Whitehall Primary 
Higher Level Teaching Assistant for Inclusion Support 

	
	

	Whole school area of accountability:

Grade:                                  
	Higher Level Teaching Assistant for Inclusion Support
Salary scale point 22 to 25
£ 29,563 - £30,860 (pro rata’d)


	Responsible to:
	AHTs and other members of SLT

	
	


Main purpose of the job:
· Give support to pupils, individually or in groups, so they can access the curriculum, take part in learning and experience a sense of achievement

· Cover lessons in the absence of teaching staff

· Promote pupils’ independence, self-esteem and social inclusion 

· To manage appropriate resources for interventions and learning support and ensure they are used efficiently, effectively and safely

· Provide confidential administrative support to the Inclusion Lead/Assistant Head Teachers for meetings and correspondence when required
Duties and responsibilities
Cover supervision/teaching commitments 

· Cover lessons should the need arise

· To support the planning, delivery and administration of specialist support for children with SEND (Special educational needs) and SEMH (social emotional and mental health needs) under the guidance of the Inclusion Lead.

· To deliver a range of high quality targeted interventions to support pupils with their academic and personal progress as directed by the Inclusion Lead.

· To support pupils to develop their communication skills, social skills, independent study skills and self-management techniques through specific interventions with guidance from the Inclusion Lead/ Assistant Head Teachers

· Read and understand lesson plans shared prior to lessons, if available

Inclusion Support
· To keep accurate electronic records and all documentation pertaining to meetings/contact with children and young people and their families

· To attend and prepare documentation and minutes for annual reviews

· To complete paperwork to support children access statutory assessments

· To work alongside the Inclusion Lead and Assistant Head Teachers to compile and complete assessment and information request from external agencies 
· Provide admin support across all aspects of the inclusion team remit

· To attend out of hours meetings, for example parent evenings and school events
· To regularly attend local area meetings and conferences and other meetings or working groups for exchange of information and “best practice”
Health and safety

· Promote the safety and wellbeing of pupils, and help to safeguard pupils’ well-being by following the requirements of Keeping Children Safe in Education and the school’s Child Protection Policy 

Professional development

· Undertake training and associated tasks which will enable greater understanding of different aspects of the role
· Help keep their own knowledge and understanding relevant and up-to-date by reflecting on their own practice, liaising with school leaders, and identifying relevant professional development to improve personal effectiveness 

· Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school 

· Take part in the school’s appraisal procedures

Personal and professional conduct 

· Uphold public trust in the education profession and maintain high standards of ethics and behaviour, within and outside school

· Have proper and professional regard for the ethos, policies and practices of the school, and maintain high standards of attendance and punctuality

· Demonstrate positive attitudes, values and behaviours to develop and sustain effective relationships with the school community

· Respect individual differences and cultural diversity 
· Contribute to the development, implementation and evaluation of the school’s policies, practices and procedures, so as to support the school’s values and vision

· Make a positive contribution to the wider life and ethos of the school
Safeguarding 
Whitehall takes very seriously the duty of care to safeguard and promote the welfare of children. We are committed to ensuring our safeguarding procedures reflect statutory responsibilities, government guidance and complies with best practice. Our policy recognises that the welfare and interests of children are paramount in all circumstances and we therefore take all necessary steps to protect them. 
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