TEACHING AND LEARNING – HLTA
Summary of main conditions of service and full job description evaluated according to the Council’s Job Evaluation scheme.

Duties Include:
· To deliver learning activities to whole classes during the teachers’ PPA and leadership time
· Work in partnership with the class teacher in class to deliver learning activities and interventions 
· Taking responsibility for planning challenging learning objectives and lesson plans in consultation with the relevant class teacher

· Selecting and preparing appropriate resources to lead learning activities
· Using initiative to assess and evaluate pupils’ needs, and leading the delivery of learning activities

· Assess pupil responses to learning tasks and, where appropriate, modify tasks to meet the pupils’ needs and advise the teacher. 
· Assessing and marking children’s work, to inform future planning and update the relevant class teacher about progress of children within the lesson. 

· Supporting pupils in lessons, small groups and 1:1, enable pupils with specific learning needs to access their curriculum.

· Assist with playground cover at break time and lunchtime. 
· Undertake administrative tasks at the direction of the Senior Leadership Team, including assisting with assessments and statutory testing. 

Working Pattern:
· Term Time Only (TTO) 39 weeks per annum
· Hours are 32.50 per week.
Conditions of Service Applicable:
· NJC for Local Government Services (Green Book)
Grade:
· Scale 5
Pay Points:
· 12 to 15

Method of Payment:
· Monthly (15th)
Annual Leave:

· The annual leave year is the 12 month period beginning 1 April each year.
· For TTO staff an allowance is made in the TTO notional pay and hours calculation for annual leave and 8 Bank Holidays.  Leave is taken during school closure periods.

· For AYR staff annual leave entitlement may be taken on term days to be agreed with managers and in school holidays. The entitlement must be pro rata for AYR part-time staff who do not work every day. 

Annual leave entitlement 

	Grouping by SCP and Grade
	Entitlement in working days

	Spinal Column Point
	Grade
	Less than 5 years local government service
	More than 5 years local government service

	12 - 15
	Scales 5 and 6


	27
	29


Included in the above entitlement is one concessionary day applicable to employees in post on 25th December which may be taken during the Christmas period, plus the two former extra-statutory days. 

JOB DESCRIPTION
TEACHING AND LEARNING – HLTA
Grade:   Scale 5
Purpose of the Job

· To deliver learning activities to whole classes during the teachers’ PPA and leadership time
· Work in partnership with the class teacher in class to deliver learning activities and interventions 

· Taking responsibility for planning challenging learning objectives and lesson plans in consultation with the relevant class teacher

· Selecting and preparing appropriate resources to lead learning activities
· Using initiative to assess and evaluate pupils’ needs, and leading the delivery of learning activities

· Assess pupil responses to learning tasks and, where appropriate, modify tasks to meet the pupils’ needs and advise the teacher. 
· Assessing and marking children’s work, to inform future planning and  update the relevant class teacher about progress of children within the lesson. 

· Supporting pupils in lessons, small groups and 1:1, enable pupils with specific learning needs to access their curriculum.

· Assist with playground cover at break time and lunchtime. 
· Undertake administrative tasks at the direction of the Senior Leadership Team, including assisting with assessments and statutory testing. 

Main Responsibilities

1. SUPPORT FOR PUPILS


· Use specialist (curricular/learning) skills, training and experience to support pupils

· Assist with the development and implementation of IEPs

· Establish productive working relationships with pupils, acting as a role model and setting high expectations

· Promote the inclusion and acceptance of all pupils within the classroom

· Support pupils consistently whilst recognising and responding to their individual needs 

· Encourage pupils to interact and work co-operatively with others and engage all pupils in activities

· Promote independence and employ strategies to recognise and reward achievement of self-reliance

· Provide feedback to pupils in relation to progress and achievement

2. SUPPORT FOR THE TEACHER 


· Work with the teacher to establish an appropriate learning environment

· Work with the teacher in lesson planning, evaluating and adjusting lessons/work plans as appropriate

· Monitor and evaluate pupils’ responses to learning activities through observation and planned recording of achievement against pre-determined learning objectives

· Provide objective and accurate feedback and reports as required, to the teacher on pupil achievement, progress and other matters, ensuring the availability of appropriate evidence

· Be responsible for keeping and updating records as agreed with the teacher, contributing to reviews of systems and records as requested

· Undertake marking of pupils’ work and accurately record achievement/progress

· Promote positive values, attitudes and good pupil behaviour, dealing promptly with conflict and incidents in line with established policy and encourage pupils to take responsibility for their own behaviour

· Liaise sensitively and effectively with parents/carers as agreed with the teacher within your role/responsibility and participate in feedback sessions/meetings with parents, or as directed 

· Administer and assess routine tests and invigilate exams/tests

· Provide general clerical/administrative support e.g. administer coursework, produce worksheets for agreed activities etc.


3. SUPPORT FOR THE CURRICULUM


· Implement agreed learning activities/teaching programmes, adjusting activities according to pupil responses/needs

· Implement literacy and numeracy programmes and make effective use of opportunities provided by other learning activities to support the development of literacy and numeracy skills

· Support the use of ICT in learning activities and develop pupils’ competence and independence in its use

· Help pupils to access learning activities through specialist support 

· Determine the need for, prepare and maintain general and specialist equipment and resources

4. SUPPORT FOR THE SCHOOL


· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop

· Contribute to the overall ethos, work and aims of the school

· Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and progress of pupils 

· Attend and participate in regular meetings

· Participate in training and other learning activities as required

· Recognise own strengths and areas of expertise and use these to advise and support others

· Assist in the supervision, training and development of staff

· Supervise pupils on visits, trips and out of school activities as required

· To be fully aware of and understand the duties and responsibilities arising from the Children Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation
· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role
· To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection

PERSON SPECIFICATION
1. EXPERIENCE


· Experience of working with children of relevant age

2. QUALIFICATIONS
· Graduate or HLTA qualification, or equivalent, that meets the required standards of an HLTA
· Education to at least A level standard
· GCSE Maths and English, minimum grade A-C qualification 
3. KNOWLEDGE AND SKILLS


· Up to date knowledge of current curriculum expectations especially for English and Maths 

· Excellent communication skills 

· Excellent interpersonal skills 

· Excellent Time management and organisational skills 

· Ability to self-evaluate learning needs and actively seek learning opportunities 

· Ability to relate well to children and adults 

· Relevant knowledge of basic first aid 

· Effective use of IT to produce appropriate resources to support learning 

· Knowledge of normal child development and children’s personal development needs 

· Knowledge of the implications of common disabilities in children for school and families of pupils 

· Knowledge of strategies which promote good behaviour and discipline 

· Knowledge of developmental progression in the emotional curriculum 
· Experience of working in a relevant discipline in a learning environment 

· Experience of working in multi-disciplinary teams 

· Experience of participating fully in planned intervention programmes for children with emotional and behavioural difficulties
· Willingness to be flexible and undertake any reasonable duties required.
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