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JOB DESCRIPTION

Job Title:		HLTA Higher Level Teaching Assistant

Salary Grade:	Grade 4 points 6-14

Hours/Weeks	37 hours per week TTO plus 5
Hours by arrangement with Management to meet the needs of the Trust. 

Location:	The Westwood Academy and any school sites associated with the Trust

Line Manager:	ERP Lead Teacher

Tenure:	Permanent

Core Purpose:

We are seeking to appoint a skilled and experienced Higher Level Teaching Assistant to work within this specialist provision for students whose primary need is Cognition and Learning. Opening in September 2026, The ERP has been purposefully redesigned to meet the needs of our learners, offering a calm, supportive and nurturing environment. The successful candidate will work closely with students with special educational needs and disabilities to access a bespoke curriculum and deliver targeted interventions aligned with EHCP outcomes, under the guidance of the ERP Lead teacher and SENDCo.

Principle Responsibilities:

To work collaboratively with the ERP Lead, teachers and SENDCo to plan, deliver and evaluate high‑quality learning for pupils with Education, Health and Care Plans (EHCPs). To support students placed in the ERP and to facilitate purposeful inclusion in mainstream lessons. You will play a pivotal role in supporting our amazing young people with Education, Health and Care Plans to thrive within an inclusive environment promoting academic progress through a holistic and purposeful approach to learning.



Responsibility for people (other than employees supervised/managed)
The post has considerable impact on the well-being of individuals or groups both directly and through its contribution to the development of policies which have a direct impact on pupils.


Responsibility for staff: 
The post has some responsibility through advising, guiding, directing and co-ordinating the actions of other staff.

Responsibility for budget: 
The post has no direct responsibility for financial resources

Responsibility for physical resources: 
The post has some responsibility for physical resources in terms of record keeping and the maintenance of data in line with GDPR and Data Protection Act.

Typical tasks, duties and responsibilities:

(Under the direction and supervision of teaching/senior staff)
· Undertake appropriate planning and preparation of lessons and interventions for individuals, groups and whole classes.
· Deliver agreed lessons and learning experiences to individuals, groups and whole groups as required.
· Assess and report the development, progress and attainment of pupils.
· Use specialist skills to undertake activities necessary to meet the physical and emotional needs of pupils as well as special educational needs.
· To work collaboratively with classroom teachers in the planning and implementation of    personal plans for individuals or groups of pupils.
· Establish productive working relationships with pupils providing feedback to them in relation to progress and achievement.
· Manage, prepare and maintain equipment and teaching resources for lessons and activities including the control of stock within the classroom.
· Undertake general classroom administrative tasks as required by the classroom teacher.
· Undertake supervision and discipline of pupils within the procedures of the school.
· Promote pupil independence in learning and curriculum access and employ strategies to recognise and reward achievement of self–reliance
· Support the implementation of specialist programmes under the guidance of the multidisciplinary team, for example speech and language therapists, physiotherapists, sensory support or occupational therapists.
· Liaise sensitively and effectively with other professional staff and when reporting information from/to parents/carers, contributing to meetings to discuss a specific child's progress as appropriate.
· Assist at an appropriate level and within the school's protocols, with the provision of general care and specific care and the welfare of pupils.
· Support and contribute to the overall ethos/work/aims of the school.
· Assist with the supervision of pupils outside of lesson times, during lunchtime. 
· Participate in personal and professional development activities to meet the changing demands of the job.
· Attend and participate in relevant whole school and class meetings as required.

· Other Duties
· Prepare/clear classroom as directed before and after lessons, including the preparation of visual aids, and the display and presentation of pupil's work.
· Assist at an appropriate level, and within the school's protocols, with the provision of general care and welfare of pupils which may include: assist with the personal hygiene routines, e.g. toilet training, changing of incontinent children, dressing and undressing; the changing of soiled clothing and its disposal in an appropriate way; assisting with children's injuries and, where appropriately qualified, administering first aid; assist with the administering of medicines under the direction of the appropriate medical staff; assist with the identification and monitoring of children's general health and welfare.
· Be aware of and comply with policies and procedures relating to child protection, health and safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 
· Support and contribute to the overall ethos/work/aims of the school.
· Assist with group activities within and away from the classroom/school, such as PE and educational visits.
· Participate in personal and professional development activities to meet the changing demands of the job and encourage and support other staff in their development and training.
· Any other duties and responsibilities within the range of the salary grade.


[bookmark: _Hlk42519662]The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Trust’s Equal Opportunities Policy and Code of Conduct.

This job description is intended to provide a broad outline of the accountabilities and responsibilities only. The post holder will need to be flexible in developing the role in conjunction with the line manager. The post holder may be asked to carry out any other delegated duty or task that is in line with their post.

The Trust reserves the right to alter the content of this job description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility.

Child Protection and Safeguarding:
· Kenilworth Multi Academy Trust recognises the responsibility it has under Section 175 of the Education Act 2002, to have arrangements in place to safeguard and promote the welfare of children.
· As a member of staff, you have a professional duty to operate within this policy and practice to adhere to the Trust’s safeguarding arrangements.

Data Protection:
· To be aware of the Trust’s responsibilities under the Data Protection Act and General Data Protection Regulations for the security, accuracy and relevance of personal data held on such systems and ensure that all administrative and financial processes comply with these as relevant to this role.

Confidentiality:
· You are expected to treat all information acquired through your employment, both formally and informally, in strict confidence.  There are strict rules and protocols defining employee access to and use of the Trust’s databases.  Any breach of these rules and protocols will be regarded as subject to disciplinary investigation.  There are internal procedures in place for employees to raise matters of concern regarding such issues as alleged bad practice or mismanagement.



Signed …………………………………………………..Date…..…..…………………….. 
(Post-holder)


Signed……………………………………………………Date……………..……………….
(Line Manager)
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Personal Qualities, 
Qualifications and Experience



	Measured By

	
	Essential
	Desirable
	Application
	Interview Process
	References

	Qualifications and Training

	1
	Right to work in the UK
	ü
	
	ü
	
	

	2
	Five GCSEs Grade C/4 and above or their equivalent including Maths and English
	ü
	
	ü
	
	

	3
	First Aid at Work qualification (Trust will pay for the training and qualification)
	
	ü
	
	
	

	4
	Further qualification in Education
	
	ü
	
	
	

	Professional Experience and Knowledge

	1
	Have a good understanding of the Trust’s organisation, activities and policies, particularly relevant to SENDCO and inclusion
	ü
	
	
	
	

	2
	Awareness of local and national frameworks for special education needs and SEND
	
	ü
	
	
	

	3
	Understand behaviour management strategic and the ability to implement them effectively
	ü
	
	
	
	

	4
	Knowledge to prepare teaching aids and manage learning
	
	ü
	
	
	

	5
	Ability to instruct and explain tasks clearly and in a concise manner and able to communicate effectively at all levels
	ü
	
	ü
	ü
	

	6
	Have good organisational skills
	
	ü
	ü
	ü
	

	7
	Experience of adhering to systems and procedures ensuring school compliance
	ü
	
	ü
	ü
	

	8
	Experience of working a classroom with groups and on a one to one setting
	ü
	
	
	
	

	9
	Understands and demonstrates the importance of confidentiality and discretion
	ü
	
	ü
	ü
	

	10
	Experience of working with young people
	
	ü
	
	
	

	11
	Understanding of assisting teaching staff to achieve lesson objectives
	ü
	
	
	
	

	12
	Experience of building and maintaining effective working relationships
	ü
	
	ü
	ü
	

	13
	Experience of monitoring and recording pupil progress
	
	ü
	
	
	

	14
	Has an understanding and knowledge of GDPR and confidentiality
	ü
	
	ü
	ü
	

	15
	IT literate 
	ü
	
	ü
	ü
	

	16
	Experience of working in a similar role in an education environment
	ü
	
	ü
	ü
	

	Skills and Abilities

	1
	Able to assist with lesson instruction and actively engage with both teacher and pupils during lessons
	ü
	
	ü
	ü
	

	2
	Competent in recording and contributing to the assessment, review and monitoring of pupils.
	ü
	
	ü
	ü
	

	3
	Supports and guides new teaching assistant colleagues
	ü
	
	ü
	ü
	

	4
	Can liaise effectively with parents and carers as required
	ü
	
	ü
	ü
	

	5
	Listens well, communicates clearly and good interpersonal skills
	ü
	
	ü
	ü
	

	6
	Can follow verbal and written communication skills
	ü
	
	ü
	ü
	

	7
	Has a pro-active approach to problem solving and to work collaboratively within a team
	ü
	
	ü
	ü
	

	8
	Relates well to people at all levels, with staff and pupils
	ü
	
	ü
	ü
	

	9
	Follows procedures and policies
	ü
	
	ü
	ü
	

	10
	A good understanding of the needs of students across the age range 11 - 19
	ü
	
	ü
	ü
	

	11
	Knowledge and understanding of child development and the way children learn
	ü
	
	ü
	ü
	

	12
	An awareness of, and sympathetic approach towards the difficulties likely to face children with special needs
	ü
	
	ü
	ü
	

	13
	An understanding of equal opportunity issues and an awareness of what this involves
	ü
	
	ü
	ü
	

	
	Manages time effectively and able to multi-task to meet deadlines
	ü
	
	ü
	ü
	

	Personal Qualities

	1
	Maintains confidentiality and discretion
	ü
	
	ü
	ü
	

	2
	Adapts to the team and can work independently
	ü
	
	ü
	ü
	

	3
	Maintains a positive outlook at work
	ü
	
	ü
	ü
	

	4
	Has a flexible and enthusiastic approach
	ü
	
	ü
	ü
	

	5
	Focuses on pupil and teacher needs and satisfaction
	ü
	
	ü
	ü
	

	6
	Commitment to the safeguarding and welfare of all pupils
	ü
	
	ü
	ü
	

	[bookmark: _Hlk161239291]7
	Promotes and defends equal opportunities
	ü
	
	ü
	ü
	

	9
	This post is subject to an enhanced Disclosure and Barred Service check, social media, overseas and references checks.
	ü
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