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Job Description for HLTA at Allenton Community Primary School
Grade : E (SCP 22 to 26)

Salary: 
£20456 - £23166 pro rata
37 hrs a week (Term Time Only) 44.6518 weeks a year
Job Purpose

· Provide support to the Class Teacher across a range of child centred activities, which promote child development and learning.

· Take personal responsibility for specific tasks or pupils as delegated by the teacher.

· Plan (supported) and teach lessons to cover 3 sessions of PPA a week and cover staff absences 
Supervision Received

Appointed within the school as part of a team:

· To work within the general directions of the Class teacher and ultimately the Headteacher.

· To work under the leadership and supervision of a class teacher.

Supervision Exercised

· No direct line responsibilities

· Occasional demonstration of duties to other employees, student trainees and participation in induction process.

Main Duties and Responsibilities.

Support for Teaching and Learning.

· Act in accordance with school policies and procedures and relevant legislation particularly, in relation to child protection and behaviour management.

· To assist the teachers in the planning for their whole class including MEP’s for children with SEN.

· To support individual and groups of children throughout the curriculum.

· To implement programmes set by members of staff and outside agencies and participate in the planning with team members, where applicable

· Preparation of support material for educational programmes, e.g. photocopying etc.

· To be involved in discussions and reviews of children’s progress.

· To assist the class teacher with the behavioural and emotional problems of children.

· To work with children on individual targets or as part of a small group.

· Prepare back-up material for teachers, including some display work.

· Supporting children to be organised, responsible and independent.

· Monitor and contribute to the assessment and recording of children’s development and be involved in the sharing of this information.

· Keep records of identified pupils.

· To assist the teacher in delivering local and national initiatives e.g. numeracy and literacy.

Welfare.

· Helping to develop children’s social skills.

· General care and supervision of children throughout the school day, including being part of a break and assembly rolling rota.

· To meet the care and welfare needs of pupils to include toileting, changing and feeding as required.  (Be trained in Manual Handling For children with Special needs)

Liaison.
· Accompanying children on school outings.

· To develop good relationships with children, parents and other professionals.

· To liaise with parents as and when requested.

· Liaise with outside agencies through Inclusion Manager as required. 
Other Responsibilities.
· The working day begins at 8.00am and usually finishes at 4.10pm, to allow time to discuss and plan the school day with the class teacher.

· Higher Level Teaching Assistants should be prepared to be involved in regular training opportunities and weekly staff meetings.
· Support lunchtime supervision.

· Give general support to school activities.

· Promote the ethos of the school.

· To carry out any reasonable duties required by the teaching staff and Head teacher.

Signed _____________________                                                Date  ______________________

Signed _____________________   (Head Teacher)                 Date  ______________________

