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Higher Level Teaching Assistant 
Job Description and Person Specification

	Job Title:
	Higher Level Teaching Assistant

	Reporting to:
	Phase Leader

	Base location
	St Nicolas and St Mary CE Primary School

	Contract type
	Temporary Contract
Xx hrs per week, Tues-Thurs, Term Time Only

	Salary
	£XX,XXX – £XX,XXX
NJC Pay Scale, Grade 8, Scale Point Range 20 - 24

	Key Terms and Conditions:
	Support Staff




Job Purpose

To contribute to a wide range of teaching and learning activities, and to assist and support the work of qualified teachers.  To work within the statutory frameworks relevant to the role.

Principal Accountabilities

The Higher Level Teaching Assistant duties are: 

General duties

a) To support pupils’ learning and to contribute effectively and with confidence to the classes in which you are involved;
b) To be familiar with the school curriculum, the age-related expectations of pupils, the main teaching methods and the testing/examination frameworks in the subjects and age ranges in which you are involved;
c) To understand the aims, content, teaching strategies and outcomes for lessons in which you are involved and the place of these in the related teaching programme; 
d) To use ICT to advance pupils’ learning, and use common ICT tools for personal and pupils’ benefit;
e) To adopt a range of strategies, in line with the schools’ policy and procedures, to establish a purposeful learning environment and to promote good behaviour;
f) To demonstrate and promote the positive values, attitudes and behaviour you expect from the pupils you work with;
g) To have high expectations of all pupils; respect their social, cultural, linguistic, religious and ethnic backgrounds, and be committed to raising their educational achievement;
h) Plan, deliver and evaluate learning activities for individuals, groups and whole classes;
i) To build and maintain successful relationships with pupils, treat them consistently, with respect and consideration, and be concerned for their development as learners;
j) To work collaboratively with colleagues, knowing when to seek help and advice;
k) To contribute effectively to teachers’ planning and preparation of lessons;
l) Working within a framework set by the teacher, to plan your role in lessons including how to provide feedback to pupils and colleagues on pupils’ learning and behaviour;
m) To contribute effectively to the selection and preparation of teaching resources that meet the diversity of pupils’ needs and interests;
n) To contribute to the planning of opportunities for pupils to learn in out-of-school contexts, in accordance with school policies and procedures;
o) To support teachers in evaluating pupils’ progress through a range of assessment activities and contribute to maintaining and analysing records of pupils’ progress. To monitor pupils’ participation and progress, providing feedback to teachers, and giving constructive support to pupils as they learn;
p) To monitor pupils’ responses to learning tasks and modify your approach accordingly;
q) To promote and support the inclusion of all pupils in the learning activities in which they are involved;
r) To advance pupils’ learning in a range of classroom settings, including working with individuals, small groups and whole classes where the assigned teacher is not present;
s) Where relevant, to guide the work of other adults supporting teaching and learning in the classroom; 
t) To recognise and respond effectively to equal opportunities issues as they arise, including by challenging stereotyped views, and by challenging bullying or harassment, following relevant policies and procedures;
u) To organise and manage safely the learning activities, the physical teaching space and resources for which responsibility has been assigned;
v) To liaise sensitively and effectively with parents and carers, recognising their roles in pupils’ learning;
w) To improve own practice, including through observation, evaluation and discussion with colleagues; and
x) Lead whole-class sessions in the absence of a teacher.

Other
1. Christian principles underpin the way the organisation runs and its partnership with schools and academies and the post-holder must be committed to the organisation’s vision and values.
2. The above responsibilities are subject to the general duties and responsibilities contained in the Statement of Conditions of Employment for support staff. The postholder is expected to work to the best of their ability, to be diligent, honest and ethical in the performance of duties, and to conduct personal and professional life to the highest standard such that public confidence in their integrity is sustained.
3. This job description does not form part of the contract of employment and is not a comprehensive definition of the post. The duties of this post may vary from time to time according to the needs of the school/Trust following consultation with the job holder. It will be reviewed periodically.
4. The postholder is expected to participate and engage with workplace learning and development opportunities to continually improve their own performance.
5. The postholder may deal with sensitive material and should maintain confidentiality in all school related matters as set out in their statement of terms and condition of employment.
6. Information about how and why we collect your data can be found in the DCAT Privacy Notice - Staff, Governors & Volunteers which you are required to comply with.
7. You are expected to take reasonable care of your own health and safety and to be mindful of the safety of others, to cooperate with instructions, to minimise and mitigate potential hazards and risks to others, and to appropriately report hazards, illnesses, or injuries in accordance with our Health & Safety Policy.

Safeguarding

The Diocese of Chichester Academy Trust is committed to safeguarding and promoting the welfare of children, young people and adults. We have a robust safeguarding and child protection policy, and all staff will receive training relevant to their role at induction and throughout employment at the school/Trust. We expect all staff and volunteers to share this commitment. This post is subject to satisfactory references and enhanced Disclosure and Barring Service criminal records check for work with children. For further information about what is required in this process please go to https://www.gov.uk/dbs-check-applicant-criminal-record.  An online search will be undertaken for shortlisted candidates as part of the recruitment process on information available in the public domain. Candidates should disclose anything that may be relevant in line with Keeping Children Safe in Education.  
 
The Diocese of Chichester Academy Trust is committed to meeting the needs of our diverse community and aim to have a workforce reflecting this diversity. 

Diversity, Equity, and Inclusion (DEI): 
DCAT is committed to diversity, equity and inclusion, and to creating a workplace where everyone is valued and supported. We welcome applications from people of all backgrounds and are dedicated to ensuring fair, inclusive and transparent recruitment and employment practices, enabling all staff to thrive.




[bookmark: _Hlk39669727]Person Specification 	Comment by Joanne Whitmore (DCAT): Please review as to whether these are essential or desirable and amend if needed

	Qualifications:
	Essential
	Desirable

	· Achievement of the Professional Standards for Higher Level Teaching Assistants or able to demonstrate equivalent experience as approved by the Headteacher
	· 
	

	· QCF level 2 in maths and English
	· 
	

	Experience and Knowledge: 
	Essential
	Desirable

	· Ability to contribute effectively to teachers’ planning and preparation of lessons
	· 
	

	· Ability to plan own role in lessons including how feedback will be provided to pupils and colleagues on pupils’ learning and behaviour
	· 
	

	· Ability to contribute effectively to the selection and preparation of teaching resources that meet the diversity of pupils’ needs and interests
	· 
	

	· Ability to support teachers in evaluating pupils’ progress through a range of assessment activities
	· 
	

	· Ability to monitor pupils’ responses to learning and modify approach accordingly
	· 
	

	· Ability to contribute to the maintenance and analysis of records of pupils’ progress
	· 
	

	· Ability to communicate effectively and sensitively with pupils to support their learning
	· 
	

	· Able to converse at ease with customer and provide advice in accurate spoken English
	· 
	

	· Ability to work collaboratively with colleagues as part of the school team
	· 
	

	· Ability to guide the work of other adults in the learning environment
	· 
	

	· Ability to liaise sensitively and effectively with parents and carers, recognising their roles in pupils’ learning  
	· 
	

	· Ability to recognise and respond effectively to equal opportunities issues as they arise
	· 
	

	· Knowledge of the statutory framework relevant to the HLTA role
	· 
	

	· Specialist knowledge and experience e.g. in behaviour management, pastoral care, early years, special educational needs or individual subject areas
	· 
	

	· Knowledge of the legal definition of Special Educational Needs (SEN), and familiarity with the guidance about meeting SEN given in the SEN Code of Practice
	· 
	

	· Knowledge of a range of strategies to establish a purposeful learning environment and to promote good behaviour
	· 
	

	· Knowledge of the key factors that affect the way pupils learn
	· 
	

	· Experience of working as a Teaching Assistant or equivalent experience of working with children or young people 
	· 
	

	· Experience of using ICT to advance pupils’ learning, and experience of using common ICT tools for own and pupils’ benefit
	· 
	

	· Experience of working in a range of settings or with more than one year group
	
	· 

	Personal Qualities:
	Essential
	Desirable

	· Adaptable
	· 
	

	· Innovative
	· 
	

	· Organised
	· 
	

	· Personable
	· 
	

	· Commitment to personal development and willingness to undertake training
	· 
	

	· Demonstrate commitment to supporting children’s education and wellbeing
	· 
	

	· Experience of working in a school or educational environment
	
	· 

	· Strong organisational skills and attention to detail
	
	· 

	Church Trust
	Essential
	Desirable

	· Support and uphold the vision and values of the Trust
	· 
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