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Higher Level Teaching Assistant
(HLTA)

      Job Description
                  and
  Person Specification





	[bookmark: _Hlk211509576]POST TITLE
	Higher Level Teaching Assistant

	RESPONSIBLE TO
	SENCO

	GRADE/SALARY
	Grade 5– Scale Point 15 - 20 – pro rata

	WORKING HOURS
	35or 37 hours, 39 weeks

	CONTRACT TYPE
	Permanent




	The postholder must, at all times, carry out their duties and responsibilities within the spirit of Inova Multi Academy Trust Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.





	Overview of Role

	Working within an agreed framework of supervision to complement the professional work of teachers by taking responsibility for agreed learning activities, including planning, preparation and delivery. These activities can be for individuals/groups or whole classes on a short-term basis including monitoring and assessment, recording and reporting on pupil achievement, progress and development.

Responsible for the line management and development of a specialist area within the school and/or management of other teaching assistants including allocation and monitoring of work, appraisals and training

Meet higher level teaching assistant standards or equivalent qualification or experience. Excellent numeracy/literacy skills – equivalent to nvq level 2 in English and maths. Specialist skills/training in curriculum or learning area e.g. Speech and Language, Training in the relevant learning strategies e.g. meta-cognition, self-regulation, study skills and revision strategies.

	Responsibilities

	Support for Pupils

· Assess the needs of pupils and use detailed knowledge and specialist skills to support pupils’ learning.​
· Develop and administer a rolling programme with entrance and exit criteria to embed meta-cognitive behaviours.​
· Liaise with parents at key points to set clear objectives and review points.​
· Work alongside the Assistant Headteacher – SENCO, and Subject Leaders in a range of subjects to identify pupils who would benefit from interventions.​
· Establish productive working relationships with pupils, acting as a role model and setting high expectations, promoting ‘recovery’ in terms of both learning and pupil well-being.​
· Develop the pupils that you work with to become better at metacognition, self-regulation, study skills and revision strategies, supporting them to become more independent learnings.​

· Motivate and support pupils to fill gaps in their learning, and helping them to reach their potential, in line with peers from similar starting points.​
· Develop and implement Pupil Engagement Plans, Extended Support Plan and EHC plans.​
· Promote the inclusion and acceptance of all pupils within the classroom.​
· Support pupils consistently whilst recognising and responding to their individual needs.​
· Encourage pupils to interact with others co-operatively and engage all pupils in activities.​
· Promote independence and employ strategies to recognise and reward achievement of self-reliance.​
· Provide feedback to pupils, parents and teachers in relation to progress and achievement.​To assess pupils’ progress accurately against appropriate standards.

Support for Teachers

· Assess the needs of pupils and use detailed knowledge and specialist skills to support pupils’ learning.​
· Develop and administer a rolling programme with entrance and exit criteria to embed meta-cognitive behaviours.​
· Liaise with parents at key points to set clear objectives and review points.​
· Work alongside the Assistant Headteacher – SENCO, and Subject Leaders in a range of subjects to identify pupils who would benefit from interventions.​
· Establish productive working relationships with pupils, acting as a role model and setting high expectations, promoting ‘recovery’ in terms of both learning and pupil well-being.​
· Develop the pupils that you work with to become better at metacognition, self-regulation, study skills and revision strategies, supporting them to become more independent learnings.​
· Motivate and support pupils to fill gaps in their learning, and helping them to reach their potential, in line with peers from similar starting points.​
· Develop and implement Pupil Engagement Plans, Extended Support Plan and EHC plans.​
· Promote the inclusion and acceptance of all pupils within the classroom.​
· Support pupils consistently whilst recognising and responding to their individual needs.​
· Encourage pupils to interact with others co-operatively and engage all pupils in activities.​
· Promote independence and employ strategies to recognise and reward achievement of self-reliance.​
· Provide feedback to pupils, parents and teachers in relation to progress and achievement.​To assess pupils’ progress accurately against appropriate standards.

Support for the Curriculum

· Deliver bespoke learning activities to small groups of withdrawn pupils within agreed system of s​upervision, adjusting activities according to pupil responses/needs. Monitor progress of these groups and adjust delivery as appropriate.​

· Liaise with departments to ensure that work delivered in interventions matches the departmental ​strategy and goals.​
· Liaise with year leaders and departments providing support with self-regulation, revision and study ​skills strategies​
· Deliver local and national learning strategies and make effective use of opportunities provided by ​other learning activities to support the development of pupils’ skills.​
· Use of ICT effectively to support learning activities and develop pupils’ competence and ​independence in its use.​
· Select and prepare resources necessary to lead learning activities, taking account of pupils’ language, cultural backgrounds and interests.​
· Advise on appropriate deployment and use of specialist aid/resources/equipment.​
· Take responsibility for your own professional learning, actively seeking out additional CPD, reading, ​research and the observation of others to develop your skills to deliver strategies to support ​pupils with their motivation, engagement, metacognition, self-regulation, study skills and revision ​Strategies.​

Support for the School

· Comply with and assist with the development of policies and procedures relating to child ​
protection, health, safety and security, confidentiality and data protection, reporting 
concerns to an ​appropriate person.​
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.​
· Contribute to the overall ethos/work/aims of the school.​
· Establish constructive relationships and communicate with other agencies/professionals, to support achievement and progress of pupils.​
· Take the initiative, as appropriate, to develop multi-agency approaches to supporting pupils​
· Recognise own strengths and areas of specialist expertise and use these to lead, advise and support others.​
· Deliver out of school learning activities within guidelines established by the school​
· Contribute to the identification and execution of appropriate out of school learning activities which consolidate and extend work carried out in class.​
· Support the SENDCO in managing other teaching assistants.​
· Liaise between SENDCO/teaching staff and teaching assistants.​
· Liaise with the Assistant Headteacher – SENDCO to identify pupils for interventions and ​report on their progress.​
· Hold and contribute to regular team meetings with managed staff.​
· Represent teaching assistants at teaching staff staff/management/other appropriate meetings.​
· Undertake training/mentoring for other teaching assistants.​

Culture and Behaviour

· To set high expectations for pupils’ behaviour in line with school policy to anticipate and manage pupils’ behaviour constructively and promote self-control and independence.   
· Maintain good relationships with pupils, exercise appropriate authority, and act decisively when necessary.
· Undertake duties before and after lessons and during break times to ensure positive pupil behaviour across the whole academy.
Communication and Collaboration

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person.
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.
· Contribute to the overall ethos/work/aims of the school.
· Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and progress of pupils.
· Recognise own strengths and areas of expertise and use these to advise and support others.
· Attend and participate in relevant meetings as required.
· Participate in training and other learning activities and performance development as required.
· Assist with the supervision of pupils out of lesson times, including before and after school and at break and lunchtimes.
· Accompany staff on school visits, trips and out of school activities.
· Communicate any academic concerns about pupils to line-manager and raise pastoral concerns to the relevant Pastoral Leader.
· Work with any additional adults to support interventions for pupils with SEND, incorporating guidance provided by the SENDCo and external professionals.


	Other Clauses

	· The above responsibilities are subject to the general duties and responsibilities contained in the contract of employment. The postholder is expected to work to the best of their ability, to be diligent, honest and ethical in the performance of duties and to conduct personal and professional life to the highest standard such that public confidence in their integrity is sustained.
· The duties of this post may vary from time to time according to the needs of the school/Trust and are not exhaustive, the postholder may be required to undertake tasks, roles and responsibilities as may be reasonably assigned to them following consultation with the job holder. 
· This job description will be kept under review and may be amended via consultation with the individual, Governing Body and/or Senior Leadership Team as required.  Trade union representation will be welcomed in any such discussions.   
· The postholder is expected to participate and engage with workplace learning and development opportunities to continually improve their own performance.
· The postholder may deal with sensitive material and should maintain confidentiality in all school related matters as set out in their statement of terms and condition of employment.
· You are expected to take reasonable care of your own health and safety and to be mindful of the safety of others, to cooperate with instructions, to minimise and mitigate potential hazards and risks to others and to appropriately report hazards, illnesses or injuries in accordance with our Health & Safety Policy.



	Safeguarding

	We are dedicated to maintaining the highest standards of safeguarding and promoting the welfare of all our pupils. We expect every member of staff and all volunteers to share this commitment. and staff must read and understand Part 1 (or Annex A) of Keeping Children Safe in Education guidance. All staff must follow the school’s safeguarding policy and report concerns immediately to the Designated Safeguarding Lead (DSL). 
Our recruitment process is thorough, fair, and consistent, aligning with the Keeping Children Safe in Education guidance, and includes verification of identity and right to work in the UK, online checks for shortlisted candidates. All offers of employment are subject to an Enhanced DBS check (and, where the role meets the definition of regulated activity, a children’s barred list check). Satisfactory references (including the most recent employer) and employment history with explanation of any gaps, where applicable, a prohibition from teaching check. Successful candidates must complete these requirements and notify us immediately of any subsequent convictions.
Any additional checks required by KCSIE and applicable school/trust policies. 

	Equality, Diversity, Equity and Inclusion

	We strive to create an inclusive environment where every employee feels valued and powered to bring their passion, creativity, and individuality to work. We celebrate all cultures, backgrounds, and experiences, firmly believing that diversity fuels innovation and excellence.


	Specific Information Relating to the Post

	












PERSON SPECIFICATION

POST: HLTA

	CRITERIA
	QUALITIES

	Qualifications and Experience
	· Good numeracy/literacy skills
· GCSE or equivalent level, including at least a Grade 4 (previously Grade C) in English and maths 
· Evidence of a commitment to further professional development.
· NVQ3 for Teaching Assistant or equivalent qualifications 
· Working with or caring for children of relevant age
· First-aid training, or willingness to complete it 
· Experience/qualifications in meta-cognition, self-regulation, study skills and revision strategies.

	Knowledge and Skills
	· Effective use of ICT to support learning
· Basic understanding of child development and learning
· Ability to self-evaluate learning needs and actively seek learning opportunities
· Relates to and motivates pupils
· Ability to relate well to children and adults
· Work constructively as part of a team understanding classroom roles and responsibilities.
· Understands and values the processes of planning and tracking as an aid to raising standards   
· Able to prioritise their own workload, working accurately and to deadlines 
· Understanding classroom roles and responsibilities
· Experience working in a school environment or other educational setting
· Experience working with children / young people 
· Experience planning and delivering learning activities 

	Personal Attributes and Behaviours 
	· Adaptability to quickly adjust methods to meet the needs of all pupils.
· Flexibility to be able to handle unexpected situations with professionalism.
· Patience in interactions with a variety of pupils and situations, with a calm demeanour.
· Responsive to coaching and feedback.
· Empathy to understand the needs and challenges of pupils and being able to relate to them on a personal level.
· Resilience to manage challenging behaviour or difficult situations with professionalism
· A commitment to getting the best outcomes for all pupils, and promoting the ethos and values of the school
· Resilient, positive, forward looking and enthusiastic about making a difference






	Other Requirements

	Successful candidate will be subject to an enhanced Disclosure and Barring Service Check.
Right to work in the UK.
Evidence of a commitment to promoting the welfare and safeguarding of children and young people.
Show a commitment and proactive approach to drive forward equality, diversity, equity, and inclusion and to own personal development.
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