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THE LINK ACADEMY TRUST
JOB DESCRIPTION Link

U Academy
Trust

POST DETAILS

TITLE Higher Level Teaching Assistant (HLTA)
LINE MANAGER Executive/Academy Head
GRADE D

PURPOSE OF JOB

To complement teachers’ delivery of the national curriculum and to work under the
instruction/guidance of teaching/senior staff to undertake work/care/support programmes, to
enable access to learning for pupils and to assist the teacher in the management of pupils
and the classroom. Work may be carried out in the classroom or may regularly take place
outside the main teaching area.

MAJOR RESPONSIBILITIES

The post holder will be required to work flexibly as part of the teaching support staff with
guidance from the SLT and class teachers to fulfil the following responsibilities:

e Prepare lessons with teachers, contributing to the planning cycle including evaluating
and adjusting lessons in response to pupils’ needs

e Teach whole classes as part of PPA provision according to the PPA timetable. Also to
provide short-term cover within any age group in response to teacher absence

e Provide verbal and written feedback on lesson content, pupil responses to learning
activities and pupil behaviour, to teachers and pupils in line with policy

¢ Motivate and progress pupils’ learning following school and trust policies and
guidance from class teachers

¢ Organise and safely manage the appropriate learning environment and resources

o Assess pupils’ responses to learning tasks and where appropriate, modify methods to
meet individual and/or group needs

e Promote and support the inclusion of all pupils, including those with specific needs,
both in the classroom as part of first-quality teaching and through intervention work

e Use positive behaviour management strategies in line with the trust’s policy and
procedures to contribute to a purposeful learning environment and encourage pupils
to interact and work cooperatively with others

e Provide information relating to pupil progress for parents and carers, teachers and
senior leaders upon request and to contribute to assigned pupils’ annual reports at
the request of the pupils’ class teachers and SLT

e |n accordance with arrangements made by the Executive/Academy Head, progress
pupils’ learning in a range of classroom settings, including working with individuals,
small groups and whole classes where the assigned teacher is not present, in line
with regulations and guidance under Section 133 of the Education Act 2002 and
School Teachers’ Pay and Conditions Document 2017

e Support pupils in social and emotional well-being, reporting problems to the teacher
as appropriate



Other General Teaching Assistant Duties to include:

Supporting the teacher by:

Creating and maintaining a purposeful, orderly and supportive environment, in
accordance with lesson plans

Assisting with the display of pupils work

Using strategies, in liaison with the teacher, to support pupils to achieve learning goals
Assisting with the planning of learning activities on a regular basis

Promoting good pupil behaviour, dealing promptly with conflict and incidents in line with
established policy and encouraging pupils to take responsibility for their own behaviour
Establishing constructive relationships with parents/carers

Administering routine tests and undertaking routine marking of pupils work

Providing clerical/administrative support e.g. photocopying, typing, filing, money,
administration of course work etc.

Supporting pupils by:

Supervising and providing particular support for pupils, including those with special
needs, ensuring their safety and access to learning activities

Assisting with the development and implementation of Individual Education/Behaviour
Plans and Personal Care Programmes

Setting challenging and demanding expectations and promoting self-esteem and
independence

Supporting the curriculum by:

Undertaking structured and agreed learning activities/teaching programmes and adjusting
activities according to pupil responses

Undertaking programmes linked to local and national learning strategies e.g. literacy,
numeracy, early years, recording achievement and progress and feeding back to the
teacher

Supporting the use of ICT in learning activities and developing pupils competence and
independence in its use

Preparing, maintaining and using equipment/resources required to meet the lesson
plans/relevant learning activity and assisting pupils in their use

Support the academy by:

Being aware of and complying with policies and procedures relating to child protection,
health, safety and security, confidentiality and data protection, and reporting all concerns
to an appropriate person

Being aware of and supporting difference and ensuring all pupils have equal access to
opportunities to learn and develop

Contributing to the overall ethos/work/aims of the academy

Appreciating and supporting the role of other professionals

Attending relevant meetings as required

Participating in training and other learning activities and performance development as
required

Assisting with the supervision of pupils out of lesson times, including before and after
school and at lunchtimes as required

Accompanying teaching staff and pupils on visits, trips and out of school activities as
required and taking responsibility for a group under the supervision of the teacher



