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HLTA Job Description 

Post: Higher Level Teaching Assistant

Reporting to: Head of School

Liaise with: Head of School, SLT, Teaching Staff, Parents & Governors

Purpose of the role: To​ work independently providing Preparation, Planning and Assessment (PPA) cover with a significant commitment to whole class teaching. To work collaboratively with class teachers to plan, teach and assess an innovative curriculum so all pupils, including pupils with special educational needs and disabilities, may achieve success in line with the school vision, ethos and aims. 

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: 

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

· 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.  

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

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

· Organise and safely manage the appropriate learning environment and resources. 

· Assess pupils’ responses to learning tasks and where appropriate, modify methods to meet individual and/or group needs. 
· To read and become familiar with pupil EHC Plans for pupils with whom you work or may support going forward
· Promote and support the inclusion of all pupils, including those with specific needs, both in the classroom and through intervention work. 
· Within the overall plan set by the class teacher, to assist and devising and extending educational activities and in preparation of the curriculum.  This may include contributing to the development and implementation of personal pupil plans and working on differentiated activities.  
· Use positive 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 cooperatively with others. 
· 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. 
· In accordance with arrangements made by the Head of School, 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. 

· Support pupils in social and emotional well-being, reporting problems to the teacher or Head of School as appropriate.  
· To support the teaching of Literacy, Numeracy, Phonics or other specific curriculum areas as required and agreed by the Head of School
HLTAs in this role may also undertake some or all of the following: 
· Record basic pupil data  

· Support children’s learning through play  

· Assist with break-time/lunchtime supervision including facilitating games and activities  

· Assist with escorting pupils on educational visits 

· Adhere to school policies and procedures relating to safeguarding, particularly the Child Protection & Safeguarding Policy. Supporting Children with Medical Needs Policy, Health and Safety Policy and the School Behaviour Policy 

· When teaching whole classes, if available deploy teaching assistants and learning support assistants confidently and effectively to best support the academic and behavioural needs of pupils in the class or group 

· Attend briefings, relevant meetings and training days, along with sharing good practice with members of staff as part of the commitment to own and others’ professional development 
· To undertake tasks related to pupil’s needs at the request of the class teacher, SLT and Head of School 

· To assist in the efficient operation of the school including providing cover for staff as necessary and as directed by the Head of School or SLT

· To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential or sensitive information including via social media platforms
Note: While every effort has been made to explain the duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from SLT and Governors to undertake work of a similar level that is not specified in this job description.

HLTA PERSON SPECIFICATION 
	 
	Essential 
	Desirable 
 

	Qualifications  
 
	The Higher-Level Teaching Assistant should: 

· Have HLTA status [or qualified teacher experience] 

· Be able to demonstrate levels of numeracy and literacy to GSCE [A-C] 
	In addition, the Higher-Level Teaching Assistant might have: 

· Other relevant qualifications (e.g. Foundation Degree in Education) 

· Training in relevant strategies e.g. literacy/numeracy 

	Experience 
	The Higher-Level Teaching Assistant should have experience of: 

· Working with pupils in school for a minimum of 2 years 

· Working with children who have special educational needs/EAL   

· Planning and teaching individuals, groups and whole classes 

· A good awareness of inclusion, especially within a school setting 
	In addition, the Higher-Level Teaching Assistant might have experience of: 

· Leading and managing other support staff 

· Training or expertise in a relevant curriculum or other learning area (e.g. ICT, maths or literacy) 

	Knowledge and Understanding 
	The Higher-Level Teaching Assistant should have knowledge and understanding of: 

· HLTA Standards  

· Relevant policies, codes of practice and legislation including safeguarding 

· The National Curriculum particularly literacy and numeracy  

· Behaviour management strategies 

	In addition, the Higher-Level Teaching Assistant might have experience of: 

· Multi agency working 

· First Aid 


	Skills 
 
	The Higher-Level Teaching Assistant will: 

· Have effective oral and written communication skills 

· Form effective professional relationships including team working 

· Have good organisational and time management skills 

· Have sound ICT skills 

· Be able to demonstrate the HLTA standards  
· Be able to plan effective activities
· For pupils at risk of underachieving; 

· Develop their knowledge through the evaluation of their own learning needs; 

· Be able to work independently; 

· Remain calm under pressure and be able to adapt to change quickly 
· Provide detailed and regular feedback to teachers on children’s achievements and progress 


	The Higher-Level Teaching Assistant might also be able to: 

· Use coaching and mentoring skills with adults and pupils 

· Demonstrate leadership and line management skills 
· Assist with the development and implementation of Individual Plans

	Other 
	The Higher-Level Teaching Assistant will be able to: 

· Attend school training sessions 

· Have empathy with those facing barriers to their learning 

· An understanding of and a genuine commitment to Inclusion 
	 




