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JOB DESCRIPTION

	Position Title:

	HLTA 
	Date Prepared:
	 June 2025

	Directorate:
	Belmont Park School 
	Post  number:

	

	Department:

	Teaching and Learning 
	Scale:
	5

	Location:
	Belmont Park School 




JOB PURPOSE 

To complement the professional work of teachers by taking responsibility for agreed academic interventions under an agreed system of supervision. This may involve planning, preparing and delivering learning activities for individuals/groups and monitoring pupils and assessing, recording and reporting on pupil’s achievement, progress and development.  

Within this to: 
· Work with class teachers to raise learning and attainment of students 
· Promote pupils independence, self esteem and social development
· Give support to students, individually and in groups so that they can take part in learning


Line manager duties:
NONE

GENERIC PRINCIPAL ACCOUNTABILITIES


Support for Pupils

· Assess the needs of pupils and use detailed knowledge and specialist skills to support pupils’ learning
· Establish productive working relationships with pupils, acting as a role model and setting high expectations
· Develop and implement Individual Learning Plans
· 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
· Organise and manage appropriate learning environment and resources
· Monitor and evaluate pupil responses to learning activities through a range of assessment and monitoring strategies against pre-determined learning objectives
· Provide objective and accurate feedback and reports as required on pupil achievement, progress and other matters, ensuring the availability of appropriate evidence
· Supporting the role of parents in pupils’ learning and contribute to/lead meetings with parents to provide constructive feedback on pupil progress/achievement etc.
Support for the School

· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting 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/aims of the school
· Establish constructive relationships and communicate with other agencies/professionals, to support achievement and progress of pupils 
· To work closely with the SENCO to identify and deliver appropriate interventions.  Evaluate and adjust them as appropriate. 
· To contribute to annual reviews regarding interventions and pupil progress. 
· Take the initiative as appropriate to develop appropriate multi-agency approaches to supporting pupils
· Recognise own strengths and areas of specialist expertise and use these to lead, advise and support others
· Contribute to the identification and execution of appropriate out of school learning activities which consolidate and extend work carried out in class
· To work closely with the SENCO to identify and deliver appropriate interventions.
· To contribute to Annual Reviews regarding pupil progress. 

Support for the Curriculum 

· Deliver learning activities to pupils within agreed system of supervision, adjusting activities according to pupil responses/needs
· Use ICT effectively to support learning activities and develop pupils’ competence and independence in its use
· Select and prepare resources necessary to lead learning activities, taking account of pupils’ interests and language and cultural backgrounds
· Advise on appropriate deployment and use of specialist aid/resources/equipment
· To cover and lead class teaching (under supervision) as and when appropriate
· Direct the work of other adults in supporting learning 

Assessment and Recording: 

· Set targets for raising achievement among identified pupils 
· Collect and interpret specialist and school assessment data in order to evaluate impact and progress 
· Attend consultation meetings and keep parents informed about their child’s progress
· Update the Leadership Team on the effectiveness of provision for identified pupils 
· Support the Headteacher/DHT/SENCo in the deployment and development of staff in the Inclusion Team to make most effective use of their skills, expertise and experience and to ensure that all staff have a clear understanding of their roles and responsibilities.

Other requirements:

· Co-ordinate provision for pupils with SEN through close liaison with staff, parents and external agencies
· Ensure up-to-date knowledge of national and local initiatives which may impact upon policy and practice
· To attend and participate in staff meetings.
· To participate in training and performance management as required.
· To have an up-to-date Enhanced DBS Disclosure. 
· Promote the safety and wellbeing of students, and to help safeguard pupils’ wellbeing by following requirements in Keeping Children Safe in Education (KCSIE) and our school’s safeguarding and behaviour policy. 

This description is intended to provide guidance on the range of duties associated with the post. It is not intended to provide a full and exhaustive definition. It may be subject to modification and the post holder may be required to undertake additional duties as required by the Headteacher.  This job description is subject to review in conjunction with the post holder.


ADDITIONAL INFORMATION

Special Conditions: 
This position has been identified as a politically restricted post under the Local Government and Housing Act 1989. Therefore you will be restricted from political activity. In some cases it is possible to gain exemption for this provision. 
This position is exempt under the Rehabilitation of Offenders Act 1974.  This means you will have access to vulnerable groups such as young people, the elderly and children. Any offer of appointment will be subject to a satisfactory Enhanced/Standard Disclosure from the Criminal Records Bureau. Having an ‘unspent’ conviction will not necessarily bar you from employment. This will depend on the circumstances and background to your offences(s).
Belmont Park School expects all staff to sign an annual self-declaration regarding any update information that would be relevant to a DBS; issues relating to any active investigation or potential criminal charges. Safeguarding is an operational culture that is essential at every point within the organisation.
Belmont Park School  expects all its employees to have a full commitment to our Equal Opportunities Policy and acceptance of personal responsibility for its practical application. All employees are required to comply with and promote the policy and to ensure that discrimination is eliminated in the service of Belmont Park School  and the Local Authority. 



PERSON SPECIFICATION												
	Position Title:

	HLTA
	Date Prepared:
	 June 2025

	Directorate:
	
Belmont Park School 
	Post  number:

	

	Department:

	Teaching and Learning 
	Grade:
	Scale 5 

	Location:
	TBC




	Person Specification
	Essential
	Desirable

	Qualifications
	
	

	1. GCSE (or equivalent) – English and Maths minimum Grade 5 ( C ).

	✔
	

	2. Level 3 Qualification 
	✔
	

	3. Degree
	
	[bookmark: _heading=h.7woqqyamlkg6]✔

	4. Experience of work as Teaching Support staff in similar setting 

5. HLTA Qualification 
	✔

	[bookmark: _heading=h.vl9q4thm9ye2]
[bookmark: _heading=h.l8rytjckhfx6]✔

	Knowledge & Experience 
	[bookmark: _heading=h.ts2mg13xz0iv]✔
	

	6. [bookmark: _heading=h.6023l88v9z3s]Evidence of use their area(s) of expertise to contribute to the planning and preparation of learning activities
7. Evidence how they devise clearly structured activities that interest and motivate learners and advance their learning
8. [bookmark: _heading=h.xe0fnint4pt3]contribute to the selection and preparation of resources suitable for children and young people’s interests and abilities.
9. Be able to monitor learners' responses to activities and modify approaches accordingly
10. [bookmark: _heading=h.6ensnqqye8rp]monitor learners' progress in order to provide focused support and feedback
11. [bookmark: _heading=h.d4lgb0nbdy4a]support the evaluation of learners' progress using a range of assessment techniques. 
	[bookmark: _heading=h.t8s2u36ztr4t]✔
[bookmark: _heading=h.3ndxs34dk8ni]✔

[bookmark: _heading=h.kkxngqqmxa97]✔
[bookmark: _heading=h.hl1wkbdxnggo]✔
[bookmark: _heading=h.ihmc0qxjeuly]✔
[bookmark: _heading=h.dw8jm2xnjpls]
	

	12. know how statutory and non-statutory frameworks for the school curriculum relate to the age and ability ranges of the learners they support
13. understand the objectives, content and intended outcomes for the learning activities in which they are involved
14. know how to support learners in accessing the curriculum in accordance with the special educational needs (SEN) code of practice and disabilities legislation
15. know how other frameworks, that support the development and well-being of children and young people, impact upon their practice.
	[bookmark: _heading=h.urgczcgjh5dk]✔


[bookmark: _heading=h.bk13sy9m31ma]✔

[bookmark: _heading=h.2524h2fb9u1o]✔

[bookmark: _heading=h.pwzgtgd8beys]✔

	

	Skills, Abilities and Understanding
	
	

	16. Excellent organisational skills, an ability to work under pressure and meet deadlines
	✔
	

	17. An understanding of schools, 
	✔
	

	18. An excellent communicator, able to use a variety of methods of communication at the highest level and to obtain/share information with a range of audiences.
	✔
	

	19. Ability to work autonomously and priorities day-to-day issues using own initiative whilst being flexible to the needs of the School.
	✔
	

	20. Demonstrates a clear commitment to a team approach, 
	✔
	

	21. Ability to deal sensitively with pupils, families and visitors 
	✔
	

	22. Ability to respect the need for confidentially and apply GDPR.
	✔
	

	Other Job Specific Requirements
	
	

	
	✔
	

	23. A commitment to on-going personal development and willingness to undertake appropriate training.
	✔
	

	24. Highly motivated, positive and self-reliant
	✔
	

	25. A strong commitment to the strategic vision and of excellence and high standards of Belmont Park School with evidence of a creative, growth mind-set and innovative approach.
	✔
	

	26. A personal and professional commitment to promote quality, equality and community cohesion within the service and in the provision of services.
	✔
	

	27. Commitment to the council’s equal opportunities policy and acceptance of responsibility for its practical application
	✔
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