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Dear Applicant, 
 
Thank you for your interest in the position of Higher Level Teaching Assistant at Willow 
Primary School. Willow Primary school is a vibrant two form entry school that sits at the 
heart of the community, with 400 pupils. You will be joining our school at an exciting 
time, as we have just had the privilege of joining Exceed Learning Partnership. This will 
provide further opportunities for our school, as we continue our journey for excellence 
within a supportive and highly skilled community.  
 
At Willow Primary School, we look to appoint ambitious individuals with a passion for 
teaching and learning. Our vision and ethos are integral to the success of our academy 
as we strive to ensure that every child, is given the best chance, every day. Our 
commitment to strong leadership, staff development and high pedagogical standards, 
means that the successful applicant will be joining an inclusive academy that puts 
people and pupils first.  
 
We are seeking applicants who are innovative and proactive and who would relish the 
opportunity to make the next step in their journey. We place great emphasis on creating 
a supportive culture. I hope this will inspire you to apply for this opportunity and I look 
forward to receiving your application. If you wish to find out more information about 
our school, please take a look at our website www.willowprimaryschool.co.uk 
 
 Once again thank you for your interest in this position.  
 
Yours Sincerely  

 
Davina Sumner  
Principal 
 

http://www.willowprimaryschool.co.uk/


  

 
JOB TITLE: HIGHER LEVEL TEACHING ASSISTANT (HLTA) 

JOB GRADE:  Grade 6 Scale Point 7 – 11 

WORKING HOURS: 30 hours per week 

CONTRACT TYPE: Permanent - Term Time Plus 5 additional days  

ANNUAL SALARY:

  

£ 24979 to £25979  

Pro rata salary £17120 to £18307 

PRIMARY 

LOCATION: 

Willow Primary School  

RESPONSIBLE TO: Principal and Leadership Team  

 
Exceed Learning Partnership (ELP) 

ELP is a multi-academy sponsor, specialising in the development of innovative education, which sets high 

standards and gives pupils access to opportunities through excellent teaching and inspiration leadership. 

ELP academies are at the heart of their communities and community learning, and work with local 

authorities, employers and high performing educational institutions.  

     

Job purpose: 

 To work under the guidance of teaching/ senior staff and within an agreed system of supervision, to 

implement agreed work programmes with individuals/ groups, in or out of the classroom. This could 

include those requiring detailed and specialist knowledge in particular areas, and will involve assisting 

the teacher in the whole planning cycle and the management/ preparation of resources. Staff may also 

supervise the whole class under guidance from a teacher. The primary focus will be to maintain good 

order and to keep pupils on task.  

 



 

Main duties  

 Use specialist (curricular/learning) skills/training/experience to support pupils  

 Assist with the development and implementation of IEPs / Support Plans  

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

 Promote the inclusion and acceptance of all pupils within the classroom  

 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 independence and employ strategies to recognise and reward achievement of self-reliance  

 Provide feedback to pupils in relation to progress and achievement  

 Assess the needs of pupils and use detailed knowledge and specialist skills to support pupils’ learning  

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

 

Support for the Teacher  

 Organise and manage appropriate learning environment and resources 

 Within an agreed system of supervision, plan challenging teaching and learning objectives  

 Evaluate and adjust lessons/workplans as appropriate  

 Monitor and evaluate pupil responses to learning activities through a range of assessment and monitoring 

strategies against pre-determined learning objectives  

 Provide objective and accurate feedback and reports as required on pupil achievement, progress and other 

matters, ensuring the availability of appropriate evidence  

 Record progress and achievement in lessons/activities systematically and providing evidence of range and level of 

progress and attainment 

 To undertake PPA cover across all key stages by supervising and directing the learning of classes/groups of 

children  

 Work within an established discipline policy to anticipate and manage behaviour constructively, promoting self-

control and independence  

 Support the role of parents in pupils’ learning and contribute to/lead meetings with parents to provide 

constructive feedback on pupil progress/achievement etc.  

 Administer and assess/mark tests and invigilate exams/tests  

 Production of lesson plans, worksheet and resources.  

 

 



  

Support for the Curriculum  

 Deliver learning activities to pupils within agreed system of supervision, adjusting activities according to pupil 

responses/needs  

 Deliver local and national learning strategies e.g. literacy, numeracy, early years and make effective use of 

opportunities provided by other learning activities to support the development of pupils’ skills  

 Use ICT effectively to support learning activities and develop pupils’ competence and independence in its use  

 Select and prepare resources necessary to lead learning activities, taking account of pupils’ interests and language 

and cultural backgrounds  

 

Specialist Area  

 Be responsible for an area of specialism within the curriculum  

 Prepare an action plan for the Principal / Curriculum Leader on developments within the area.  

 Monitor, Review, Assess and Evaluate the specialist area each term and provide monitoring reports to the 

Principal.  

 Liaise with other leaders within about the key priorities within the specialist area  

 Lead staff training within the specialist area  

 Feedback to external agencies such as Ofsted on the specialist area.  

 

Line Management Responsibilities where appropriate: 

 Manage other teaching assistants  

 Liaise between mangers/teaching staff and teaching assistants  

 Hold regular team meetings with managed staff  

 Represent teaching assistants at teaching staff/management/other appropriate meetings  

 Undertake recruitment/induction/appraisal/training/mentoring for other teaching assistants  

 

Support for the School  

 Be aware of and comply with policies and procedures relating to child protection, health, safety and security, 

confidentiality and data protection, reporting all concerns to an appropriate person  

 Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop  

 Contribute to the overall ethos/work/aims of the Trust/Academy  

 Establish constructive relationships and communicate with other agencies/professionals, in liaison with the 

teacher, to support achievement and progress of pupils  

 Attend and participate in regular meetings  

 Participate in training and other learning activities 

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



 

 Provide appropriate guidance and supervision and assist in the training and development of staff as appropriate  

 Undertake planned supervision of pupils’ out-of-school-hours learning activities  

 Supervise pupils on visits, trips and out-of-school activities as required 

 

Safeguarding Procedures  

 It is the responsibility of all members of staff to follow the correct safeguarding procedures in the academy.  

 All staff have a duty to attend child protection training every three years  

 All staff have a duty to read and follow the safeguarding policies in the academy  

 To Be trained in Procedures for Safeguarding & Child Protection and ensure that the procedures are applied in all 

aspects of the role. 

 All staff have a duty to report any concerns about a child or potential breach of safeguarding procedures by an adult 

to the designated safeguarding lead for Child Protection which is the Pastoral Manager and/or deputy lead which is 

the Principal.  

 

Health and Safety  

 Be trained in procedures for Health & Safety & First Aid  

 To administer First Aid as agreed in the procedures within the Policy Equal Opportunities  

 To ensure that all pupils are respected and treated equally at all times  

 Being aware of cultural differences between pupils, dealing with any incidents of racism or sexism in accordance with 

agreed procedures. 

 

Performance Appraisal  

 To set key targets for development  

 To work towards achieving targets for development Professional Learning  

 To carry out professional learning opportunities  

 

Conditions of Employment  

 The above responsibilities are subject to the general duties and responsibilities contained in the written statement of 

conditions of employment (the Contract of Employment).  

 The post holder is required to support and encourage the academy’s ethos and its objectives, policies and procedures 

as agreed by the Governing Body and Trust.  

 To uphold the trust and academy's policies in respect of child protection matters.  

 The post holder shall be subject to all relevant statutory and institutional requirements.  

 



  

This personal specification is related to the requirements of the post as determined by the job description. Short-listing 
is carried out on the basis of how well you meet the requirements of the personal specification. You should refer to 
these requirements when completing your application. 

 

 Criteria  Essential or 
Desirable  

Evidenced 
on 

Application 
Form 

Evidenced 
on 

documents 

Evidenced 
at 
interview 

1. Education, 
Qualifications 
and Vocational  
Training    

Willingness and ability to obtain and/or enhance 
qualifications and training for development in the 
post.  

E     

GCSE Grade 4 or above in Maths and English or 
equivalent 

  E     

NVQ Level 3 equivalent in a relevant qualification E 



  

QTS or Successful Assessment of HLTA Professional 
Standards. 

D     

First Aid Certificate D     

2. Relevant  
Experience    

Working in a learning environment with school age 
pupils. 

E     

Use of ICT/other equipment to support learning E     

Experience of a range of behaviour strategies E     

Proven ability to support, motivate and develop 
pupils  

E     

Report writing. D   

3. Knowledge  
and skills 

Good understanding of school policies and 
procedures and awareness of relevant legislation  

E     

Excellent numeracy/literacy/oracy skills. E     

Knowledge of safeguarding and child protection 
procedures  

E     

Knowledge of National Curriculum and other learning 
programmes/strategies  

D     

Understanding of principles of child development 
and learning processes  

D     

Knowledge of SEND (Special Educational Needs and 
Disabilities) 

D     

 

 

 
 

 

 



 

4. Personal 
Characteristics 

Ability to relate well to children and adults. E     

Ability to self-evaluate own practice and learning 
needs and actively seek learning opportunities  

  E     

Able to work independently and collaboratively 
with teachers and others 

E     

Ability to organise, lead and motivate others. D   

To keep abreast of local/national initiatives in 
education. 

D   

Personal interests and skills which can be used to 
enhance a specific delivery of either a curriculum 
area or an activity  

D     

5. Additional 
 Factors  

Good communication and interpersonal skills 

Good organisation and time management skills 

Able to work independently and collaboratively 

with teachers and others  

Flexible approach to work within school   

E   

E   

E   

E   

 

The post holder may be required to perform any other reasonable tasks after consultation.  

 

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent 

on carrying them out and no part of it may be so constructed.  

 

This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year 

and it may be subject to modification at any time after consultation with the post-holder 

 

 



Guidance Notes  

 

If you are unclear about any aspect of the application process or you would like any additional information 
about Willow Primary School, Exceed Learning Partnership or the role, then please contact Lorraine Burton 
 on 01709 805175 or email l.burton@exceedlp.org.uk  
 
Visits to the school are strongly encouraged. To arrange a visit please contact Diane Morley, Academy 
Business Manager on 01302 539249 or by email bm@willow.doncaster.sch.uk   
 
If you think, you have the qualities and want to be part of a high-performing team, dedicated to providing the 
best possible educational opportunities for the young people of Doncaster, then please send your completed 
application form to: 

 
Email: l.burton@exceedlp.org.uk 
 
Post: FAO Lorraine Burton, Personnel Manager   
Exceed Learning Partnership 
Edlington Lane 
Doncaster. 
DN12 1PL         

 

Closing Date for Applications:    Tuesday 14th May 2024  
 

Shortlisting for Candidates:         Wednesday 15th May 2024 
 

Interviews:                                       Monday 20th May 2024 
 

References will only be taken for shortlisted candidates who will be notified beforehand. If you are shortlisted, 
please contact each of your named referees to inform them that, we will request a reference prior to the 
interview. 
 

Please note that providing false information as part of your application may lead to a withdrawal of any 

conditional offer of employment, or disciplinary procedures potentially leading to dismissal without notice. 
 

The Directors and Governors of Exceed Learning Partnership are committed to safeguarding and promoting the 
welfare of children and applicants will undergo child protection screening appropriate to the post, including 
checks with past employers. The role is exempt from the Rehabilitation of Offenders Act 1974 and therefore 
candidates will be subject to an enhanced DBS certificate, the role is engaged in regulated activity and will 
therefore require a children’s barred list check.   Shortlisted Applicants will be required to complete a self-
disclosure.   
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