HYNDBURN PARK PRIMARY SCHOOL

JOB DESCRIPTION – HIGHER LEVEL TEACHING ASSISTANT
Job specification for:

Title of post:

HLTA


Salary grade:

Grade 7; SCP 19 - 25
Weeks worked:

39
Hours:
31 hours 40 minutes (08:30 – 12:00 and 12:50 – 15:30 Monday – Friday, and 15:30 – 16:30 on Mondays to attend staff meetings.  
Responsible to:
All members of the school’s leadership team and senior management team, subject leaders, and the class teachers in whose classes you work

Responsible for:
Teaching assistants in the classes you work with.
Job Purpose
Under an agreed system of supervision, supporting qualified teacher as a part of a professional team, plan their role in lessons, preparing, delivering, assessing, reporting and marking learning activities for individuals / groups and classes as agreed on a termly basis.
Teach classes each afternoon on an agreed timetable (planned each term or half term), and cover classes each morning for absent colleagues.

Contribute to a range of teaching, learning and pastoral activities in areas where there is expertise.

Advise and support staff in specialist areas within the school and co-ordinate the work, management and development of other teaching assistants, where appropriate.

Main Activities
Activities relating to pupil progress will be subject to the agreed system of supervision.

In addition to the following duties, the post holder may be required to undertake any of the duties normally associated with a lower graded Teaching Assistant post.
Support for Pupils

· To assess the needs of pupils and to differentiate curriculum content to support pupils' learning.

· To develop and implement pupils’ Individual Educational Plans.

· To support pupils as part of a planned inclusion programme.

· To develop positive relationships with pupils and staff to assist pupil progress and attainment.

· To monitor and evaluate pupil responses to learning activities.

· Within an agreed system of supervision, to plan challenging teaching and learning objectives.

· To take responsibility for implementing agreed systems for pupil supervision and the management of pupil behaviour.

· To undertake classroom administrative tasks.

· To monitor and record progress and achievement in lessons / activities systematically and provide evidence of range and level of progress and achievement.

· To produce lesson plans and medium term plans.

· To administer pupil work experience where necessary.
· To undertake marking of pupils’ work and record achievement.

· To administer / mark tests and invigilate examinations.

Support for the School

· To organise and manage a purposeful, orderly and supportive environment for learning.

· To support the promotion of positive relationships with parents and outside agencies.

· To contribute to / lead meetings, on an individual basis, with parents to provide feedback on pupil progress / achievement.

· To utilise own strengths and areas of specialist expertise to advise and support other school staff in specialist areas.

· To support the provision of out of school learning activities within guidelines established by the school.

· To contribute to the identification and execution of appropriate out of school learning activities which consolidate and extend work carried out in class.

· To work within school policies and procedures.

· To attend staff training as appropriate.

· To take care of their own and other people's health and safety.

· To co-ordinate and supervise the work of Teaching Assistants and hold team meetings as appropriate.

· To ensure appropriate induction arrangements for all new Teaching Assistants including monitoring arrangements and operation of probationary arrangements, where appropriate.

· To undertake recruitment / appraisal / training / mentoring for other teaching assistants where appropriate.

· To assist in the identification and delivery of development needs.

· To ensure effective communication arrangements.

· To co-ordinate the utilisation of volunteer helpers.

· To be aware of the confidential nature of issues related to home / pupil / teacher / school work.
Support for the Curriculum

· To deliver learning activities including literacy and numeracy programmes, to pupils within an agreed system of supervision, adjusting activities in accordance with pupil needs.

· To select and prepare resources necessary to lead learning activities, taking account of pupils’ interests and language and cultural backgrounds.

· To support the use of ICT in learning activities.

General
· At all times to carry out the duties in accordance with school-based policies and health and safety procedures;

· To participate in the school’s appraisal scheme where appropriate;

· The duties may be varied by the headteacher and / or governing body to meet changed circumstances in a manner compatible with the post held.
· Follow the Belongings and Relationships Policy.

· Follow our School Values.
· Follow our School Values.
· To read, understand, sign and follow the Expectations of Staff handout
In addition, other duties at no higher a responsibility level may be interchanged with / added to this list at any time.

This job description is to be reviewed annually.  Elements of the job description may be re-negotiated at any time at the request of either party, and with the agreement of both.

Signed: 

             Date:








(Headteacher)

Signed: ____________________________ Date: __________________________




(HLTA)

Date for review:
JULY 25
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