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JOB DESCRIPTION

Job Title: 		Higher Level Teaching Assistant (HLTA)
Grade:			4
Job Location:	New Penshaw Academy | Trust: Inspire Multi Academy Trust
Responsible to: 	Head Teacher
Contract: 		Permanent | Hours: Full-time, term-time only
Start date: 		Subject to safer recruitment clearances 

Purpose of the post
To support high-quality teaching, learning, inclusion and pupil wellbeing throughout the school, through regular PPA cover, targeted interventions and wider operational support. To support and assist teachers as part of a professional team to contribute to raising standards of pupils' achievement and to undertake a range of learning activities under the professional direction and supervision of qualified teachers and/or senior colleagues, in line with the school's policies and procedures. 

The postholder works under the direction and supervision of qualified teachers and within the responsibilities appropriate to an HLTA.

Principal Responsibilities  
· Providing support for pupils, teachers and the whole school as outlined below. 

Teaching, learning and PPA cover
· Provide regular timetabled cover for teachers’ PPA, delivering appropriately planned learning under the direction and supervision of a qualified teacher and in line with the specified-work regulations.
· Lead learning activities across primary and mixed-age classes, maintaining effective routines, positive behaviour and appropriate differentiation.
· Deliver PE lessons safely, following school risk assessments, curriculum plans, safe equipment practices and appropriate training.
· Communicate pupils’ learning, progress and any concerns to the class teacher; contribute to preparation and feedback without assuming a teacher’s statutory responsibilities.

Support for the Teacher 
· Assisting in the preparation and reproduction of learning materials and the management of resources. 
· Assisting in the deployment and setting up of equipment and resources and making them ready for use in order to organise the teaching environment. 
· Overseeing the care and cleanliness of the teaching environment, equipment, apparatus and materials. 
· Assisting in the preparation of display materials and the copying and duplication of teaching materials. 
· Supporting teaching staff or senior colleagues with routine administration ie. 
· filing reports, distributing leaflets and reports 
· Contributing to the assessment of pupils' progress and development as directed by the teacher through observations, basic record-keeping and discussion with the teacher.
· Carrying out targeted work and care, as stated in the Education, Health and Care Plans (EHCP). 

Support for the Pupil 
· Supervising the use of equipment as required to maintain pupils' needs and support their participation in learning tasks and activities. 
· Assisting in ensuring that the length of time spent on tasks and activities is consistent with the individual pupil's needs and according to instructions. 
· Assisting pupils to carry out programmes set by teaching staff. 
· Assisting individual pupils or small groups of pupils in classroom activities under the specific direction of the teacher and/or other support staff. 
· Supporting all pupils included in a mainstream setting, support base, home base or special school, or any other learning environment as appropriate. 
· Maintaining awareness of pupils' needs and targets. 
· Assisting with distressed children under the general direction of teaching staff or other members of the support staff. 
· Assisting in the provision of activities for the fullest development of the pupils which may involve work outside the school base and in the local community. 
· Undertaking duties in connection with personal hygiene and welfare of  pupils as directed by the teaching staff. 
· Having and applying a higher level of understanding of SEN, as determined by the SEN Code of Practice. 

Interventions and assessment
· Deliver targeted individual and group interventions, including systematic synthetic phonics aligned to the school’s adopted programme.
· Support early reading, writing, mathematics, communication and language and other identified learning priorities.
· Monitor and record intervention attendance, progress and impact; share findings with teachers and the SENCo.

SEND, inclusion and wellbeing
· Adapt activities for pupils with SEND, disabilities and differing levels of attainment, following agreed provision plans and risk assessments.
· Promote dignity, independence, positive relationships, emotional regulation and inclusion.
· Work with teachers, the SENCo and other professionals as directed.

Personal and intimate care
· Provide personal and intimate care where required, including toileting, changing and hygiene support, in accordance with the school’s intimate care policy and individual care plans.
· Respect pupil dignity, privacy, communication, consent/assent and independence; follow safeguarding and recording procedures.
· Use appropriate PPE, infection prevention measures and safe moving/handling practices; undertake training and competency assessment before specialist procedures.
· Report concerns promptly, including safeguarding concerns, changes in needs or difficulties delivering a care plan safely.



Wider school responsibilities
· Support day-to-day organisation, transitions, assemblies, trips, resources and school events as reasonably directed.
· Work collaboratively with colleagues and respond flexibly to school priorities within the scope and grade of the post.
· Maintain safe, orderly learning environments and follow health and safety procedures.
· Assisting in the supervision of pupils during the day and in the playgrounds/school grounds as required. 
· Assisting in ensuring that pupils adhere to the behaviour policy of the school and providing feedback to teaching staff and senior colleagues on the effectiveness of strategies used
· Contributing to the whole School’s Self Evaluation process. 

Professional Values and Practices 
· Having high expectations of all pupils; respecting their social, cultural, linguistic, religious and ethnic backgrounds; and being committed to raising their educational achievement. 
· Treating pupils consistently with respect and consideration, and being concerned with their development as learners. 
· In line with the school's policy and procedures, using behaviour management strategies which contribute to a purposeful learning environment. 
· Working collaboratively with colleagues as part of a professional team; and carrying out roles effectively, knowing when to seek help and advice from colleagues. 
· Reflecting upon and seeking to improve personal practice. 
· Working within schools’ policies and procedures and being aware of legislation relevant to personal role and responsibility in the school. 
· Recognising equal opportunities issues as they arise in the schools and responding effectively, following schools’ policies and procedures. 
· Building and maintaining successful relationships with pupils, parents/carers and staff. 

Safeguarding and professionalism
· Follow the current Keeping Children Safe in Education requirements, school child protection procedures, staff code of conduct and reporting routes.
· Maintain confidentiality, comply with data protection requirements and uphold equality and professional boundaries.
· Participate in training, professional development and appraisal and undertake other reasonable duties consistent with the post and grade.
· This description may be reviewed in consultation with the postholder. Duties involving specified teaching work must remain within applicable legal conditions and appropriate teacher direction and supervision.

The post holder must promote and safeguard the welfare of the children and young people that they are responsible for, or come into contact with. 
 
The post holder must act in compliance with data protection principles in respecting the privacy of personal information. 
 
The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of records and information. 
 
The post holder must carry out their duties with full regard to the Equal Opportunities Policy, Code of Conduct, Child Protection Policy and all other Policies.

The postholder must comply with the Health and safety rules and regulations and with Health and Safety legislation.  
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