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	Job Description


	Job Title:
	Higher Level Teaching Assistant

	Location:
	Ryarsh Primary School

	Grade:
	Kent Range 6 (pro rata)

	Weeks per year:
	38 (term time only)

	Responsible to:
	Headteacher


1. PURPOSE OF JOB

The Primary focus of the post will be to work under the professional direction of a teacher as part of the professional team to support learning activities for pupils.  The post holder will plan, prepare and deliver lessons and assess record and report on the development, progress and attainment of pupils.  Within an agreed system of supervision the HLTA would deliver lessons set by or with teachers.
The post holder will be expected to progress pupils’ learning and to assess, record and report on development, progress and attainment as agreed with the teacher.

2. DIMENSIONS
Budget:  

None

Subordinates:
None

Work with classes of 30 pupils

3. PRINCIPAL ACCOUNTABILITIES
· Organise and manage an appropriate learning environment using teaching and learning objectives to plan challenging lessons/work plans as appropriate, under agreed systems of supervision, to ensure pupils development, progress and attainment.
· Deliver learning activities to pupils, adjusting activities according to pupils’ needs and selecting/preparing necessary resources to lead learning activities, providing feedback in order to support pupils’ learning.
· Monitor and evaluate pupil responses to learning activities through a range of assessment and monitoring strategies against pre-determined learning objectives, providing feedback and reports to teachers in order to provide evidence of the range and level of progress and attainment.
· Support the role of parents in pupils’ learning and lead meeting with parents to provide constructive feedback on pupils’ progress to ensure pupils achieve their best results.
· Act as a role model and establish clear framework for discipline in line with established policies, anticipate and manage behaviour in order to promote pupils’ self control and independence to ensure good behaviour and respect for others is maintained.
· Use detailed knowledge and specialist skills to support pupils’ learning, establishing productive working relationships, promoting inclusion and working to support pupils consistently whilst recognising and responding to individual needs.  This will ensure equality of opportunity and ensure learning outcomes are achieved for all pupils.
· Understand and comply with policies and procedures relating to child protection, equal opportunities, health, safety, security, confidentiality and data protection, reporting concerns to an appropriate person in order to maintain a safe and secure learning environment.
· Contribute to the overall work/aims of the school and, in liaison with the teacher, establish constructive relationships and communicate with other agencies/professionals, in order to support the achievement and progress of pupils.
· Participate in training and other learning activities as required and attend relevant meeting to ensure own continuing professional development.

ADDITIONAL ACCOUNTABILITIES
· Provide cover for classes as required, in the absence of the regular classteacher.

· Provide administrative support for the Headteacher and office staff, as required and as time allows.
4. NECESSARY EXPERIENCE
· Successful relevant experience of working with children of relevant age within a learning environment.
· Meet Higher Level Teaching Assistant standards – see DfES/TTA document “Professional Standards for higher level teaching assistants” for further information.
· Have qualifications in Maths/numeracy and English/literacy equivalent to at least NVQ2.
· Have NVQ 3 for Teaching Assistants or equivalent.
· Full working knowledge of relevant policies, codes of practice and legislation plus working knowledge and experience of implementing national curriculum and other relevant learning programmes.
· Good understanding of child development with the ability to apply behaviour management policies and strategies which contribute to a purposeful learning environment.
· Be able to work effectively as part of a team and contribute to group planning etc. but also be able to work independently and on own initiative.
· Must be flexible with effective time management skills.
· Be able to work calmly under pressure with the ability to adapt quickly and effectively to changing circumstance/situations.
· Have a creative approach to problem solving and use this to inspire and motivate pupils.
· Must have excellent communications skills in order to build rapport with adults and children, both verbally and in writing.  
· Must have ability to critically evaluate own performance.

5. SCOPE FOR IMPACT
Support staff in schools and especially HLTA make a strong contribution to pupils’ learning and achievement.  Teachers’ professional training, knowledge and experience enable them to take overall responsibility for pupils’ learning.  They are not, however, required to take sole responsibility for every aspect of each lesson that is taught.  The HLTAs provide support to teachers and schools allowing qualified teachers to make even more effective use of their time, professional knowledge, skills and understanding.  HLTAs contribute to pupils’ learning and will have a significant impact on pupils’ achievement. 

6. JOB CONTEXT
HLTAs will be expected to work effectively with individual pupils, small groups and whole classes under the direction and supervision of a class teacher.  They will contribute to, and need to demonstrate skills in, planning, monitoring, assessment and class management.  HLTAs would also be expected to work as part of the school team and contribute to plans to ensure the school meets its aims.  The post holder must work within the relevant policies, codes of practice and legislation reporting any concerns to the relevant person.  The post holder must have excellent communications skills to be able to inform, persuade, inspire and motivate pupils and provide feedback to other professionals and parents as required.

7. ORGANISATION (not Line Management responsibilities)

Headteacher


|

Class Teacher


|

Higher Level Teaching Assistant
8. CHANGE STATEMENT
As a result of the Government’s initiative “School Workforce Reform” and the National Agreement “Raising Standards –Tackling Workloads” new ways of employing support staff in schools are being sought.  The National Workload agreement suggests that schools should deploy more staff in extended roles including Higher Level Teaching Assistants.

9.
Additional

In addition to the job description of HLTA the post holder will support the class teacher undertaking the roles and responsibilities as detailed below

Duties & Responsibilities
· To work under the direction and guidance of the headteacher, and class teacher, to assist in the educational and social development of the pupils.
· Provide teaching support in small groups and where necessary be assigned to individual pupils in order to aid the teacher.
· Liaise with the class teacher to understand the objectives of each session.
· Assist the teacher with observation and monitoring of the progress of the children, both educationally and socially.
· Promote positive behaviour patterns, raise self-esteem, and improve independent working in children to assist their education and growth.
· Tend to the hygiene and physical needs of individual pupils and assist children to dress and undress for PE, etc.
· Supervise in PE lessons and at playtime to ensure the safety of the children. Participate and supervise pupils in off-site activities.
· Make materials for teachers’ or pupils’ use as directed by the class teacher and assist where necessary with preparation and clearing away of the classroom and materials to ensure effective and efficient teaching.
· To support the class teacher for PPA cover time, for golden time or circle time or any other area.  The class teacher will plan for the expected and arranged areas of the curriculum.

Such other duties as the headteacher or class teacher may from time to time require.

Safeguarding

Ryarsh Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
This job description describes in general terms the normal duties which the post holder will be expected to undertake.  However, the job description or the duties contained therein may vary or be amended from time to time without changing the level of responsibility associated with the post and will be reviewed annually through the Performance Management Process.

Signed: ………………………………………….……….(post holder) Date: ……………….……………..

Signed: ……………………………….……………….…(Headteacher) Date: ……………………………
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