Job Description: 
HLTA
Complementary Education Service
Higher Level Teaching Assistant: 36 hours per week Monday –Friday (term time plus one week) Permanent.
Complementary Education works in partnership with school, families, Health, CAMHS and other agencies to raise the achievement of and support the continuing education and re-integration of vulnerable children, sick children and children missing education.  
Job Purpose
To deliver learning programmes to support children and young people who are referred to the Service for home tuition.
To liaise with schools in ensuring key staff are informed of pupil needs, prior learning, progress, and attainment.
To assist in planning of and delivery of learning programmes under the direction/instruction of teaching and/or senior staff, inclusive of contribution to teacher lesson plans, delivery and assessment, enabling access to learning for all pupils. 
To help develop pupil’s social and emotional skills and build their resilience in re-engaging with their school settings
To contribute to the reintegration and transitional arrangements for students.

Key duties
Support for the Pupil

· Promote inclusion and acceptance of all pupils
· Provide consistent support to all pupils, responding appropriately to individual pupil needs
· Encourage pupils to interact with others and engage in activities led by teaching staff in mainstream schools and in the Service’s teaching base at the Pinefield Centre
· Promote self-esteem and independence, employing strategies to recognise and reward achievement 

 (In conjunction with the teacher)
· Assess the needs of pupils and use detailed knowledge and specialist skills to support pupil learning
· Establish productive working relationships with all pupils, acting as a role model and setting high expectations
· Develop and implement individual learning, pastoral support, and reintegration plans
· Provide feedback to pupils in relation to progress and achievement



Support for Teaching Staff

· Effectively contribute to the selection and preparation of teaching resources that meet the diversity of pupils’ needs and interests
· Under the direction of teaching staff, agree challenging targets and evaluate and adjust lesson/work plans as appropriate within agreed systems of supervision
· 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 in agreed format with teaching staff, contributing to reviews of systems/records as requested 
· Administer and assess/mark tests and accurately record achievement/progress and invigilate exams/tests
· Support a clear framework for pupil discipline, anticipate and manage pupil behaviour constructively, promoting self-control and independence, in line with established service policy
· Assist with the display of children’s work


Support for the Curriculum

· Deliver learning activities/programmes, adjusting activities according to pupil learning preferences and individual needs within agreed system of supervision
· Support the delivery of teaching and learning, effectively utilising all alternative learning opportunities to support extended development
· Use ICT effectively in learning activities and develop pupils’ competence and independence in its use
· Assist pupils to access learning activities through specialist support, e.g., curriculum/SEN specialism
· Select and prepare required resources to lead learning activities, taking account of pupil’s interests, language, and cultural backgrounds
· Advise on appropriate deployment and use of specialist aids/resources/equipment.

Support for the Service

· Comply with service policies and procedures relating to child protection, health, safety and security, confidentiality, and data protection.  Report all concerns to the appropriate person (as named in the policy concerned)
· To offer advice and support in developing a wide range of strategies to promote students’ emotional health and wellbeing
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop
· Contribute to the service ethos, aims and development/improvement plan
· Establish constructive relationships and communicate with other agencies/professionals, in liaison with teachers, to support achievement and progress of pupils taking the initiative to develop appropriate multi-agency approaches
· Attend and participate in regular meetings as appropriate
· Participate in training and other learning activities as required
· Use best practice and support a core curriculum area 
· Assist with the planning of opportunities for pupils to learn in out-of-school contexts, according to service policies and procedures and within working hours
· Contribute to the identification and execution of appropriate out of school learning activities which consolidate and extend in school activities
· To offer feedback, support and advice to parents and carers through review procedures and keeping in contact throughout casework.
· To undertake relevant and appropriate CPD identified in the Service Development Plan and through performance development reviews. 

Sefton has approved a policy on equal opportunities in employment and copies are freely available to all employees.
All members of staff are responsible for the implementation of the Health & Safety Policy so far as it affects them, their colleagues and others who may be affected by their work. The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.
 The post is registered as exempt from the Rehabilitation of Offenders Act 1974 in accordance with the Police Act; the successful candidate must be able to obtain satisfactory enhanced criminal record disclosure in order to be appointed to the post.  In this respect a criminal records check will be undertaken prior to confirmation of appointment.
A casual user Car Allowance is applicable
This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.
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