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Part A - Structure Information

	
Role

	
HLTA with ELSA

	
Reports to (role title)

	
Principal

	
School

	
Egham Park School

	
Date Role Profile created

	
September 2022 
Reviewed June 2023

	Part B - Job Description

The below profile describes the general nature of work performed at this level as set out in the job description. It is not intended to be a detailed list of all duties and responsibilities which may be required. The role will be further defined by annual objectives, which will be developed with the role holder. Egham Park School reserves the right to review and amend the job description on a regular basis.

We are looking for an HLTA with ELSA (or willing to train as ELSA)
· Has the ability to develop positive relationships, so children feel safe and nurtured
· Has the ability to demonstrate high levels of emotional wellbeing, remaining calm in the face of any challenges
· Is a team player with excellent communication skills
· Is flexible and ready for the challenge of working in a growing school
· Energetic, creative and is committed to making a difference;
· Flexible individual, who will work well as part of an innovative team.


	Role Purpose

	Under the direction of the Head of Centre provide support so that children are more able to feel happy and secure and therefore more able to learn. 

The post-holder will run specific programmes and activities to assist the pupils’ individual social and emotional needs based on nurture principles and ensure that all safeguarding policies and procedures are followed. 

Assisting with the planning, preparation, and development of work programmes for individuals and groups of students and prepare resources to support learning activities 

The role will involve building good working relationships with school staff as well as professionals from outside agencies, pupils and parents and always ensuring confidentiality. 

Supporting the teacher in their responsibility for the development and education of young people.

Monitor and evaluate student progress and report back to relevant staff. 

To assist in meeting the pupils’ need for encouragement, reassurance and comfort and attend to their personal requirements and physical care whilst always encouraging independence. 

To work with individuals or groups of children who are experiencing difficulties with aspects of school or home life.

To establish supportive, caring, and secure relationships with children, and to be available to offer individual support and someone for a child to talk to. 

To liaise, and maintain good working relationships with other staff, parents, outside agencies etc as required. 

To promote respect, self-esteem and a positive, inclusive ethos for all children and adults throughout the school.

To contribute to monitoring and recording pupils’ progress and providing relevant feedback to teachers.

To provide welfare support to the children, including administering First Aid (dependant on training) and attending to identified medical needs as required.

To assist with general school duties, which may include:
a. Setting up classrooms, preparing resources and displays and tidying and clearing away
b. Supervision of children during breaks
c. Supervision of children entering or leaving school premises


	Generic Responsibilities
	Maintain confidentiality in and outside of the workplace.
Be pro-active in matters relating to health and safety and report accidents as required.
Support the aims and ethos of the school setting a good example in terms of dress, behaviour, punctuality and attendance.
Uphold and support the School’s Policies and procedures on the Safeguarding of young people.


	Line management responsibility
if applicable

	N/A

	Representative Accountabilities Typical accountabilities in roles in this job family
	Support for Students
• To deliver and support learning to a very small group of children using structured interventions as directed by the Head of Centre.
• To develop an understanding of the special educational needs of the students.
• To take into account students’ special needs and ensure their access to lessons through appropriate clarification, explanations equipment and materials.
• To lead sessions for a small group of students, Deliver short term ELSA (Emotional Literacy) intervention groups.
• To monitor student progress and to develop interventions that support student learning.
• To attend in service training and meetings relevant to the post in order to keep up to date with developments in working with children with special educational needs.
• Provide support and facilitate interaction with peers in the classroom and around school.
• Promote the inclusion and acceptance of all students.
• Support students in learning strategies e.g. literacy and numeracy.
• Support students in using basic ICT.
• Prepare and maintain equipment/resources as directed by the teacher and assist students in their use.
• Assist with the supervision of students out of lessons, I.e. before and after school, during movement breaks and at break times.
• Accompany staff and students on visits, trips and out of school activities as required. 

Support for Staff
• To have formal and informal meetings with teachers to contribute to planning lessons and activities.
• To supervise practical tasks within the classroom, where required.
• To carry out structured classroom assessments/observations and feed back outcomes, as directed.
• Be aware of and continually monitor student problems/progress/achievements and report to the teacher and Principal, attending meetings as required.
• Undertake completion of student assessment records as required.
• Support the teacher and other colleagues in managing student behaviour.
• Gather/report information from or to parents/carers and attend meetings as required.
• Assist with educational visits and activities off-site, as required.

Other
• To support the implementation of school policies and procedures, including those relating to confidentiality and behaviour.
• To identify personal training needs and to attend appropriate internal and external in-service training.
• Carry out any other reasonable duties and/or times of work as may be reasonably required in accordance with the general level of responsibility within the school.
• Attend school events and assist with the planning of school events as required.
• Undertake first aid training and responsibilities as required.
• Maintain confidentiality and security of personal data at all times by ensuring compliance with the Data Protection Act.
• Contribute to the School culture and development by ensuring that you fulfil your professional responsibilities in relation to financial matters and carrying out duties effectively.
• Share good practice across the school.
• Take responsibility for your own well-being.
• Participate in appraisal and achievement of objectives set.
• Request adequate support to achieve these targets if this is appropriate.

Planning & Organising
• Plan and organise your own work and work of other members of the team (where appropriate) to meet given priorities.
• Contribute to broader activities by providing specialist support and effective resourcing, coordination, and monitoring of those activities.
• Assess the range and volume of work to be undertaken for the days ahead and plan to ensure it is completed to time and to an appropriate standard.

Policy and Compliance
• Adhere to established processes, policies, standards of service delivery and use of equipment to support any associated regulatory or technical compliance requirements.
 
Work with Others
• Receive and respond to everyday enquiries to provide a timely, courteous, and efficient service.
• Develop strong relationships with partners and stakeholders to deliver a timely and efficient service.
• Report any concerns, problems, or incidents, e.g., safeguarding, behaviour in accordance with relevant reporting procedures.
• Supervise the work of more junior staff, if appropriate, escalating performance issues appropriately.

Resources
• Deliver a range of practical services in support of existing systems or processes to agreed standards, to maximise service quality and continuity.

Analysis, Reporting & Documentation
• Assist in the delivery of relevant assessments/evaluations.
• Ensure information and records are processed and stored to agreed procedures.
• Ability to store data and carry out basic analysis.

Duties for all
Values: To uphold the values and behaviours of the organisation while working towards the best outcomes for all students.

To commit to the ethos of the school in everything you do and avoid any action that may be detrimental to the interests of Egham Park School.

Equality & Diversity: To work inclusively, with a diverse range of students and stakeholders, and promote equality of opportunity.

Health, Safety & Welfare: To maintain high standards of Health, Safety and Welfare at work and take reasonable care for the health and safety of yourself and others.

To contribute to and influence children’s learning and personal development.

To have regard to and comply with safeguarding policy and procedures.


	Education, Knowledge, Skills & Abilities, Experience and Personal Characteristics
	• Minimum 3 GCSEs at Grade C or above (Including English & Maths), or equivalent, or able to evidence ability at an equivalent level.
• May be required to hold a certificate of competency in a defined area relevant to the role e.g., first aid at work, Autism, behaviour management, HLTA, ELSA or other relevant qualifications.
• Competence in a range of IT tools and packages.
• May be required to hold practical knowledge or experience relevant to the role.
• Ability to work with others to provide excellent customer service.
• Good written and oral communication skills with the ability to build sound relationships with staff and stakeholders.
• Able to prioritise and plan own workload in the context of conflicting priorities.
• Ability to guide and support less experienced or more junior colleagues, if appropriate.
• Experience of working in a similar service environment.


	Details of the specific qualifications and/or experience if required for the role in line
with the above description

	The successful candidate will be subject to a satisfactory enhanced disclosure from the Disclosure and Barring Service (DBS). 

Egham Park School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.


	Role Summary
	Roles at this level typically provide practical support as part of a team, working within established processes and procedures, resolving problems or extending activities with the more difficult issues or behaviours referred to others. They support more senior staff by covering specific aspects of the teaching/learning programme and will be fully versed in the procedures of their specialism. They will usually be subject to supervision but will be expected to organise their own workload and set their own priorities within short, e.g. day-to-day timescales.


	General
	It is expected that all members of staff work collaboratively as members of the school and share good practice, resources and ideas to realise the school’s visions, aims and values of nurture, respect, kindness and growth. All staff should act with professional integrity at all times, following the Staff Code of Conduct.

The role will be based at Egham Park School. However, at times you may be asked to work at other partner schools, and as such will be expected to travel between sites as required.

Teaching and Learning is our core business and as such it is an absolute priority. You will be expected to support all your colleagues, irrespective of role, to ensure working towards the best outcomes for the students. This may mean undertaking tasks outside of your area of responsibility as required.

Employees are required to work in compliance with the School Health & Safety Policies and under the Health and Safety at Work Act 1974 (as amended) ensuring the safety of all parties you  come into contact with, such as members of the public, in premises, offsite or within other sites controlled by the School.

In order to ensure compliance, procedures should be observed at all times under the provision of safe systems of work through safe environments, including information, training and supervision necessary to accomplish those goals.

Egham Park School is committed to safeguarding and promoting the welfare of children and young people and all staff must ensure that the highest priority is given to following the guidance and regulations to safeguard children and young people. All staff are to have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by Egham Park School. Any safeguarding or child protection issues must be acted upon immediately.

The job description and person specification are current at the date issued. The duties, responsibilities and accountabilities highlighted are indicative and may vary over time at the discretion of Egham Park School, in consultation with you, to meet changes to regulations or circumstances.
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