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Job Description and Person Specification – HLTA 

	Job Title
	Higher Level Teaching Assistant Level 4

	Grade
	NJC 23 - 28 + SNA (pro-rata TTO + 5 days)
FTE £34,434 - £39,152)

	Location of Work
	 Acer Academy

	Responsible to
	 Assistant Headteacher (Behaviour) / SENCo (as appropriate)



Purpose of the Role

Acer Academy is a special school for pupils aged 11–16 with a diagnosis of Autism and/or Social, Emotional and Mental Health (SEMH) needs. The academy is part of Kings Academy Trust and is committed to providing a high-quality, inclusive and personalised education for all learners.

We have high aspirations for our children and young people and aim to provide a broad, balanced and relevant curriculum that supports individual, personal and academic achievement. Our goal is to ensure that every pupil has the opportunity to learn, develop and succeed, preparing them for adulthood and enabling them to become active, valued members of their local community.

At Acer Academy, we believe that strong, positive relationships and a safe, nurturing environment are fundamental to pupil success. We are committed to supporting pupils’ physical and emotional wellbeing as the foundation for learning, fostering confidence, independence, and a sense of belonging. Through a personalised approach, we aim to meet each pupil’s individual needs while promoting enjoyment, engagement and achievement for all.

As a Higher Level Teaching Assistant, you will play a key role in supporting pupils’ academic, social and emotional development and in contributing to high-quality teaching and learning across the academy. Working under the direction of teaching and senior staff, you will:

· Plan, prepare and deliver learning activities across a broad and adapted curriculum
· Teach individuals, small groups and whole classes during short-term teacher absence
· Support pupils to overcome barriers to learning and develop independence
· Monitor, assess and contribute to pupil progress, using this information to adapt learning
· Model and promote a consistent, trauma-informed and relational approach to behaviour and engagement
· Support and guide other support staff, contributing to effective classroom practice
· Help prepare pupils for successful transition into adulthood and greater independence
· Take responsibility for agreed areas of provision or curriculum support within the academy



This role requires flexibility, resilience and a strong commitment to inclusion. It offers the opportunity to take on increased responsibility, contribute to improving outcomes for pupils, and make a meaningful difference in the lives of young people.

Scope of the Role

You will:
· Work collaboratively with teachers to plan, deliver and evaluate learning and behaviour support across the curriculum
· Plan, prepare and deliver structured learning activities and targeted support programmes for individuals, groups and whole classes
· Take responsibility for whole-class teaching during short-term teacher absence, ensuring pupils remain engaged and make progress
· Adapt teaching approaches and learning activities to meet individual needs, including pupils with Autism and SEMH
· Monitor, assess and record pupil progress, using this information to inform future learning and support
· Support and guide Teaching Assistants, modelling effective practice and contributing to the development of the wider team
· Contribute to the wider work of the academy, including enrichment activities, pupil wellbeing and preparation for adulthood


Main Responsibilities
General
· To recognise that you are appointed as a member of staff at Acer Academy and may be deployed in any aspect of the role appropriate to your qualifications, experience and skills, supporting the needs of pupils across the academy

Knowledge and Skills
· Strong understanding of teaching and learning processes across the curriculum
· Experience of planning, delivering and evaluating learning activities and targeted support programmes
· Secure understanding of SEND, particularly Autism and SEMH, and strategies to support a range of needs
· Ability to design and adapt learning activities to meet individual pupils’ needs
· High level literacy, numeracy and ICT skills to support learning, assessment and recording of progress
· Ability to build positive, professional relationships with pupils, staff and families
· Ability to work independently, use initiative and contribute effectively as part of a team
· Secure understanding of safeguarding, child protection, behaviour management and inclusive practice


Behaviour and Safeguarding
· Promote and model the academy’s behaviour expectations using a consistent, relational and trauma-informed approach
· Support pupils to regulate their emotions and behaviour and engage positively in learning
· Maintain high expectations of behaviour while implementing appropriate support strategies
· Safeguard the health, safety and wellbeing of pupils at all times, both on-site and during off-site activities

Pastoral and Communication
· Build positive, consistent relationships with pupils, acting as a role model and setting high expectations
· Support pupils’ emotional regulation, wellbeing and readiness to learn
· Promote inclusion and ensure all pupils feel safe, valued and supported
· Communicate effectively with teaching staff regarding pupil progress, needs and barriers to learning
· Liaise with parents/carers and external professionals, contributing to meetings where appropriate
· Work collaboratively with colleagues to support the holistic development of pupils

Teaching, Learning and Curriculum Support
· Plan, prepare and deliver learning activities across a broad and adapted curriculum
· Take responsibility for teaching whole classes during short-term teacher absence
· Adapt and differentiate learning activities to meet individual needs and learning styles
· Support pupils to access a broad and balanced curriculum, including the development of independence and life skills
· Use a range of strategies, resources and ICT to support effective learning
· Support the development of pupils’ independence, communication and life skills in preparation for adulthood
· Contribute to the planning, adaptation and evaluation of learning in collaboration with teaching staff

Assessment, Reporting and Monitoring
· Plan for, monitor and assess pupil progress in line with agreed learning objectives
· Record pupil achievement and progress using agreed school systems
· Provide accurate, timely and constructive feedback to teachers on pupil progress
· Use assessment information to inform future planning and adapt teaching approaches
· Contribute to reviews of pupil progress, including EHCP reviews where appropriate





Leadership and Support Staff
· Support, guide and model effective practice for Teaching Assistants and other support staff
· Contribute to the development and training of support staff within the academy
· Assist in the organisation and management of learning environments and resources
· Contribute to whole-school priorities and improvement initiatives

Wider School Responsibilities
· Support the preparation and organisation of learning environments and resources
· Support pupils during unstructured times, including breaktimes, transitions and off-site activities
· Lead or contribute to trips, enrichment activities and wider curriculum opportunities
· Work in partnership with external agencies and professionals where appropriate
· Contribute to the overall ethos, aims and development of the academy

Staff Meetings
· Participate in meetings relating to the curriculum, pedagogy, safeguarding and organisation of the school
· Contribute to discussions on pupil progress, provision and school improvement

Professional Development
· Engage in relevant training to develop HLTA-level practice, particularly in SEND, SEMH and teaching and learning
· Actively reflect on practice and seek opportunities to improve effectiveness
· Keep up to date with relevant policies, procedures and educational developments
· Contribute positively to team development and support a culture of continuous improvement


Equal Opportunities
· Promote and uphold the principles of equality, diversity and inclusion in all aspects of the role
· Ensure all pupils are treated with respect, dignity and fairness, regardless of their needs, background or circumstances
· Support the academy’s commitment to providing an inclusive environment where all pupils can access learning and achieve their potential
· Encourage and model positive attitudes towards diversity and inclusion among pupils and staff
· Actively contribute to the implementation of the academy’s Equal Opportunities and Inclusion policies


Other Duties
· Comply with all academy policies and procedures, including those relating to safeguarding, child protection, health and safety, confidentiality and data protection
· Maintain high standards of professional conduct and act as a positive role model at all times
· Undertake administrative, organisational and supervisory tasks appropriate to the role
· Support the smooth day-to-day running of the academy, including duties such as supervision and management of transitions
· Participate in training, meetings and school events as required
· Undertake other duties as reasonably requested by senior staff, in line with the scope and responsibilities of the role
· Contribute to the wider development of the academy and support whole-school priorities where appropriate

This job description is not exhaustive and may be reviewed and amended in line with the needs of the academy, following consultation with the postholder.



Higher Level Teaching Assistant Level 4 Person Specification

	Attributes
	Essential
	Desirable
	Applicati on
	Intervie w

	



Qualifications
	· GCSE (or equivalent) in English and Mathematics (Grade C/4 or above).
· Relevant Level 3 qualification (e.g., Teaching Assistant Level 3 or equivalent) or willingness to work towards.
	· Additional training in SEND (e.g. Autism, SEMH, behaviour support)
· First Aid qualification.
	


√
	

	






Experience
	· Experience working with children or young people in an educational setting
· Experience supporting pupils with additional needs (e.g. SEND, Autism, SEMH)
· Experience planning and delivering learning activities to individuals and small groups
· Experience supporting or teaching whole classes (e.g. cover or group teaching)
· Demonstrates commitment to safeguarding and promoting the welfare of children

	· Experience working within a specialist or alternative provision setting
· Experience supporting pupils with complex needs or challenging behaviours
· Experience delivering structured programmes or interventions
· Experience supporting pupils’ independence and preparation for adulthood
· Experience supporting or guiding other staff

	





√
	





√

	












Professional Understanding, Knowledge and Skills
	· Strong understanding of teaching and learning processes and how pupils learn
· Secure understanding of safeguarding, child protection procedures and professional responsibilities
· Strong understanding of behaviour management, including relational or trauma-informed approaches
· Ability to build positive, professional relationships with pupils, staff and families
· Ability to work independently, use initiative and contribute effectively as part of a team
· Good organisational and time management skills

	
· Understanding of the national curriculum and how it can be adapted for pupils with additional needs
· Awareness of strategies to support communication, sensory needs and emotional regulation
· Understanding of trauma-informed or relational approaches to behaviour
· Awareness of multi-agency working and support for vulnerable learners
	











√
	











√

	






Specific Knowledge Understanding and skills
	· Ability to plan, deliver and adapt learning activities across a broad and adapted curriculum
· Ability to motivate and engage pupils who may be reluctant learners
· Ability to remain calm under pressure and respond appropriately to challenging situations
· Ability to contribute to a positive learning environment and consistent behaviour expectations
· Ability to assess, monitor and report on pupil progress
· Strong literacy, numeracy and ICT skills

	
· Experience delivering small group and whole class learning activities
· Experience supporting pupils during transitions and unstructured times
· Ability to contribute to planning, preparation and evaluation of learning activities
· Knowledge of SEND Code of Practice
· Experience using school systems to record and monitor pupil progress

	






√
	






√

	







Professional values, qualities and skills
	· Positive, flexible and resilient approach to work
· Strong interpersonal and communication skills
· Patient, calm and empathetic approach with pupils
· High expectations of all learners and commitment to inclusion
· Ability to build trust and maintain professional boundaries
· Commitment to safeguarding and promoting the welfare of children
· Willingness to engage in continuous professional development

	


· Enthusiasm for supporting pupils to develop independence and life skills
· Commitment to contributing to a collaborative and supportive staff team
· Ability to model good practice and support the development of others

	







√
	







√
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