
HLTA – job description

Name of School:
Sheringdale Primary School
Grade: 

Range B (Scale 5 – 6)
Main Purpose of Job

1. To undertake work and responsibilities in line with the Standards for Higher Level Teaching Assistants
2. To advance pupils learning and play in a range of classroom and school settings, including working with whole classes where the assigned teacher is not present 

3. To contribute to planning, preparing and delivery of agreed work and support programmes to individuals or groups of pupils

4. To use behaviour management strategies effectively and in line with the school’s policy and procedures, which contribute to a purposeful learning and play environment

5. To be responsible for the management and development of other teaching assistants including allocating and monitoring work and undertaking performance management where appropriate

6. To promote the inclusion of all pupils ensuring they have equal access to opportunities to learn and develop

7. To be responsible for promoting and safeguarding the welfare of children and young people within the school
8. To organise and lead lunchtime and playtime provision
9. To lead the team of TA’s with support from senior leaders
Main Responsibilities 
Support for the Pupils/families
· To support working relationships with the pupils, acting as role model and setting high expectations (HLTA 1, 3)

· To deliver and support pupils learning and play in the most effective way (HLTA 19)
· To understand how to meet the diverse personal needs of pupils whilst encouraging their independence (HLTA 8, 9, 10)

· To support pupils with special educational needs through the delivery of specific learning and playprogrammes, to contribute to setting individual education plan (IEP) targets and to reviews (HLTA 15, 20)

· To encourage pupils to interact and work co-operatively, ensuring all pupils are interested, motivated and engaged in activities (HLTA 19, 21)

· To undertake monitoring and assessment of pupils work, modifying approaches to learning accordingly (HLTA 21) 

· To provide feedback to pupils in relation to their progress and achievement as outlined in school policies (HLTA 23)

Support for the teachers

· Within an agreed system of supervision, to work with the teacher to develop lessons, work plans and the classroom environment  (HLTA 29, 30 , 31) 
· To contribute to maintaining and analysing records of pupils progress 
(HLTA 25)
· To support the evaluation of learners progress using a range of assessment techniques and feedback the achievements of pupils to colleagues through the agreed monitoring systems (HLTA 24, 25)
· To establish, develop and maintain constructive relationships with parents/carers by:
-  supporting their role in pupil’s learning and play,
-  providing constructive feedback on pupil’s progress and achievements
-  facilitating their support for their child’s attendance
-  support home to school/community links (HLTA 5, 6)

· To work within an agreed system of supervision with small groups of children and to take responsibility for their learning (HLTA 29, 30 , 31) 
· Within an agreed system of supervision, to cover PPA time/short term absence, delivering learning and play and directing TAs in the classroom to ensure that the learning objectives are achieved (HLTA 31, 32, 33)
Support for the School

· To undertake line management responsibilities where appropriate including:

    - manage other Teaching Assistants 

    - liaise between managers/teaching staff and Teaching Assistants 


    - hold regular team meetings with managed staff 

    - represent Teaching Assistants at teaching staff/management/other appropriate meetings                                                   

    - undertake recruitment/induction/appraisal/training/mentoring for other Teaching 
Assistants (HLTA 6, 33)
· To be aware of and comply with policies and procedures relating to child protection, health and safety, security and confidentiality, reporting all concerns to an appropriate person. (HLTA 13, 16) 

· To contribute to overall ethos/work/aims of the school (HLTA 2)

· To establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and progress of pupils. (HLTA 4)

· To recognise own strengths and areas of specialist expertise and use these to lead, advise and support others. (HLTA 17, 18) 

· To take a lead role in the whole school in specialist area and share expertise and skills with others (HLTA 33)

· To attend and participate in regular meetings, and in training and development opportunities as appropriate (HLTA 7)

· To work with the Line Manager about timetable arrangements, and when appropriate, be responsible for arranging cover when Teaching Assistants are absent. (HLTA 33)

· To work with the lead teacher for Teaching Assistants in supporting and maintaining the appraisal system for Teaching Assistants. (HLTA 33)

· To undertake the invigilation of tests (HLTA 24)

Support for the Curriculum

· To use ICT effectively to support learning and play activities and develop pupils competence and independence in its use (HLTA 28)

· Within an agreed system of supervision, deliver learning, play and teaching activities and adjust according to pupils responses/needs (HLTA 19, 22)

· To actively investigate courses and activities outside of the school. (STL67, STL32)

· To advise, demonstrate and assist in the safe and effective use of specialist equipment/materials, including use of ICT (HLTA 32)

· To deliver local and national learning strategies for example, literacy, numeracy, KS3, early years and make effective use of opportunities provided by other learning support activities to support the development of pupils skills (HLTA 13) 

