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Headcorn Primary School
Job Description: Higher Level Teaching Assistant (HLTA)
	Grade:
	Kent Range 5 or 6 (dependent on experience)

	Responsible to:
	Class Teacher / SENCO / Phase Leader / Head Teacher


Purpose of the Job:

To work under the direction and guidance of the Head Teacher, SENCO, Phase Leader and class teachers to assist in the educational and social development of the pupils.
Key duties and responsibilities of ALL Higher Level Teaching Assistants:

(in addition to the Teaching Assistant role below)
1. Support the class teacher to develop and implement individual development plans for pupils, including attendance at, and contribution to, reviews.

2. Support the role of parents/carers in pupils’ learning and contribute to meetings with parents /carers to provide constructive feedback on pupil progress/achievement etc.

3. Contribute to the development of policies and procedures.

4. Provide short-term cover supervision of classes for PPA, management release, illness, training etc.

5. Support the work and development of other classroom support staff.

6. Be responsible for the preparation, maintenance and control of stocks of materials and resources.

7. Provide pastoral care to pupils.
8. Support the class and year group staff with behaviour management of pupils.
Key duties and responsibilities of ALL Higher Level Teaching Assistants when covering classes:

1. Monitor and evaluate pupil responses to learning activities through a range of assessment and monitoring strategies against pre-determined learning objectives.

2. Plan learning opportunities, in conjunction with the class teacher, for whole class groups, differentiating delivery and access to activities where necessary for individuals or small groups of pupils.

3. Deliver class teacher’s plans when covering with notice e.g. for PPA, Management Time, training release etc.
4. Deliver class teacher’s plans when covering with little or no notice e.g. for sickness, relief for emergency meetings, etc.

5. Provide feedback and report to class teachers in order to provide evidence of the range and level of progress and attainment.

Teaching Assistant key duties and responsibilities:

1. Work with individuals or small groups of pupils under the supervision of the class teacher and Inclusion Lead.
2. Assist the class teacher and Inclusion Lead with observation and monitoring of the progress of the children, both educationally and socially, maintaining accurate records, in order to ensure documentation of all interventions with the children.

3. Support pupils to understand instructions, support independent learning and ensure inclusion of all pupils.
4. Participate in the implementation of intervention programmes as designated by the Inclusion Lead and class teacher. Duties will include monitoring the progress of pupils educationally and/or socially.
5. Promote positive behaviour patterns, model expected behaviour, raise self-esteem and improve pupils’ independent learning skills to assist their education and growth.

6. Support pupils in social and emotional well-being, reporting problems to the class teacher or senior management as appropriate.
7. Prepare and clear up learning environment and resources, including photocopying, filing and the display and presentation of pupils work and contribute to maintaining a safe environment. 
8. Supervise at playtimes and lunchtimes to ensure the safety and good behaviour of the children outside of the classroom.

9. Have due regard for the health and safety of yourself, your colleagues, pupils and visitors, reporting any issues or concerns to the class teacher, Senior Management or School Business Manager where appropriate. 

10. Have due regard for the safeguarding of all pupils and colleagues, taking normal precautions not to place yourself in a vulnerable position with relation to child protection issues, reporting any concerns to the Designated Safeguarding Leader and following procedures to record these concerns.
Teaching Assistants in this role may also undertake some or all of the following: 

1. Record basic pupil data.
2. Support children’s learning through play.
3. Assist with escorting and supervision of pupils on off-site activities such as Educational Visits, walking to local venues, etc.
4. Support pupils in using basic ICT.
5. Support the class teacher with invigilating exams and tests.
6. Assist pupils with eating, dressing and hygiene, as required, whilst encouraging independence. 
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