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Job title: 	Higher level teaching assistant (HLTA) 
Salary: 		Grade 5 scp 13
Hours: 		30 hours per week, term time only
Contract type: 	Fixed Term
Reporting to:	 	SLT, Inclusion, SBM

Main purpose
To work under the guidance of teaching/senior staff and within an agreed system of supervision, to implement agreed work programmes with individuals/groups, in or out of the classroom. This could include those requiring detailed and specialist knowledge in particular areas and will involve assisting the teacher in the whole planning cycle and the management/preparation of resources. Staff may also supervise whole classes occasionally during the short-term absence of teachers.  The primary focus will be to maintain good order and to keep pupils on task.  
· Work with class teachers to raise the learning and attainment of students
· Promote students independence, self-esteem and social inclusion 
· Delivering intervention and support to students, individually or in groups, so they can access the curriculum, take part in learning and experience a sense of achievement 

Duties and responsibilities
Teaching and learning
	· Using specialist (curricular/learning) skills/training/experience to support pupils
· Supporting pupils consistently whilst recognising and responding to their individual needs
· Assisting with the development and implementation of IEPs
· Establishing productive working relationships with pupils, acting as a role model and setting high expectations
· Promoting the inclusion and acceptance of all pupils within the classroom
· Encouraging pupils to interact and work co-operatively with others and engaging all pupils in activities
· Promoting independence and employ strategies to recognise and reward achievement of self-reliance
· Providing feedback to pupils in relation to progress and achievement


	
· Working with the teacher in lesson planning, evaluating and adjusting lessons/work plans as appropriate
· Monitoring and evaluating pupils’ responses to learning activities through observation and planned recording of achievement against pre-determined learning objectives
· Working with the teacher to establish an appropriate learning environment
· Being responsible for keeping and updating records as agreed with the teacher, contributing to reviews of systems/records as requested
· Undertaking marking of pupils’ work and accurately recording achievement/progress
· Promoting positive values, attitudes and good pupil behaviour, dealing promptly with conflict and incidents in line with established policy and encouraging pupils to take responsibility for their own behaviour
· Liaising sensitively and effectively with parents/carers as agreed with the teacher within your role/responsibility and participate in feedback sessions/meetings with parents with, or as directed
· Administering and assessing routine tests and invigilate exams/tests
· Providing general clerical/admin. support e.g. administer coursework, producing worksheets for agreed activities etc. 
· Supervise a class if the teacher is temporarily unavailable 



Planning
· Contribute to effective assessment and planning by supporting the monitoring, recording     and reporting of pupil performance and progress as appropriate to the level of the role
· Read and understand lesson plans shared prior to lessons, if available
· Prepare the classroom for lessons
· Use their area(s) of expertise to contribute to the planning and preparation of learning activities, and to plan their role in learning activities 
· Use allocated time to devise clearly structured activities that interest and motivate learners and advance their learning
· Plan how they will support the inclusion of pupils in the learning activities

Working with colleagues and other relevant professionals
· Communicate effectively with other staff members and pupils, and with parents and carers under the direction of the class teacher
· Communicate their knowledge and understanding of pupils to other school staff and education, health and social care professionals, so that informed decision making can take place on intervention and provision
· Contribute to meetings with parents and carers by providing feedback on pupil progress, attainment and barriers to learning, as directed by teachers 
· With the class teacher, keep other professionals accurately informed of performance and progress, or concerns they may have about the pupils they work with
· Understand their role in order to be able to work collaboratively with classroom teachers and other colleagues, including specialist advisory teachers
· Collaborate and work with colleagues and other relevant professionals within and beyond the school
· Develop effective professional relationships with colleagues

Health and safety
· Promote the safety and wellbeing of students, and help to safeguard students’ well-being by following the requirements of Keeping Children Safe in Education and our school’s child protection policy 
· Look after children who are upset or have had accidents 

Professional development
· Help keep their own knowledge and understanding relevant and up-to-date by reflecting on their own practice, liaising with school leaders, and identifying relevant professional development to improve personal effectiveness 
· Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school 
· Take part in the school’s appraisal procedures

Personal and professional conduct:
· To establish and maintain positive and productive relationships with all students, parents, carers and colleagues.
· To maintain a safe and secure environment and follow college procedures on behaviour management, child protection, GDPR and health and safety
· To play a full part in the life of the college community, to support its mission and ethos and to encourage staff and students to follow this example.
· To have professional regard for the ethos, policies and practices of the school in which you work and maintain high standards in your own attendance and punctuality.
· To commit to the college performance management programme, reviewing your own contribution to the organisation and participating in CPD as required to meet the requirements of your job role and meet legislative requirements.

The HLTA will be required to safeguard and promote the welfare of children and young people, and follow school policies and the staff code of conduct.
Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the teacher will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the headteacher or line manager.
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