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Central Office, 99 Edge Lane, Liverpool L7 2PE

tel: 0151 261 2000 fax: 0151 261 2001 e-mail: info@nugentcare.org minicom: 0151 260 4366

Job Description and Person Specification
Job Title: Higher Level Teaching Assistant
Accountable to:  Designated Senior Staff
This post is based at Nugent House School
Nugent
The origins of Nugent date back to the 1800’s and the pioneering work of Father James Nugent (1822-1905) in relation to child welfare, relief from poverty and social reform. The work of Father Nugent had a dramatic impact on the lives of thousands of vulnerable people and his work continues to this day through Nugent. We are the social welfare arm of the Catholic Archdiocese of Liverpool. 

Today, Nugent offers a diverse range of support to adults and children in Merseyside through our schools, care homes, community and social work services and social enterprise. As a health and social care provider, we work at the heart of some of the most vulnerable and disadvantaged communities. We strive, not only to provide the best possible service to individuals and their families in these areas, but to generate interest, awareness and an understanding of the issues they face and the impact of this on our wider communities. 

Nugent supports on average 6,000 people each year. We are a major employer in the area, employing 650 staff and supporting 350 volunteers. We courageously advocate on issues of justice and fairness.

Our Mission: 
· To care, educate, protect and inspire those in need. 

· To be an employer of choice. 

· To be an advocate: A voice for the voiceless. 

Vision: 
· Our vision is be an entirely dignified & outstanding organisation by 2020. 

Our Values: 

· Integrity, Ambition, Courage, Compassion, Optimism, Respect and Dignity.

Nugent celebrates diversity in our organisation and in society as a  whole and is an equal opportunities employer welcoming all people with a positive view of age, caring responsibilities, gender, disability racial origin, religion, sexual orientation or socio-economic background. 

Overall purpose of the post:  Working under the direction of the teacher in the teaching and learning of children, which will include specific activities on a regular basis where management or supervision may not be direct.
Main duties and areas of responsibility
1. Support the pupil by planning learning activities with individuals, groups or a class of children in order to facilitate their physical, emotional and educational development within a safe environment usually under the supervision of a teacher and independently when required. 
2. Working to establish a supportive relationship with the children and parents/carers concerned in order to facilitate effective communication and partnership between school and home.

3. Carrying out pre-determined educational activities and work programmes ensuring that specific guideline are followed whilst promoting independent learning to support the children’s understanding.

4. Encouraging acceptance and inclusion of the child with special needs to support achievement and development.

5. Promoting and reinforcing the child’s self-esteem and encourage the child to maximise their achievement and development.
Higher Level Accountabilities

1. Attend planning meetings and under the overall direction and guidance of the teacher, contribute to the short, medium and long term planning and preparation of lessons. 
2. Preparation and delivery of lessons, under the direction of the teacher, including covering for teacher absence and delivery of specific interventions to pupils, eg literacy and numeracy interventions.  
3. Monitoring, evaluating and providing teachers with feedback and pupils’ participation and progress.
4. Contributing to the maintenance of pupils records.
5. Help pupils make progress in a range of classroom settings including working with individuals, small groups and whole classes where the assigned teacher is not present.
6. Support teachers in selecting and preparing teaching resources that meet the pupils’ needs and interests.  Liaise with the class teacher to devise complimentary learning activities.
7. Provide support, as required, for a group of teaching assistants.
Support the teacher by:

1. Monitoring, assessing and recording pupils’ work as directed by the teacher.
2. Attending and contributing to all progress meetings with parents and other professionals in 
      order to support the monitoring and developing of the child where appropriate. 
Support the school by:
1.  Taking responsibility for securing the maintenance of specified resources and equipment in    

      school. 

2. Being aware of confidential issues linked to home/pupil/teacher/school work and to keep   

      confidences as appropriate. 

3. Assisting with out of school activities such as open days, school performances etc.

4. Carrying out the duties of classroom activities and teaching assistants detailed below (general key   

      tasks) as required or directed. 

5. Take responsibility for one’s own CPD and complete any training and qualifications as required   

      by the school. 

6. Contributing to behaviour management of pupils in accordance with the school policy and    

      guidance. 

7. Work within the framework of the school’s agreed policies and procedures.
General Key Tasks 

· Supporting and advising teaching assistants.

· Having specialist knowledge of equipment in the school and provide instruction on the proper use of that equipment.

· Attend staff meetings and school Inset days.

· Provide high quality care and welfare for children.

Specialist Areas of Responsibility 
All HLTAs within the HLTA team are required to have a specific responsibility for an area of delivery within the school.  These can include Primary, Post 16, Alternative Curriculum, Coordination of Off-site Activities.  All HLTAs may be required to undertake some specialist teaching.  These roles are assigned within the team and can be reviewed to enhance professional development and meet the school’s business needs. 
Generic Tasks
· Photocopying.

· Classroom display.

· Processing exam results.

· Collating pupil reports.

· Administering work experience.

· Administering examinations.

· Invigilating examinations.

· Administering teaching cover.

· ICT trouble shooting and minor repairs.

· Ordering supplies and equipment.

· Stock taking.
· Cataloguing, preparing, issuing and maintaining equipment and materials.

· Managing pupil data.

· Inputting pupil data.
Professional Tasks and Development

Safeguarding

Ensuring safe practice guidelines are followed and safeguarding policies and procedures are adhered to at all times.
Additional Duties
Additional duties as and when required. The role may include evening and weekend working.  
NUGENT AND FUNDRAISING

Nugent is a Charity and as such relies on its good reputation and voluntary contributions and donations from members of the public, from grant making bodies and corporate sponsorship.

All employees of Nugent are expected to behave in a way that enhances the reputation and image of the Charity.  In addition staff are expected to be responsive to fundraising initiatives, attend public events whenever possible and generally take seriously their role in raising income for the Charity at every opportunity.

EQUALITIES

Nugent affords all employees equal opportunities in employment irrespective of disability, gender, race, religion, age, sexuality, sexual orientation, marital status, parental status etc.  Nugent will ensure that discriminatory practices are identified and removed and non-discriminatory practices introduced in all areas of employment.

INFORMATION GOVERNANCE & CODE OF CONFIDENTIALITY

The Information Governance standards outline how employees must deal with personal information about employees, service users, corporate and finance information.  It is a requirement that all Nugent employees’ in the course of their work treat such personal data confidentially and comply with Nugent’s confidentiality policies.  A failure to comply with Information Governance standards may result in disciplinary action.

BASIC PRINCIPLES 

The post holder is expected to be familiar with and work within the Basic Principles of Nugent.  He/she must be prepared to operate within a Catholic Agency, while ensuring that people of other denominations and religions have their spiritual needs met. 

CONDITIONS OF SERVICE 


The Conditions of Service are set out in the Nugent Handbook.

Person specification for HLTA
Please use these specifications to define your application statement.

All areas assessed through application form, interview and references
QUALIFICATIONS




Essential –

Minimum GCSE standard in English & Maths, preferably Level 2

HLTA qualification or a willingness to undertake training to achieve within a nine month period.

Desirable –

Degree level qualification

EXPERIENCE & KNOWLEDGE


Essential 

Experience of working with children emotional and behavioural difficulties

Desirable

Working with children in a similar setting





SKILLS


Essential 

Ability to work as part of a team, understanding roles and responsibilities

Evidence of skills appropriate to the management of challenging behaviour. 

Ability to manage and deliver a lesson to a class of students if teaching solo 

ICT skills

PERSONAL QUALITIES



Essential 

The ability to develop purposeful and positive relationships with children who may be demonstrating difficult and inappropriate behaviour.

The ability to recognise the negative effects of stress in one’s self and others and the need to seek and provide personal and professional support and guidance for colleagues as appropriate.

The maintenance of confidentiality at all times.

Be flexible in outlook.

A good listener. 


Able to empathise with children in difficulties, be firm but compassionate in nature and able to cope with stress.

A team player who is able to use own initiative

KNOWLEDGE

Essential 

A good understanding of the needs of traumatised young people and strategies to alleviate problems.

An understanding of the learning process

Knowledge of current Safeguarding legislation
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