

Job Description

Post Title:	Higher Level Teaching Assistant
Job Ref No:			
Responsible to:		Headteacher
Responsible for: 		n/a

Purpose of Role
Working under the direction and within an agreed system of supervision from a qualified teacher. To complement the teachers’ delivery of the national curriculum and contribute to the development of other support staff, pupils and school policies and strategies.
To undertake specified timetabled teaching duties as agreed with the Headteacher. To work collaboratively with the teaching staff and assist teachers in the whole planning cycle and the management/preparation of resources. Also to supervise whole classes occasionally during the short-term absence of teachers, including PPA.
To provide support for pupils, the teacher and the school in order to raise standards of achievement for all pupils (e.g. SEN, EAL, GT, all underachieving groups), by utilising advanced levels of knowledge and skills when assisting with planning, monitoring, assessing and managing classes, and to encourage pupils to become independent learners, to provide support for their welfare and to support the inclusion of pupils in all aspects of school life.
To Understand and implement all Safeguarding policies and procedure in relation to working with children and young people.
As well as to provide high-quality, targeted academic, social, emotional, and family support to pupils, particularly those with additional needs or vulnerabilities. The role combines elements of HLTA support, learning mentoring, family liaison, and SEN administration/intervention support, contributing to inclusive practice and improved outcomes for all learners.

Key Responsibilities
1. Teaching & Learning (HLTA Responsibilities)
Planning
· Contribute to the planning and lesson preparation with teachers, participating in all stages of the planning cycle, including in lesson planning, evaluating and adjusting lessons/work plans.
· 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
· Contribute to the planning of opportunities for pupils to learn in out-of-school contexts in line with schools policies and procedures.
Teaching and Learning
· Within an agreed system of supervision and within a pre-determined lesson framework, teach whole classes.
· Provide detailed verbal and written feedback on lesson content, pupil responses to learning activities and pupil behaviour, to teachers and pupils.
· Motivate and progress pupils’ learning by using clearly structured, interesting techniques and learning activities.
· Support the teaching of literacy and numeracy and assist pupils to access the full curriculum. Be familiar with lesson plans, IEP targets and learning objectives.
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.
· Promote and support the inclusion of all pupils, including those with specific needs, both in learning activities and within the classroom.
· Use behaviour management strategies, in line with the school’s policy and procedures, to contribute to a purposeful learning environment and encourage pupils to interact and work co-operatively with others.
· In accordance with arrangements made by the Headteacher, 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.
· Organise and safely manage the appropriate learning environment and resources.
· Promote and reinforce children’s self-esteem and independence and employ strategies to recognise and reward achievement of self-reliance.
· Assist the class teacher in encouraging acceptance and integration of children with special needs, or from different cultures and/or with a different first language.
· Support the role of parents in pupils’ learning and contribute to /lead meetings with parents to provide constructive feedback on pupil progress, achievement and behaviour, maintaining sensitivity and confidentiality at all times.
Monitoring and Assessment
· With teachers, evaluate pupils’ progress through a range of assessment activities.
· Assess pupils’ responses to learning tasks and where appropriate, modify methods to meet individual and/or group needs.
· Monitor pupils’ participation and progress and provide constrictive feedback to pupils in relation to their progress and achievement.
· Assist in maintaining and analysing records of pupils’ progress.
· Contribute to programmes of observation and assessment as planned by the teacher and provide reports, evaluations and other information to assist in the provision of appropriate support for specific children.
· Support the teaching staff with reporting pupils’ progress and achievements at parents meetings which are usually held outside of school hours.
Mentoring, Supervision and Development
· Contribute to the overall ethos, work and aims of the school by attending relevant meetings and contributing to the development of policies and procedures within the school. Also participate in staff meetings and training days/events as requested.
Behavioural and Pastoral
· Recognise and challenge any incidents of racism, bullying, harassment, victimisation and any form of abuse of equal opportunities, ensuring compliance with relevant school policies and procedures and making sure the individual/s involved understand it is unacceptable.
· Understand and implement school child protection procedures and comply with legal responsibilities.
· Assist in maintaining good discipline of pupils throughout the school and escort and supervise pupils on planned visits and journeys.
· Provide physical support and maintain personal equipment used by the children at the school. Administer medication as agreed.
· Foster and maintain constructive and supportive relationships with parents/carers, exchanging appropriate information, facilitating their support for their child’s attendance, access and learning, and supporting home to school and community links.
· Supervise pupils in the playground and plan and organise play time activities.
· Assist teachers by receiving instructions directly from professional or specialist support staff involved in the children’s education. These may include social workers, health visitors, language support staff, speech therapists, educational psychologists and physiotherapists.
· Develop effective professional relationships with colleagues
· Comply with all school policies relating to: 
· Health and Safety 
· Equal Opportunities 
· Child Protection 
· Confidentiality and data protection (GDPR).
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 
· Uphold public trust in the education profession and maintain high standards of ethics and behaviour, within and outside school
· Have proper and professional regard for the ethos, policies and practices of the school, and maintain high standards of attendance and punctuality
· Demonstrate positive attitudes, values and behaviours to develop and sustain effective relationships with the school community
· Respect individual differences and cultural diversity

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.

2. SEND Support (SENCo Assistant Responsibilities)
· Support the SENCo in coordinating provision for pupils with SEND.
· Maintain accurate SEND records, including provision maps, individual plans, and review documentation.
· Contribute to the preparation and administration of EHCP applications, annual reviews, and meetings.
· Liaise with external professionals (e.g., EPs, SALT, healthcare services) as directed by the SENCo.
· Track progress of SEND pupils and contribute to impact evaluation of interventions.

3. Learning Mentor Responsibilities (Pupil Support & Wellbeing)
· Provide targeted pastoral and emotional support for pupils experiencing barriers to learning.
· Deliver structured interventions to support social skills, emotional regulation, resilience, and behaviour.
· Develop positive, trusting relationships with pupils to support engagement and attendance.
· Support behaviour management strategies aligned with school policy.
· Monitor and report on pupil wellbeing, attendance, and engagement.

4. Family Support Responsibilities
· Build strong relationships with families, acting as a key point of contact for support and communication.
· Provide guidance to parents/carers on strategies to support learning, behaviour, and attendance at home.
· Signpost families to external services (e.g., Early Help, social care, community support).
· Support attendance improvement strategies, including home visits where appropriate.
· Contribute to multi-agency meetings and Early Help processes as required.

5. Safeguarding & Inclusion
· Promote and safeguard the welfare of all pupils in line with school safeguarding policies.
· Act as a vigilant and proactive member of the safeguarding team, reporting concerns promptly.
· Support pupils facing disadvantage, ensuring equitable access to learning and enrichment opportunities.
· Contribute to the school’s inclusive ethos and culture.

6. Collaboration & Professional Practice
· Work collaboratively with teachers, SENCo, SLT, and external professionals.
· Participate in staff meetings, training, and professional development activities.
· Model high expectations and positive relationships across the school community.
· Support whole-school initiatives relating to inclusion, wellbeing, and behaviour.


















Key Skills & Experience

Essential
· Experience working in a primary school or similar educational setting.
· Strong understanding of SEND (including SEMH needs).
· Experience delivering interventions and supporting pupil progress.
· Ability to build effective relationships with children, families, and professionals.
· Good organisational and administrative skills.
· Knowledge of safeguarding procedures.
Desirable
· HLTA status or equivalent experience.
· Experience supporting EHCP processes and/or working alongside a SENCo.
· Training in intervention programmes (e.g., ELSA, nurture, behaviour support).
· Experience of family support or multi-agency working.

Personal Qualities
· Compassionate, patient, and child-centred.
· Resilient and adaptable in a dynamic school environment.
· Strong communication and interpersonal skills.
· Committed to inclusion and improving outcomes for vulnerable pupils.
· Reflective and committed to ongoing professional development.

Safeguarding Statement
This role involves working with children and is subject to an enhanced DBS check. The postholder is responsible for safeguarding and promoting the welfare of children and young people.


Safeguarding 
· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies 
· Promote the safeguarding of all pupils in the school

Additional Requirements
This job description outlines the main duties of the post but does not exclude other duties, which may be undertaken to ensure the efficient operation of the school. Other duties required will be consistent with those listed above and appropriate to the title and grade of the post.

