Job Description & Person Specification: HLTA — Cover Supervisor
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Whitmore Park Primary School

Job Details

Post: HLTA (Cover Supervisor)

Grade: 5 point 12-23

Hours: 37 hours a week 8.30am-4.30pm (Monday-Thursday, 8.30am-4pm Friday)
Contract type: Term time only - + 1 week (39 weeks)

Reporting to: Headteacher, Deputy Head

Job Purpose

To lead planned learning with individuals/groups/classes of pupils in a Teaching Assistant /
Teacher’s Absence.

To manage, organise and prepare resources for planned learning.
Duties and Responsibilities
Under the direction and supervision of teaching/senior staff:

» Undertake appropriate preparation of lessons for individuals, groups and whole classes.

* Lead and supervise agreed learning of individuals, groups and whole classes of pupils as
required.

* Assess the development, progress and attainment of pupils in planned learning sessions.

* Report on the development, progress and attainment of pupils to the responsible teacher
as appropriate.

SUPPORT FOR PUPILS

+ Adjust learning for individuals, groups of pupils or a whole class as appropriate.

» Establish productive working relationships with pupils providing feedback to them in
relation to progress and achievement and acting as a role model and setting high
expectations.

* Promote the inclusion and acceptance of all pupils.

* 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 positive values, attitudes and good pupil behaviour, dealing promptly with conflict
and incidents in line with established policy and encourage pupils to take responsibility for
their own behaviour.

* Promote pupil independence in learning, social and mobility skills and employ strategies to
recognise and reward achievement of self—reliance.

* Ensure that pupils are able to safely use equipment and materials provided.
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SUPPORT FOR TEACHERS

» Monitor and evaluate pupil's responses to learning activities through observation and
planned recording of achievements against pre-determined learning objectives.

» Undertake marking of pupils’ work and accurately record achievement/progress, administer
and assess routine tests and assessments.

* Follow the school’s agreed marking and feedback policy and adhere to the same
expectations of presentation and work.

» Undertake supervision and discipline of pupils within the procedures of the school/service,
providing feedback to pupils.

+ Contribute to a stimulating learning environment.

* Liaise sensitively and effectively with other professional staff and when reporting
information from/to parents/carers, contributing to meetings to discuss a specific child's
progress as appropriate.

» Establish constructive relationships and communicate with other agencies /professionals,
In liaison with teachers, to support achievement and pupil progress.

SUPPORT FOR THE SCHOOL

» Be aware of and comply with policies and procedures.

+ Contribute to the overall ethos/work/aims and vision of the school.

+ Establish constructive relationships and communicate with other agencies/professionals, in
liaison with teachers, to support achievement and progress of pupils.

+ Attend and participate in regular meetings, including staff meetings and staff training.

* Participate in training and other learning activities.

» Undertake pupils’ out of school hours learning activities.

* Supervise pupils on visits, trips and out of school activities as required.

* Recognise own strengths and areas of expertise and use these to advise and support
others

* Assist at an appropriate level and within the school's protocols, with the provision of
general care and welfare of pupils which may include:

« assistance with the personal hygiene routines, e.g. toilet training, changing of incontinent
children, dressing and undressing; the changing of soiled clothing and its disposal in an
appropriate way.

« assisting with children's injuries and, where appropriately qualified, administering first aid.

« assist with the administering of medicines.

» assist with the identification and monitoring of children's general health and welfare.

» Support and contribute to the overall ethos/work/aims of the school.

» Assist with the supervision of pupils outside of lesson times, including before and after
school and during lunchtime.

* Assist with group/whole class activities within and away from the classroom/school, such
as PE, swimming, educational visits.

* Participate in weekly / regular personal and professional development activities to meet the
changing demands of the job, and encourage and support other staff in their development
and training

.» Attend and participate in weekly staff meetings and regular training sessions.

* Assist in the supervision, training and development of volunteer helpers, students or other
staff in the classroom

.« Any other duties and responsibilities within the range of the salary grade.
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All duties and responsibilities must be carried out with due regard to the school’s Health and
Safety Policy.

Post holders will be accountable for carrying out all duties and responsibilities with due
regard to

Duties which include processing of any personal data, must be undertaken within the
corporate Data

Protection Guidelines (Data Protection Act 1998)

This job description may be amended at any time in consultation with the post holder.
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Essential Desirable
Qualifications e Qualified HLTA/NVQ 3 + for Teaching e Alevels
Assistants or equivalent Coaching e Degree

Awards

GCSE English and Maths or
equivalent

Evidence of continuous INSET and
commitment to further professional
development

Experience e Experience of working with pupils of e Experience of
primary age, assisting in their e leading learning
development. in large groups or

e Minimum experience of at least 3 class sessions in
years working as a teaching assistant teacher absence
in a school

e Experience of working with pupils with ¢ Responsibility of

e additional educational needs, more attainment and
able, special educational needs. progress for

e Experience of working in the relevant individuals or
discipline. groups of pupils

e Experience of working as part of a
team. e Experience of

assisting pupils in
their learning
from across the
Primary Age
Range

Knowledge e Anunderstanding of the needs of a e Understanding of

and multicultural society. Current

understanding

An understanding of the issues
relating to pupils who have additional
learning needs, more able and special
educational needs.

Understanding of principles of child
development and learning processes
as appropriate.

Working knowledge of relevant
polices/codes of practice and
awareness of relevant legislation
Working knowledge of
national/foundation stage curriculum
and other relevant learning
programmes/strategies.

Knowledge of Health and Safety
requirements

To know how to engage pupils in
learning

Understand how to work with parents
as partners

educational
issues

Skills and
Abilities

Ability in using other relevant
equipment / technology.

Good organisational skills

Ability to maintain good order and
discipline of group or class of pupils.
Ability to relate well to pupils and
adults.
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e Ability to work constructively as part of
a team.

¢ Ability to remain calm under pressure.

o Ability to be highly flexible and
respond to the daily changing needs
of the school

¢ Ability to understand and execute
effectively given planning from
teaching staff

e Ability to prioritise conflicting demands
and pressures.

o Ability to self-evaluate learning needs
and actively seek learning
opportunities

o Ability to act on feedback.

Personal o Good cooperative, interpersonal and
Characteristics listening skKills.
e Flexibility and willingness to accept
change.

¢ Willingness to share knowledge,
expertise and experience.

e Ability to self-evaluate learning needs
and actively seek learning
opportunities.

¢ Ability to work proactively and
independently.

e Approachable, courteous and able to
present a positive image of the school
to others.

¢ Maintain confidentiality in all matters
relating to the school, its pupils,
parents and carers.

e A sense of humour.




