Job Description

	Position Title
	Higher Level Teaching Assistant (HLTA) Speech, Language and Communication Needs (SLCN)

	Location
	Tiverton High School

	Reporting to
	Assistant SENDCo

	Position Number(s)
	1

	Grade
	E

	Directorate/Section/School
	Tiverton High School

	Effective date of JD
	Sept 2024
	JE Job Number
	G.2137-3


Job Purpose:

To take a lead role in promoting an understanding of Social Emotional and Mental Health Needs (SLCN) throughout the school and share expertise and skills with colleagues. 
 
To complement and support class teachers in the teaching of 1:1 or small groups of students, as well as whole classes, whilst progressing students in their learning.  
 
To contribute to the development of other support staff through the appraisal process and to actively lead and develop members of the TA team, on a daily basis, to ensure that high standards of support for all students are constantly maintained. 
 
To effectively liaise with TAs, Heads of Year, teachers and external professionals. Excellent communication skills are required to ensure all staff work collaboratively and efficiently to help accelerate students’ progress to be the ‘best that they can be’. 
 
To take a lead role in supporting a specific aspect of inclusion such as assessing children with SEND or acting as a Learning Mentor to students who need additional support. This role may be subject to change and will be agreed in conjunction with the SENDCo and Headteacher. 
Main Duties & Responsibilities:
· Working with small groups of children or teaching of whole classes, under the direction of the SENDCo 
· Leading other support staff in ensuring high quality support for students on the SEND register as well as other groups of students being supported in the classroom. 
· Post holders will support the school to fulfil its responsibility under the SEND Code Of Practice. 
Duties

· To provide specialised support at KS4 with a focus on facilitating student access to the language demands of the GCSE curriculum 

· To promote an understanding of the ways SLCN can be identified and how the needs of students with SLCN can be met 

· To develop and facilitate an increased understanding of Developmental Language Disorder (DLD) across the support team 

· To work to increase whole school understanding of SLCN
· To work with teachers to implement effective strategies for students with DLD and other SLCN 

· To plan and deliver outstanding small-group and 1-1 lessons 

· To coordinate a range of high-quality interventions for all students across the school, including those with English as an Additional Language in conjunction with the SENDCo and Assistant SENDCo 

· To liaise with the SENDCo and Assistant SENDCo to identify and assess the literacy needs of individual students and assist with the development of appropriate provisions 

· To conduct specialist assessments of students’ SEND as directed by the SENDCo / Assistant SENDCo 

· To work with the wider SEND team and teachers to design and implement plans and develop resources for students who have SEND. 

· Establish positive relationships with students, implementing strategies to support them in their learning and following up and assessing the impact of this support 

· With teachers, evaluate students’ progress through a range of assessment activities relating to attainment and progress 

· To contribute to assessments of children, as directed by the class teacher / SENDCo and provide reports, evaluations and other information to assist in the provision of appropriate support for specific children 

· To take an active role in assessing and analysing progress data as well as participating in appropriate meetings to review relevant plans 

· To attend relevant, weekly staff meetings as well as INSET as agreed with SENDCo in advance 

· Use behaviour management strategies, in line with the school’s policies and procedures to contribute to a purposeful learning environment and encourage students to interact and work cooperatively with others 

· Support the role of parents in students’ learning and contribute to meetings with parents to provide constructive feedback on student progress, achievement and behaviour, maintaining sensitivity and confidentiality at all times 

· To support and guide other TAs’ work in the classroom and lead training for other teaching assistants. To act as ‘mentor’ to new or less experienced TAs. 

· Model good practice at all times whilst maintaining high levels of professional conduct 

· Support and promote the use of ICT in the classroom and develop students’ competence and independence in its use 

The duties are neither exclusive nor exhaustive and the post holder may be required by their Line Manager or the Headteacher to carry out appropriate duties within the context of the job, skills and grade.
Person Specification

	
	Essential
	Desirable

	Ability to deliver a range of specialist interventions
	√
	

	Good level of literacy and numeracy
	√
	

	INSET relating to SEND
	
	√

	A commitment to undertake further professional development
	√
	

	Experience of and in Special Educational Needs and Disability
	√
	

	Experience in an alternative education setting
	
	√

	A full understanding of what makes and excellent pedagogy in an inclusive learning environment
	√
	

	Knowledge of TA standards
	
	√

	Knowledge and experience of ensuring student well-being including initiating, monitoring and reviewing personalised learning programmes and/or plans
	
	√

	Experience of Annual Reviews and preparing documentation
	
	√

	Experience in identifying and assessing students who may have or have special educational needs
	
	√

	Experience of setting targets and monitoring, evaluating and recording progress
	
	√

	Knowledge of the SEND Code of Practice, 2014
	
	√

	Implementing appropriate teaching and learning strategies for students identified as having special educational needs
	
	√

	Experience of creating and embedding accredited course to aid inclusion and achievement management
	
	√

	Delivering differentiated materials to mixed ability groups
	
	√

	Recent CPD relevant to this post
	
	√

	ICT literate and able to use ICT to enhance learning
	√
	

	Evidence of leadership and management qualities
	
	√

	Experience of leading a team
	
	√

	The ability to manage and lead a team
	
	√

	The ability to work autonomously and as part of a team
	√
	

	The ability to motivate and develop staff and students
	√
	

	The ability to budget and to effectively deploy resources
	√
	

	Effective time management
	√
	

	The ability to develop partnerships with agencies and parents
	√
	

	The ability to lead from the front and by example
	√
	

	A passion for education of students who are identified as having SEND
	√
	

	Excellent interpersonal skills
	√
	

	Excellent communication skills with all stakeholders
	√
	

	A genuine commitment to inclusive education for all students in a maintained secondary school
	√
	

	A willingness to contribute to the wider life of the School
	√
	

	Ambition and drive
	√
	

	Empathetic to difficulties of SEND students in accepting curriculum
	√
	


1. Supervision / Management of People:

This role will support and supervise day-to day management of the Area Leads teaching assistants, working alongside the SENDCo, to coordinate provision for students and the wider SEND staff. This role includes staff appraisals for the Area Leads set within the Code of Practice and line management of the Area Leads with support and guidance from the SENDCo.

2. Creativity and Innovation:

Design work; Design Plans and Passports to support children with SEND to access education, linking recommendations and strategies as identified through professional reports or meetings to ensure that needs are being met and guidance on meeting the needs is being relayed and shared with all stakeholders.  Completion of referrals and applications, as well as support given to ensure stakeholders contribute to plans and passports.
Development of ICT; specifically, around supporting children to communicate through alternative means. In addition, through the use of Go4Schools and Provision Mapper, to name a few programmes within Tiverton High School, are updated and accessible to all staff to ensure effective and efficient methods of sharing information on students. To update and maintain the school SEND webpage, working alongside the SENDCo. Development and continued updating of the website to be implemented in conjunction with the Area Leads, Lead Teacher for the CAIRB and wider SEND team.

Development of policy / strategy; Assist and support the SENDCo to develop and implement the schools SEND policy and SEND Information Report in line with Government policies, as and when needed, ensuring research is current and relevant to the needs of the students within the school. To contribute to the schools, SEND improvement plan as part of the wider school improvement plan. 
Methods of communication; Develop alternative ways for children who have difficulties in communication to interact and have their needs met (daily) bringing in new initiative and seeking further guidance from a multi-agency approach in line with the school’s data protection policy and budget.
3. Contacts & Relationships:

Giving advice to staff on how to support students in their class with SEND, information gathering from all stakeholders, observing students in lessons and feeding back to the wider school community to enhance staff knowledge and understanding of conditions and ways of working with particular students.
Support the SENDCo to conduct meetings with parents and multi-agency professionals. Deputising where and when needed. Completion of paperwork, referrals and applications following on from meetings.  
Run and attend Teaching Assistant meetings on a rota with Area Leads and the CAIRB teacher to impart knowledge and support to the wider SEND team, allowing a cohesive and conducive working environment and growth for CPD.
Complete referral forms to multi-agency professionals and ensure they are sent out, placed on the school system and shared with staff within school alongside parents.
4. Decisions – Discretion:

In the SENDCO’s absence the post holder will have to make decisions to do with any aspect of SEND in the school – under the direction of the Senior Leadership Team.  This includes individual education and behaviour plans, working with multi-agency professionals, adapting the curriculum for our students with SEND. Experience and knowledge of the Code of Practice needed to ensure that all relevant and recent guidelines from Government reports and Papers are adhered to and utilised to maximum effect to support all members of the school. Post holder will have need to be able to decision make independently.
5. Decisions – Consequences:

In SENCo’s absence the job holder will have to make decisions to do with any aspect of SEND in the school – under the direction of the SENDCo and Senior Leadership Team. This includes individual education and behaviour plans, choosing multi-agency professionals, adapting the curriculum for our pupils with SEND. The consequences these decisions make may determine the level of support the students with SEND receive; if their behaviour, care plans, support from multi-agency professionals and individual education plans are not adequate the teacher and support staff may not know how to differentiate appropriately and meet the student’s individual needs. The student will then not be able to access learning and therefore may not reach his/her full potential and make the expected levels of progress.
6. Resources:

The job holder will require normal school resources to undertake this role.
7. Work Demands:

Students can be unpredictable so demands of the job will vary every day, as such a fluid approach is needed. There will be numerous deadlines and timescales for tasks, for example when completing referral forms that need to be met and within often a tight timeline.  Interruptions are unavoidable as other members of support staff and teaching staff may require hands on support with students, this will require a flexible approach and an adaptable change to any planned activities whilst maintaining a calm exterior presentation. It is vital that boundaries and routines are maintained as much as possible to allow students to have a safe environment, however the post holder needs to lead the Area Leads and set a good role model when challenges are presented and changes are needed.  The frequency, extent and suddenness of interruptions are likely to be demanding as we have a high number of students with SEND so there will be competing demands for the post holder’s attention. These will impact the job as the post holder may take a long time to carry out small tasks. They will also need to be provided with a space to carry out admin tasks.  Support may be needed for Area Leads, the post holders own class and additional students all within a small timeframe and it is important to be able to work independently and prioritise with confidence. 
The post holder may find some meetings and interactions with parents, students and multi-agencies emotionally challenging, supervision and support from the SENDCo and SEND Leadership team must be sought to ensure there is time to seek guidance and off-load. The SEND team work as a team and actively seek support from each other to allow for a strong team. 

8. Physical Demands:

The Assistant SENCO may have to restrain children using safe holds. This can be very physically demanding and is needed as and when a child dis-regulates.
9. Working Conditions:

The post-holder will be working in a secondary school – in classrooms, the general site and small intervention rooms. They will have their own classroom under the Area Lead aspect of the role within the support centre and be responsible for the running of this room, the resources and the materials used within the room. 
Some working conditions will be noisy if a student is portraying challenging behaviours for-example becoming physically/ verbally aggressive or entering sensory overload. 
10. Work Context:

Regular contact to public through working with students and their families – daily.

Generally there will not be any unpleasant or disagreeable conditions associated with the physical environment in which the work is normally carried out, but can occur on occasions. 

11. Knowledge and Skills:

The post holder will need to have experience of leading intervention for children with SEND and a record to raising aspirations for these students.

The post holder will need to be able to work in a team as well as on their own initiative, they will have a degree of autonomy and need to delegate within the Area Leads, set deadlines and ensure that these are met. They will also need experience of working alongside multi-agency professionals, deciphering reports and recommendations as well as being able to disseminate the findings into plans and passports as well as further referrals and applications with staff, students and parents.
Qualification and experience 

Good standard of education to GCSE level or equivalent

A degree in a relevant subject or equivalent experience 
Experience of managing staff

Experience of running their own classroom-based learning environment

Experience of supporting students with SEND both in a classroom environment and on a small group level
Good communication skills in a multi agency setting and with all involved partners

Good report writing skills and an ability to write education plans and passports for students.
Good understanding of visual aids and alternative methods to support communication.
Proven experience of working with children with challenging behavior.

Skills and Abilities

Ability to teach small groups of students within a SEND environment.

Ability to develop good learning relationships with students by modelling and coaching different approaches and practices
Motivated skills in a learning environment.

Ability to develop effective working in line with the school’s policies and under the guidance of the SENDCo.

Good digital technology skills and ability to apply digital technologies to support students learning.
Good organizational, administrative and interpersonal skills; ability to be flexible, adaptable and able to meet deadlines.
Able to deal with confidential information sensitively and appropriately in line with School policies 

Able to chair team meetings, take minutes and complete referrals and applications
Able to differentiate resources to meet the needs of SEND students within the budget constraints.

Health & Safety: 

	

	Potential Hazards
	Applicable to this job? (()
	Action to be taken
	Examples of action to be taken (this list is not exhaustive)

	Display Screen Equipment
	
	
	

	Electricity – fixed / portable
	
	
	

	Manual handling
	(
	To ensure that the applicant receives and stays up to date with training.
	PIPS training.

	Verbal / physical abuse
	(
	Ensure applicant is familiar with appropriate policies & procedures
	Meet with SLT and Governors.
Read policies.

	Work equipment
	
	
	

	Fire
	(
	Ensure applicant is familiar with evacuation procedures.
	Go through procedures with SLT.

	Environmental
	
	
	

	Isolation / lone-working
	(
	Ensure J/H is familiar with appropriate policies & procedures
	Meet with SLT and Governors.

Read policies.

	Slips, trips & falls
	(
	Ensure J/H is familiar with appropriate policies & procedures
	Meet with SLT and Governors.

Read policies.

	Chemical
	
	
	

	Working with Vulnerable persons
	(
	Ensure applicant is familiar with appropriate policies & procedures
	Meet with SLT and Governors.

Read policies.

	Premises related
	
	
	

	Transport risks
	
	
	

	Working at heights
	
	
	

	Other hazards not identified above
	
	
	


Job GLPC profile – to be completed by HR.

	SMP
	C&I
	C&R
	D.D
	D.C
	Res
	WDM
	PDM
	WCN
	WCT
	K&S
	Score

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     


Signatures:

I, the manager, confirm this is a true and accurate reflection of the job.  This job description has been written in conjunction with the post holder (where applicable) who is aware that the post is being submitted for evaluation.
Job Description agreed by:

Job Holder (if in place):________________________________Date:__________

Line/Originating Manager):________________________________Date:__________

 Head of Service/Head teacher):______________________________Date:__________
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