process




Application form and selection process
	

Appropriate knowledge of first aid


	

Application form



	
	
	
	

	QUALIFICATIONS/
TRAINING

HLTA status or QTS ** 

	

Application form and selection process
	

Completion of DfES Teacher Assistant Induction Programme

	

Application form and  Certificate

	OTHER CONDITIONS

Each of the academies within the AET is committed to safeguarding and protecting the welfare of children and expects all staff to share this commitment.  A Disclosure and Barring Service Certificate will be required for all posts.

	
Application form and selection process
	
	



**	It is essential that Higher Level Teaching Assistants have HLTA status or have Qualified Teacher Status to enable them to deliver teaching and learning activities to a whole class.
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