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Teaching Assistant Level 4
Higher Level Teaching Assistant
Job Description and Person Specification
	Confirmation of post details:

	Post holder: 
	Job Title: Higher Level Teaching Assistant 
(Teaching Assistant Level 4)

	Service: 
	Responsible to: 

	Primary contacts:
	Grade: NJC 19-23

	Location:  
	Any specific working arrangements: 



This job description is a guide to the work you will initially be required to undertake and may be reviewed from time to time to meet changing circumstances.

	Job Description:

	Purpose of role:

	A Level 4 Teaching Assistant role may include an employee who:
· Acts as a Higher Level Teaching Assistant supporting the classroom teacher with their responsibility for the development and education of all pupils, including pupils with additional needs within a mainstream school.
Or
· Complements the professional work of teachers by taking responsibility for agreed learning activities under an agreed system of supervision. This involves planning, preparing and delivering curriculum learning objectives for individuals/groups or for whole classes.  It also involves monitoring pupils and assessing, recording and reporting on pupils’ achievement, progress and development.
Or
· Manages and develops a specialist area or specifically targeted group within the school and/or supervision of other teaching assistants, including allocating and monitoring of work, and informal training.

	Roles and Responsibilities:

	Support for the Pupils: 

	· To take a lead role in delivering specified learning activities to individuals or groups of children and young people under an agreed system of supervision. This may include the delivery of learning activities to whole class groups on a short-term basis without a teacher present.
· Assess the needs of pupils and use detailed knowledge and specialist skills to support pupils’ learning
· Establish productive working relationships with pupils, acting as a role model and setting expectations
· Develop and implement Education, Health and Care Plans and/or other support plans, as required
· Support pupils consistently whilst recognising and responding to their individual needs
· Encourage pupils to interact and work co-operatively with others and engage pupils in all activities
· Promote independence and employ strategies to recognise and reward achievement of self-reliance
· Provide feedback to pupils in relation to progress and achievement

	Support for the Teacher: 

	· Organise and manage the appropriate learning environment and resources
· Within an agreed system of supervision, plan teaching and curriculum learning objectives and deliver, evaluate and adjust lessons/work plans as appropriate. This will include production of lesson plans and worksheets
· Monitor and evaluate pupil responses to learning activities through a range of assessment and monitoring strategies against pre-determined curriculum learning objectives
· Provide objective and accurate feedback and reports, including end of year reports, on pupil achievement, progress and other matters, ensuring the availability of appropriate evidence
· Record progress and achievement in lessons/activities systematically, providing evidence of range and level of progress and attainment
· Work with Behaviour Policy to anticipate/manage behaviour constructively, promoting self-control/independence
· Support the role of parents/carers in pupils’ learning and contribute to/lead meetings with parents/carers to provide constructive feedback on pupil progress and achievement
· Administer and assess/mark tests and invigilate exams/tests

	Support for the Curriculum: 

	· Take a lead role in delivering learning activities to pupils within agreed system of supervision, adjusting activities according to pupil responses/needs. This may include the delivery of learning activities to whole class groups on a short-term basis without a teacher present.
· Deliver local and national learning initiatives and make effective use of opportunities provided by other learning activities to support the development of pupils’ skills
· Use 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’ interests and language and cultural backgrounds
· Advise on appropriate deployment and use of specialist aids, resources and equipment
· To be responsible for an appropriate specialist area of activity within the school and to manage any associated resources or devolved budget. Where the specialist role is that of parent link, the HLTA would be expected to liaise informally with the school's parent support adviser to ensure that consistent and appropriate support is provided. The focus of the work of the parent link is to develop universal services within their school. 

	Support for the School: 

	· Be aware of and comply with policies and procedures relating to child protection, safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· Be aware of and support differences and ensure all pupils have equal access to opportunities to learn
· 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 specialist expertise and use these to lead, advise and support others
· Deliver out of school learning activities within guidelines established by the school such as lunchtime clubs
· Supervise pupils on educational visits, trips and out of school activities as required

	Line Management Responsibilities:

	· Manage the planning and direction of the work of an allocated number of teaching assistants liaising with teaching staff and other colleagues to ensure adequate levels of support are available
· Hold regular team meetings with managed staff
· Represent teaching assistants at teaching staff/management/other appropriate meetings
· May oversee mealtime supervision, monitoring the quality of lunchtime support, delivering training and supporting mealtime supervisors to meet individual pupil needs
· May contribute to the recruitment process of teaching assistants and undertake induction, training and mentoring for other teaching assistants as appropriate
· Ensure that a high level of confidentiality is maintained in all aspects of work. 

A. So far as reasonably practicable, post holder must promote safe working practices by employees and in premises/work areas for which the post holder is responsible for maintaining a safe working environment for employees and service users. These are defined in the Corporate Health, Safety and Welfare policy, departmental policies and codes of practice. 
B. Work in compliance with the Codes of Conduct, Regulations and policies of the Newman Catholic Trust and its commitment to equal opportunities 
C. Ensure that output and quality of work is of a high standard and complies with current legislation/standards


This list is not exhaustive and the jobholder may be required to carry out other reasonable duties commensurate with the grade, as requested by their line manager.

This job description may change as the post or the needs of the school develop.  Such changes will be subject to consultation between the post holder and their manager and, if necessary, further job evaluation.

	Signed employer:
	

	Signed employee:
	

	Date:
	
	Date:
	

	HLTA Person Specification

	Qualifications/Training
	Essential
	Desirable

	Educated to GCSE Grade A-C in English and Mathematics or equivalent
	· 
	

	Higher Level Teaching Assistant (HLTA) qualification 
	· 
	

	Significant experience of working as a Level 3 Teaching Assistant or similar role
	· 
	

	Working towards the National Occupational Standards (NOS) in Working at or towards the National Occupational Standards (NOS) for Higher Level Teaching Assistants (or equivalent)
	
	· 

	NVQ 3 in Supporting Teaching in Learning
	· 
	

	Knowledge/Skills
	
	

	Line Management experience
	
	· 

	Comprehensive knowledge of the national curriculum and relevant school policies
	· 
	

	Additional knowledge in specialist area or particular learning area (such as sign language, ICT, bi-lingual)
	
	· 

	Basic IT skills, such as Internet browsing and accessing email
	· 
	

	Knowledge of relevant policies and procedures such, as child protection, health and safety, managing behaviour and positive handling
	· 
	

	Knowledge of how to apply individual Education, Health and Care Plans and other support plans under supervision
	
	· 

	Awareness of physiotherapy, occupational therapy/speech/language therapy and the ability to deliver any special interventions that are required
	
	· 

	Experience providing planned or unplanned cover of teacher/classes, managing the learning environment and pupil behaviour
	· 
	

	Experience planning for and providing curriculum learning objectives and teaching programmes as directed by the teacher, subject lead or other senior member of staff, differentiating and adapting programmes to suit the needs of the allocated pupil(s)
	· 
	

	Experience providing learning activities and teaching programmes as agreed with teacher, differentiating and adapting programmes to suit the needs of the allocated pupil(s)
	· 
	

	Behaviours
	
	

	Experience coaching team members 
	
	· 

	Experience building relationships with stakeholders 
	· 
	

	Open, honest and an active listener
	· 
	

	Takes responsibility and accountability for both their own and their teams actions and development
	· 
	

	Requires minimal supervision
	· 
	

	Committed to the needs of the pupils, parents and other stakeholders and challenge barriers and blocks to providing an effective service.
	· 
	

	Demonstrates a “can do” attitude including suggesting solutions, participating, trusting and encouraging others and achieving expectations.
	· 
	

	Is committed to the provision and improvement of quality service provision.
	· 
	

	Is adaptable to change/embraces and welcomes change
	· 
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