Lancashire County Council
	Job description for the post of: Higher Level Teaching Assistant / Teaching Assistant Co-ordinator

	Directorate: Children and Young People
	Location:
	Poulton St Chad’s

	Establishment or team:
	     
	Post number:
	     

	Grade:
	Grade 7

SCP 19-25
	Line manager:
	Designated senior member of staff but subject to supervision by the classroom teacher in respect of teaching and learning activities.
	Car user:
	     

	Staff 
responsibility: Teaching Assistants where appropriate
	Number of staff 
directly supervised:      
	Which business plan covers this post?      

	Core Purpose
Making Lancashire a place where everyone matters. A place where everyone can enjoy equal and quality life chances and be respected in their communities.

Corporate Objectives
Lancashire a place where people can

· Feel safe
· Lead healthy lives

· Get help if they need it

· Learn and develop

· Work and prosper

· Travel easily and safely

· Enjoy a high quality environment 
The purpose of this job is:

	1. Under an agreed system of supervision, plan role in lesson, preparing, delivering, assessing, reporting and marking learning activities for individuals/groups or short term for whole classes.

	2. To advise and support staff in specialist areas within the school.

And/or  

	3. To co-ordinate the work, management and development of other Teaching Assistants.   


	Core tasks :  (Activities relating to pupil progress will be subject to the agreed system of supervision)

In addition to the following duties, the postholder may be required to undertake any of the duties normally associated with lower graded Teaching Assistant posts

Support for Pupils
· To assess the needs of pupils and to differentiate curriculum content to support pupils' learning.
· To develop and implement pupil's 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 worksheet 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 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/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 

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

· 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.

	Note:  In addition other duties at no higher level of responsibility may be interchanged with/added to this list as required.

	Prepared by:
	LCC and Poulton St Chad’s
	Date:
	18.3.25     


Equal opportunities

We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work.

Health and safety  
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy.
Safeguarding Commitment 

This school is committed to safeguarding and protecting the welfare of children and young people and expects all staff and volunteers to share this commitment. 
