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Job Title:   Higher Level Teaching Assistant           
	School:
	Birchwood 

	Grade:
	Kent Range 5 

	Responsible to:
	Line Manager 


Purpose of the Job:

To work collaboratively with all Teaching staff to support teaching and learning.

To be involved with driving up standards in Teaching and Learning, provide general and specific assistance to pupils and staff under the direction, guidance and direct supervision of the classroom teacher or SLT.

To work with the Examinations Officer to ensure that all aspects of public and internal examinations are carried out effectively and meet legal requirements as necessary.

To carry out interventions, record outcomes and impact for individuals and groups of pupils.

To ensure a variety of data is collated for each pupil prior to arrival at Birchwood and carry out specific testing to collect data on pupils after arrival at Birchwood.

Management of pupil data and accurate record keeping to assist the SLT, teaching staff and support staff to inform lesson planning and intervention planning.

To act as Cover Supervisor when required to ensure continuity of teaching for pupils at Birchwood.

To oversee, on a day to day basis, the line management of other Teaching Assistants to ensure the smooth running of Birchwood.

Key Duties and Responsibilities

Data

· To collate BPSD, SATs and CATs data for each pupil prior to arriving at Birchwood and other data as necessary.
· To carry out CATs testing where data is unavailable for pupils from their home school.
· To be responsible for carrying out assessments three times per year (or as necessary) for all pupils that enter and leave Birchwood including BPSD, reading age, spelling age, dyslexia screening, Boxall and risk assessments.  Other tests might also be required. 
· Complete baseline testing in English and Maths on arrival at Birchwood
· Collect assessment data, collate reports and prepare for parent open days three times per year.
· To record and keep accurate records of all pupil data.
· To compile reports and share data with all staff and SLT as required.
Interventions

· To set up, carry out and evaluate impact of a wide variety of group and individual interventions.
· To ensure testing takes place at the start and end of each intervention period.
· To maintain records in Edukey.
Examinations
To assist and support the Examinations Officer to:-
· To organise the administration of all examinations (including modular tests) in liaison with the Examinations Officer including the preparation of timetables, allocation of rooms, organisation of seating plans and staffing requirements.
· To assist to write and keep examination policies updated.
· To organise “special arrangements” for students with special educational needs in liaison with the SENCO and arrange for “special consideration” appeals in regard to students who have been disadvantaged in some way.
· To deal with any parent/carer enquiries relating to any public examination issues.
· To deal with any queries, appeals and script requests after results have been received in liaison with the Head.
· To be on site on the examination results day to carry out necessary administration tasks.
· To co-ordinate entries and withdrawals in liaison with the Examinations Officer.
· Keep updated with JCQ and other Boards regulations and share information with staff as appropriate.
· To be responsible for the administration  of all internal examinations in liaison with the Examinations Officer.
· To support teachers with advice and guidance on examination requirements for new courses they would like to introduce.
· To ensure correct procedures and environments are available for examinations
Cover Teacher

· To act as a cover teacher as and when required to ensure that good teaching is consistently delivered to all pupils
Duty Supervisor

· To ensure that all staff are in their correct duty positions at each duty period of the day, delegating staff as per the timetable or making day to day adjustments as necessary in liaison with the Head.  Take a duty point each duty period.
Teaching Assistant

· Work with individuals or small groups of pupils in the classroom under the supervision of teaching staff and provide feedback to the teacher
· To support independent learning and inclusion of all pupils
· Support the teacher in behaviour management and keeping pupils on task
· Support pupils in social and emotional well-being, reporting the teacher as appropriate
· Prepare and clear up the learning environment including photocopying, filing and the display and presentation of pupils work and contribute to maintaining a safe environment
· Assist with escorting pupils on school trips
There may be other tasks that the Head Teacher designates.

Person Specification:   Higher Level Teaching Assistant
The following outlines the criteria for this post.   Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.

	
	CRITERIA 

	QUALIFICATIONS

	Level 1 or 2 Diploma (or equivalent) 
English & Maths to GCSE Grade C or equivalent

	EXPERIENCE


	Successful relevant experience of working with challenging young people.

Requires knowledge and procedures for supporting and leading learning activities in a specialist area. 

Knowledge of curriculum data systems

	SKILLS AND ABILITIES


	Ability to relate well to children and adults, understanding their needs and being able to respond accordingly.

Good influencing skills to encourage pupils to interact with others and be socially responsible.

Excellent communication, listening and observation skills

Ability to deal with difficult/sensitive situations.

Ability to manage confidential information.

Organisational abilities and accurate record keeping skills.

Good inter-personal skills.

High level written communication skills – including report writing.

	KNOWLEDGE


	Have good working knowledge of relevant policies and procedures relating to Safeguarding, health and safety, GDPR, equal opportunities and confidentiality.

Sound knowledge and understanding of child development.

Knowledge of barriers to learning.

Demonstrate an understanding of confidentiality and safeguarding issues in a school setting.


Footnote:
This job description is provided to assist the post holder to know their principle duties.  It may be amended from time to time in consultation with you without change to the level of responsibility appropriate to the grading of the post.


