
 

 
Coastal Learning Partnership (formally known as Ocean Learning Trust) 
is a registered charity and company registered in England and Wales  
with Company Number: 09628750 

Job Description      Higher Level Teaching Assistant (EYFS) 
 
Responsible to:   Headteacher  

Location:     St Clement’s & St John’s CE Infant School 

Grade:   Grade 5 SCP 10-15 (£14.35 - £15.56 per hour) 

Grade 6 SCP 16 – 22 (£15.82 – £17.47 per hour) 

Disclosure Level:   Enhanced Disclosure & Barring Service Check 

  

Job Purpose & Objectives 

• To complement the professional work of qualified teachers by taking responsibility for agreed 
learning activities / curriculum area under an agreed system of supervision directed by a qualified 
teacher where the assigned teacher is not present; this will involve planning, preparing and 
delivering learning activities for whole classes and monitoring pupils whilst assessing, recording 
and reporting on their progress and attainment.  This could include distance learning. 

• To ensure the learning environment is appropriately organised and to provide a good range of 
learning materials. 

• To provide support for class teachers by establishing good relations with all pupils giving 
appropriate comfort and care as directed. 

 

Main Duties & Responsibilities 

Higher Level Teaching Assistants (HLTAs) are members of a multi-disciplinary team working under the 
supervision and general direction of a qualified teacher. 
 

They are able to: 

• Contribute to a wide range of teaching and learning activities. 

• Assist and support the work of qualified teachers with individual pupils, small groups and whole 
classes where the assigned teacher is not present. 

 
Support the pupil by: 

• Liaising sensitively and effectively with parents and carers with regard to their role in pupil 
learning. 

• Having sufficient understanding of their specialist area/phase to support pupils’ learning. 

• Attending to their personal needs and provide advice to assist in their social, health and hygiene 
development.   

Safeguarding 

Coastal Learning Partnership is committed to safeguarding and promoting the welfare of children and 
young people and requires all staff and volunteers to share and demonstrate this commitment.  
 
The successful candidate will be required to demonstrate that they meet the essential elements of the 
person specification and will be subject to pre-employment checks including a health check, online 
searches and Enhanced DBS check and satisfactory references.  



 

 
 

 
 

• Being familiar with age-related expectations of pupils, the main teaching methods and the 
assessment framework in the relevant subjects/specialisms/age groups. 

• Understanding how to use common ICT tools to advance pupils’ learning and independence in 
usage. 

• Promoting and reinforcing pupils’ self-esteem. 

• Being inclusive and accepting all pupils within the classroom. 

• Establish productive working relationships with pupils, acting as a role model and setting high 
expectations.  

• Develop good, productive working relationships with pupils which encourages independence and 
responsibility for his/her own behaviour.  

Support the teacher by: 

• Contributing to teachers’ planning and preparation of lessons and providing feedback to pupils 
and colleagues concerning pupils’ learning and behaviour. 

• Contributing effectively to the selection and preparation of teaching resources that meet the 
diversity of pupils’ needs and interests. 

• Evaluating pupils’ progress through a range of assessment activities, and monitoring pupils’ 
participation, progress and responses to learning. 

• With the teacher, maintaining and analysing records of pupils’ progress. 
 
Support the curriculum by: 

• Understanding the aims and content of teaching strategies and intended outcomes, and their 
place in the related teaching programme. 

• Understanding the key factors which affect the way pupils learn. 

• Being familiar with the guidance about meeting special educational needs given in the Code of 
Practice. 

 

Supervisory / Managerial Responsibility 

• Non applicable  
 

Communication / Contacts 

• Be a contact and support to parents, with the class teacher, and relay any problems to the                                                                                                                                                      
relevant school contact. 

• Agree to and comply with the Trust’s Data Protection and GDPR policies. 

• Maintain confidentiality as appropriate. 
 

 

Safeguarding Responsibilities 

• Be aware of who is the school’s Designated Safeguarding Lead. 

• To strictly follow the school’s policy and procedure for safeguarding children. 
 

NB: The aim of the job description is to indicate the general purpose and level of responsibility of the post. Please be aware that duties 
may vary from time to time without changing their character or general level of responsibility. Duties may be subject to periodic review by 
the Headteacher (in consultation with the post holder) to reflect the changing work composition of the school. 

This is an outline job description only and the post holder will be expected to undertake the duties commensurate within the range and 
grade of the post or any lesser duties as directed by the Headteacher 


