
 
 
 

 
 
 
 
 
 

 

 

 

JOB DESCRIPTION: HLTA 
 

Job title: Higher Level Teaching Assistant (HLTA) 

Responsible to: Principal/Senco 

Salary / Grade: Recommended grade H4 

Actual salary:  

Working hours / weeks: Include inset days if required  

Core purpose of the role: To supervise whole classes undertaking pre-prepared activities 
provided by a teacher during a short term absence of a classroom 
teacher.  
Fulfil duties reasonably directed by the Principal. 

TRUST RESPONSIBILITIES 
 To ensure that the responsibilities of the role are carried out in a way which reflects the 

mission and the values of the Trust 

 To be aware of and observe all policies, procedures, working practices and regulations, and 
in particular to comply with policies relating to Child Protection, Safeguarding children, Equal 
Opportunities, Health and Safety, Confidentiality, Data Protection and Financial Regulations, 
reporting any concerns to an appropriate person 

 To uphold our commitment to safeguarding and to promote the wellbeing of children 

 To contribute to a culture of continuous improvement 

 To comply with all reasonable management requests 

KEY RESPONSIBILITIES 
 Provide cover supervision of classes  

 Provide learning activities for individuals and groups of pupils under the professional 
direction and supervision of a qualified teacher, differentiating and adapting learning 
programmes to suit the needs of allocated pupils  

 Assess, record and report on development, progress and attainment as agreed with the 
teacher  

 Monitor and record pupil responses and learning achievements, drawing any problems 
which cannot be resolved to the attention of the teacher  

 Plan and evaluate specialist learning activities with the teacher, writing reports and records 
as required  

 



 
 
 

 
 
 
 
 
 

 Select and adapt appropriate resources/methods to facilitate agreed learning activities  

 Support pupils in social and emotional well-being, reporting problems to the teacher as 
appropriate  

 Teaching Assistants in this role are expected to undertake at least one of the following:  
o Provide specialist support to pupils with special educational needs, for example, 

learning, behavioural, communication, social, sensory or physical difficulties  
o Provide specialist support to pupils where English is not their first language  
o Provide specialist support to gifted and talented pupils  

 Provide specialist support to all pupils in a particular learning area (e.g. ICT, literacy, 
numeracy, National Curriculum subject). 

 
Teaching Assistants in this role may also undertake some or all of the following:  

 Establish and maintain relationships with families, carers and other adults, e.g. speech 
therapists  

 Supervise the work of other support staff/trainees  

 Be responsible for the preparation, maintenance and control of stocks of materials and 
resources  

 Invigilate exams and tests  

 Escort and supervise pupils on educational and out of school activities  

 Guide and support pupils in their personal, emotional and social development  

 Prepare and present displays  

 Supervise individuals and groups of pupils throughout the day, including supervision in the 
classroom, playground and dining areas  

 Assist pupils with eating, dressing and hygiene, as required, whilst encouraging 
independence  

 Be involved in planning, organising and implementing individual development plans for 
pupils (such as Individual educational plans), including attendance at, and contribution to, 
reviews  

 Work with pupils not working to the normal timetable 

HEALTH & SAFETY 
To be aware of and comply with the Trust’s health and safety policies. 

SAFEGUARDING 
Aspire Academies Trust is committed to safeguarding and promoting the welfare of children and 
expects all employees to share this commitment.  

This post is classed as having a high degree of contact with children or vulnerable adults and is 
exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought 
through the DBS as part of Aspire Academies Trust pre-employment checks.  Please note that 



 
 
 

 
 
 
 
 
 

additional information referring to the Disclosure and Barring Service is in the guidance notes to the 
application form.  If you are invited to an interview you will receive more information. 

DATA PROTECTION 
To be aware of and comply with responsibilities under the Data Protection Act (2018) for the 

security, accuracy and significance of personal data held on paper or electronic systems. 

This document will be reviewed annually, as part of the performance management programme. The 
duties and responsibilities listed above describe the post as it is at present. The post holder is 
expected to accept any reasonable alterations that may from time to time be necessary. 
 

Notes: 
 This document does not form part of the contract of employment 

 This document is an overview of the role. The responsibilities will include but will not be 
limited to those listed above and it is anticipated that the role will evolve over time and as 
such the duties may change 

 The Trust has, at its discretion, the right to ask you to work in a different school across the 
Trust, if the need arises 

 
 

PERSON SPECIFICATION 

 

Qualifications/Knowledge/Experience Essential/Desirable 

NVQ level 2 in numeracy and literacy (or 
equivalent) 

E 

HLTA qualification  D 

Intermediate knowledge of ICT E 

Ability to manage pupils in a class setting E 

Excellent communication skills both written 
and verbal 

E 

Active listening skills E 

First Aid Certificate D 

Child Protection Training Level 1 D 

Ability to organise and supervise other adults 
working in the classroom 

E 

Signed: 

 

Date: 



 
 
 

 
 
 
 
 
 

 


