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Whitnash Primary School 

‘Learning, growing and succeeding together’ 
 

JOB DESCRIPTION – Higher Level Teaching Assistant 
 
 
1) Title and Grade of Post:       Higher Level Teaching Assistant (working 

mainly with children with children with SEMH) 
 
POST LEVEL: Band I 
  

2) Purpose of the Job: 

 Assist in providing for the general care and safety of pupils and for promoting and 
safeguarding the welfare of children within the school; 

 Operate with ‘Unconditional Positive Regard’, treating pupils and other staff with 
dignity, building relationships rooted in mutual respect, and at all times observing 
proper boundaries appropriate to a Higher Level Teaching Assistant’s position; 

 To support the work of a qualified teacher and, under an agreed system of 
supervision, have responsibility for agreed learning activities. 

 To promote equal opportunities with the school and seek to assist in the 
implementation of the school’s equal opportunities policy where applicable to the 
role: 

 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. This involves undertaking specified work (see * below), involving planning, 
preparing and delivering learning activities to individual pupils/groups or, short 
term, for whole classes and monitoring, assessing, recording and reporting on pupil 
development, progress and attainment. 

 
(*Under S133 of the Education Act 2002, specified work is defined as : 

a) planning and preparing lessons and courses for pupils 
b) delivering lessons to pupils. Includes delivery via distance learning or 

computer aided techniques 
c) assessing and recording the development, progress and attainment of pupils 
d) reporting on the development, progress and attainment of pupils. 

(Pupils’ includes work with individual pupils as well as groups and whole classes). 
 
To be a member of a multi-disciplinary team and will work under the leadership of a qualified 
teacher assigned (^) to the class or group. He/she will operate with a high level of delegated 
authority under an agreed system of supervision. (^ Under the Education (Specified Work 
and Registration) Regulations 2003 and its accompanying guidance, each class or group for 
timetabled core and foundation subjects and R.E. must be assigned a qualified teacher to 
teach them). Contribute to the school’s statutory duty to safeguard and promote the welfare 
of children. 

 
3) Applicable Contract Terms and Duties 

This job description is to be performed in accordance with the National Standards 
guidance for Teaching Assistants and HLTAs. Teaching Assistants’ performance 
management will be assessed against the Teaching Assistant Standards as part of the 
appraisal process relevant to their role in school.  
 

4) Relationships 

 The postholder is responsible to the head teacher for his / her teaching support duties 
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and involvement in teaching tasks; 

 The postholder is responsible for building effective working partnerships with teachers 
and other colleagues.  

 The post has considerable impact on the well-being of individuals or groups through 
contributing to policy development and review and to the development and delivery of 
learning activities, contributing to the assessment of pupil needs and progress, the 
development and implementation of plans to providing support pupils with additional 
and/or specific personal/special needs. 

 The post has some responsibility for others, through demonstrating good practice, 
guiding/advising and directing other staff/ volunteers who support teaching and 
learning. 

 The postholder is responsible for building effective working partnerships with parents 
where required.  

 
5)  Responsibility for physical resources 

 The post has some direct responsibility for physical resources, including 
safe/secure   record keeping and maintenance and management of learning 
resources. 

. 
6) Particular Responsibilities 

 Contribute to curriculum planning and evaluation and assist in implementation; 

 Assist in the delivery of lessons/sessions and interact with the teacher and pupils as 
required; 

 Undertake agreed learning activities/teaching programmes, delivering to individual 
pupils/groups or, short term, for whole classes 

 Adjust learning activities according to pupil responses and monitor, assess, record 
and report on pupil development, progress and attainment. 

 Support and use ICT in learning activities & develop pupils’ competence and 
independence in its use. 

 To read, understand and adhere to the DfE guidance on ‘Keeping children Safe’. 

 To show awareness of the importance of security and to ensure that visitors are 
authorised or directed to the school office. 

5(a)  Support to pupils: 

 Support pupils’ learning in a range of classroom settings, including working with 
individuals, groups and whole classes (where the assigned teacher is not present), 
using detailed knowledge, experience, specialist skills and training. 

 Establish productive working relationships with pupils, acting as a role model, 
demonstrating positive values, attitudes and behaviour and setting high expectations. 

 Assist in the personal, social, emotional development of pupils and development of 
self-esteem; 

 Deliver small group support aimed at support children’s gaps in learning and / or social 
emotional development; 

 Organise and manage pupils IEPs, maintaining and updating and review progress 

 Promote the inclusion and acceptance of all pupils within the classroom, encourage 
them to interact and work co-operatively with others and engage all in activities 

 Support pupils consistently whilst recognising and responding to their individual needs 

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

 Provide feedback to pupils in relation to progress and achievement Monitor and 
provide for the care, safety and welfare of pupils. 

 Identify and report uncharacteristic behaviour patterns, for safeguarding purposes 
(Green Form Concerns), behaviour and safety and for the school’s CPOMS system; 
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 Assist with pupil supervision on trips off the premises, under overall guidance of the 
teacher; 

 Carry out playground and other duties as directed and within the remit of role; 

 Monitor and provide for general care, safety and welfare of pupils, including tasks 
connected with their social inclusion and personal/physical care. 

 

5(b)  Support to teachers: 

 Organise and manage learning activities (including learning environment and 
resources) in ways which keep pupils safe. 

 Under agreed system of supervision, plan and prepare teaching and learning 
objectives, adjusting activities/work plans as appropriate 

 Monitor and evaluate pupil responses to learning activities using a range of 
assessment and monitoring strategies, against pre-determined learning objectives. 

 Objectively assess, provide feedback and reports as necessary on pupil 
development, progress and achievement. 

 Within the school’s discipline policy, apply behaviour management strategies and 
techniques to manage behaviour constructively and contribute to a purposeful 
learning environment. 

 Support the role of parents in pupils’ learning and contribute to meetings with 
parents to constructively feedback on pupil progress/achievement. 

 Attend IEP and EHCP Review Meetings if appropriate; 

 Administer and assess/mark tests and invigilate exams/tests 

 Where relevant, direct and guide the work of other adults supporting teaching and 
learning in the classroom. 

 Active involvement in day-to-day management of the learning environment including 
the responsibility for the care and preparation of teaching aids, equipment, materials, 
differentiated resources and displays. 

 

5(c)  Support to the curriculum: 

 Deliver learning activities to pupils within an agreed system of supervision, adjusting 
activities according to pupil responses/needs 

 Use ICT effectively to advance learning and develop pupil’ competence and 
independence in its use. 

 Devise, organise and manage safely the learning activities, teaching space and 
resources, taking account of pupils’ interests, language and cultural backgrounds. 

 Advise on appropriate deployment and use of specialist aid/resources/equipment 

 Use their area(s) of expertise to support the planning and preparation of learning 
activities in these areas(s) ( e.g. a subject area, SEN, EY, KS1 etc) 

 
6)  Fulfil wider professional responsibilities: 

 Be involved in and contribute to whole school policy development 

 The post has some direct responsibility for physical resources, including safe/secure 
record keeping and maintenance and management of learning resources. 

 Assist with the development of policies and procedures relating to child protection, 
health, safety and security, confidentiality and data protection and comply with 
these. Report concerns to an appropriate person. 

 Contribute to identification of appropriate out of school learning activities, deliver / 
co- ordinate these, in accordance with school policy 

 May co-ordinate a school activity (e.g. extra curricular activities / work experience / 
home- school liaison / SEN work 

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

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

 Contribute to the overall ethos/work/aims of the school 

 Take the initiative as appropriate to develop appropriate multi-agency approaches to 
supporting pupils 

 Model good practice and contribute to planning and delivery of appropriate INSET. 

 Make a positive contribution to the wider life and ethos of the school.  
 
7)   Administration 

 Undertake routine and non-routine administrative tasks, e.g. produce worksheets, 
photocopying, collection of letters and key documentation for the school office; 

 Supervise learners, before, during or after school sessions as appropriate 

 Participate in and carry out any administrative and organisational tasks within the remit 
of the role. 

 
8)  Professional Development 

 Regularly review the effectiveness of their teaching and learning support and its 
impact on pupils’ progress, attainment and well-being, refining your approaches where 
necessary responding to advice and feedback from colleagues; 

 Be responsible for improving their support and children’s learning through participating 
fully in training and development opportunities identified by the school or as developed 
as an outcome of your appraisal; 

 Proactively participate with arrangements and systems for performance management 
for the appraisal of their own performance. 

 
9)  Other  

 To have professional regard for the ethos, policies and practices of the school; 

 Maintain high standards in your own attendance and punctuality; 

 Perform any other reasonable duties as requested by the head teacher 

 Implement agreed school policies and guidelines; 

 Support initiatives decided by the Head teacher and staff. 
 
 

Note: These are broad descriptions of the types of duties/activities expected at this level, for 
illustrative purposes. They are not intended to provide an exhaustive list of duties. 

 
 

 
 
Signature of post holder: 

 
 

 
 
Date: 

      
 
 /        / 

 
 
 
Signature of headteacher: 

 
 

 
 
 
Date: 

     
 
 
 /        / 

 
 
 
 


