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	Information and Guidance on Routes to Obtain
Higher Level Teaching Assistant Status

	What is HLTA status?   
HLTA status has been introduced for support staff working at a high level to support teaching and learning, this can include delivering PPA sessions, supervising other staff or organising interventions. 

This information pack allows support staff to understand the process that needs to be followed in order to achieve the HLTA status and to learn more about the standards and the role of an HLTA.         

What do the HLTA Standards mean?
The Higher Level Teaching Assistant (HLTA) preparation and assessment programme is designed to allow school support staff with a significant level of skills and knowledge to be assessed against HLTA Standards developed by the Training and Development Agency (TDA).  The Standards require support staff to demonstrate they have sufficient knowledge and understanding to help pupils make progress with their learning.  The locally agreed job description for an HLTA is enclosed with this pack.

There are 33 Standards under the headings of Professional Attributes, Professional Knowledge and Understanding, Planning and Expectations, Monitoring and Assessment and Teaching and Learning Activities (attached in the pack).  These can also be found at www.tda.gov.uk/hlta
What routes are available to achieve the HLTA status? 

1. The three day preparation programme provided by Bradford Council:
The candidate writes short assignments giving examples from their practice to demonstrate that s/he is meeting the 33 standards and prepares a portfolio of supporting evidence.  The assignments are marked by an independent assessor who then makes a visit to the candidate’s setting, interviews the candidate and representatives from the school and looks at the supporting evidence that the candidate has prepared.  
This course requires candidates to take time out of school and to produce work in their own time. 

When the assessor is satisfied that the candidate has met all the standards and the assessment has been successfully moderated then a certificate is issued confirming the HLTA status.  Candidates will also be offered the opportunity to use their assignments to gain credits at level four from Leeds Trinity University College which can be used when working towards a relevant degree.
2. Foundation degree including HLTA status:

Foundation degrees are available from several colleges in the area and some include the option of completing a module which gives the HLTA status.  Applicants interested in pursuing this route should contact the colleges to obtain further details.  

Bradford Council cannot guarantee availability of places at any particular time with any provider. 
Completion of the HLTA status does not automatically entitle candidates to a pay award or an HLTA post but will allow candidates to apply for posts advertised for HLTAs. 



	Registration: Candidates need to register with Carnegie Leaders in Learning and this is done using registration details provided by the trainer on day two of the course.




	Bradford Council will use the following selection criteria:  

         Understanding of and ability to meet the requirements of the HLTA 33 standards; demonstrated by submission of the HLTA diagnostic with the application form
         Proven qualifications in English and Mathematics GCSE A*-C or equivalent (see attached list of accepted qualifications); THIS IS A REQUIREMENT BEFORE YOU CAN BE ACCEPTED ON TO A COURSE BUT FREE HELP IS AVAILABLE AND FURTHER DETAILS ARE IN THIS PACK

          IT IS A REQUIREMENT that you are employed by a school and that your Headteacher supports your application 



	The HLTA Preparation and Assessment process 

Candidates will be required to demonstrate that they meet all the Standards by outlining and evaluating their experiences of working within everyday school routines.  The appropriate preparation route will determine the time taken to complete the process below:

Preparation for the final assessment incorporates the following stages for all candidates:

1. Clarifying their understanding of the professional Standards and how they relate to their work

    in schools;

2. Preparing for the assessment tasks;

3. Receiving formative feedback on the assessment tasks;

4. Preparing for the school visit; 
5. The school visit.

    In addition, there are two further stages for assessors:

6. The moderation of judgements; 
7. Feedback to candidates who have not met the Standards.

For further advice/information please contact: 

Evelyn Haigh, Future House, Bolling Road, Bradford, BD4 7EB.   Tel: 01274 385936
Fax: 01274 385983  E-mail: evelyn.haigh@bradford.gov.uk


	


	Literacy / Numeracy Qualifications Accepted
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	To achieve HLTA status (HLTA Standard 11), evidence of separately certified literacy and numeracy qualifications equivalent to level 2 of the Qualifications and Credit Framework is required.

Acceptable Level 2 qualifications are:
Qualification type
Literacy
Numeracy
GCSE

English A*-C

Mathematics A*-C

 

English Literature A*-C

 

Basic Skills

Certificate in Adult Literacy Level 2

Certificate in Adult Numeracy Level 2

 Key Skills

Communication Level 2

Application of Number Level 2

CSE

English Grade 1

Mathematics Grade 1

GCE O Level

English Language 
Mathematics

 

English Literature

 

However, it will of course be possible for support staff to use evidence of qualifications attained at a higher level.
Appropriate Level 3 qualifications are/include:
Qualification type
Literacy
Numeracy
GCE A Level

English Language

Use of Mathematics

 

English Literature

Mathematics

 

English Language & Literature

Further Mathematics

 

 

Statistics

GCE AS Level

English Language

Mathematics

 

English Literature

Use of mathematics

 

English Language & Literature

Further mathematics

 

 

Pure mathematics

 

 

Statistics

 

 

Mechanics

 

 

Applied mathematics

 

 

Discrete mathematics

Key Skills

Communication Level 3

Application of Number Level 3

It is also a requirement that relevant certificates are made available to training providers as part of the HLTA assessment process.  Where a certificate is not available, a replacement copy should be obtained from the relevant exam board.  Information on how to obtain replacement certificates can be obtained from the websites of the examining boards, who are EdExcel, AQA, OCR, WJEC and CCEA.  Some older examination boards may have been subsumed within these organisations. 
	


LEVEL 2 LITERACY, NUMERACY and ICT
TRAINING AND QUALIFICATIONS


               ... on your doorstep!

Do you need to:

• Improve your English, Maths or ICT skills

• Gain a better understanding of number, measures and handling data

• Feel more confident when supporting children and young people
• Gain the new adult qualifications in Numeracy, Literacy or ICT at Level 2?

Bradford Council, in partnership with Leeds City College, 
can arrange for training to be delivered at Future House.
The training will enable candidates to

obtain specialist support in achieving the qualification.

At the first session candidates will be given an initial assessment 

which will identify their development needs.

Candidates can then attend further sessions to progress 

to the assessment stage.

N.B. sessions are only able to proceed if sufficient numbers are recruited.
Contact Julie Ioanna at Future House for further information:

Tel:

01274 385944
email: 
julie.ioanna@bradford.gov.uk
OUTLINE JOB DESCRIPTION 
	
POST

TITLE
	TEACHING ASSISTANTS – SUPPORTING AND DELIVERING LEARNING (LEVEL 4) - 

HIGHER LEVEL TEACHING ASSISTANTS 
	POST

REFERENCE
	
	
	
	
	
	

	
	
	
	


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the work content of their post and the role they are to play in the organisation.  However, the following points should be noted:

        1
Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings, therefore, may have been used below, in which case all the usual associated routines are naturally included in the job description.

2 Officers should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed.

3 Bradford is an Equal Opportunities Employer and requires its employees to comply with all current equality policies both in terms of equal opportunity for employment and access to the Council Services.

4 The Council is committed to making any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

PRIME OBJECTIVES OF THE POST:
To complement the professional work of teachers by taking responsibility for agreed learning activities under an agreed system of supervision.  This may involve planning, preparing and delivering learning activities for individuals/groups or short term for whole classes and monitoring pupils and assessing, recording and reporting on pupils achievement, progress and development.

SUPERVISORY/MANAGERIAL RESPONSIBILITIES:
Responsible for the management and development of a specialist area within the school and/or line management, training and appraisal of other support staff, students on work experience, trainees and voluntary helpers with whom the postholder is working.                                  

SUPERVISION AND GUIDANCE:
Responsible to the Head/Senior member of staff, but it is expected to seek guidance from appropriate sources.

RANGE OF DECISION MAKING:
To make decisions using own initiative where appropriate within established working practices and procedures.

The postholder will be expected to use good common sense and initiative in all matters relating to:

· the conduct and behaviour of individual, groups of pupils and whole classes

· the correct use and care of materials by individual and small groups of pupils

· the safety, mobility (if required) and hygiene and well being of the pupils.

RESPONSIBILITY FOR ASSETS, MATERIALS ETC:
To maintain the confidential nature of information relating to the school, its pupils, parents and carers. 

To be responsible for the care of all equipment and materials, within the classroom/designated area of the school in conjunction with other members of staff.  The provision, use and storage of equipment and materials prepared by the postholder and used by the children with whom the postholder is working.

CONTACTS:

Internal at all levels, Parents / Carers, Governors, Community Groups, Health, Social Services, Police, Bradford Council, Contractors, External Agencies.

RANGE OF DUTIES:
1.
SUPPORT FOR PUPILS

1.1
Assess the needs of pupils and use detailed knowledge and specialist skills to support pupils’ learning

1.2
Establish productive working relationships with pupils, acting as a role model and setting high expectations

1.3
Promote the inclusion and acceptance of all pupils within the classroom

1.4
Encourage pupils to interact and work co-operatively with others and engage all pupils in activities

1.5
Promote independence and employ strategies to recognise and reward achievement of self-reliance

1.6
Provide feedback to pupils in relation to progress and achievement

1.7
Develop and implement IEPs

1.8
Support pupils consistently whilst recognising and responding to their individual needs 

2.
SUPPORT FOR THE TEACHER

2.1
Organise and manage appropriate learning environment and resources

2.2
Provide objective and accurate feedback and reports as required on pupil achievement, progress and other matters, ensuring the availability of appropriate evidence

2.3
Record progress and achievement in lessons/activities systematically and providing evidence of range and level of progress and attainment

2.4
Work within an established discipline policy to anticipate and manage behaviour constructively, promoting self control and independence

2.5
Supporting the role of parents in pupils’ learning and contribute to/lead meetings with parents to provide constructive feedback on pupil progress/achievement etc.

2.6
Production of lesson plans, worksheet, plans etc.

2.7
Monitor and evaluate pupil responses to learning activities through a range of assessment and monitoring strategies against pre-determined learning objectives

2.8
Within an agreed system of supervision, plan challenging teaching and learning objectives to evaluate and adjust lessons/work plans as appropriate 

2.9
Administer and assess/mark tests and invigilate exams/tests

3.


SUPPORT FOR THE CURRICULUM

3.1
Deliver learning activities to pupils within agreed system of supervision, adjusting activities according to pupil responses/needs

3.2 
Deliver local and national learning strategies e.g. literacy, numeracy, KS3, early years and make effective use of opportunities provided by other learning activities to support the development of pupils’ skills

3.3
Use ICT effectively to support learning activities and develop pupils’ competence and independence in its use

3.4
Advise on appropriate deployment and use of specialist aid/resources/equipment

3.5
Select and prepare resources necessary to lead learning activities, taking account of pupils’ interests and language and cultural backgrounds

4.
SUPPORT FOR THE SCHOOL

4.1 
Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting concerns to an appropriate person

4.2
Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop

4.3
Contribute to the overall ethos/work/aims of the school

4.4
Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and progress of pupils 

4.5
Attend and participate in regular meetings

4.6
Participate in training and other learning activities as required.

4.7
Contribute to the identification and execution of appropriate out of school learning activities which consolidate and extend work carried out in class.

4.8
Deliver out of school learning activities within guidelines established by the school

4.9
To support, uphold and contribute to the development of the Council’s Equal Rights policies and practices in respect of both employment issues and the delivery of services to the community

4.10
Recognise own strengths and areas of specialist expertise and use these to lead, advise and support others

4.11
Take the initiative as appropriate to develop appropriate multi-agency approaches to supporting pupils

5. 
LINE MANAGEMENT RESPONSIBILITIES WHERE APPROPRIATE 

5.1 
Manage other teaching assistants

5.2
liaise between managers / teaching staff and teaching assistants

5.3
Hold regular team meetings with managed staff

5.4
Represent teaching assistants at teaching staff/management/other appropriate meetings

5.5
Undertake recruitment/induction/appraisal/training/mentoring for other teaching assistants.
STANDARDS FOR HIGHER LEVEL TEACHING ASSISTANT STATUS

APPROVED JUNE 2007

Note on the terminology used in the standards

· The term ‘learners’ is used instead of ‘children and young people’ when learning per se is

the main focus of the standard. It refers to all children and young people including those with

particular needs, for example, those with special educational needs, looked after children,

those for whom English is an additional language, those who are not reaching their potential

or those who are gifted and talented.

· The term ‘colleagues’ is used for all those professionals with whom an HLTA might work. It

encompasses teaching colleagues, the wider workforce within an educational establishment,

and also those from outside with whom HLTAs may be expected to have professional

working relationships, for example early years and health professionals and colleagues

working in children’s services.

· The term ‘learning activities’ is used to cover teaching and learning activities wherever they

take place, whatever their nature and length, and however they might be organised, and are

applicable to all educational phases and contexts.

· The term ‘well-being’ refers to the rights of children and young people (as set out in the
      Children Act 2004), in relation to:

· physical and mental health and emotional well-being

· protection from harm and neglect

· education, training and recreation

· the contribution made by them to society

· social and economic well-being.
Those awarded HLTA status must meet all of the following standards.

Professional attributes

Those awarded HLTA status must demonstrate, through their practice, that they:

1. Have high expectations of children and young people with a commitment to helping them

    fulfil their potential

2. Establish fair, respectful, trusting, supportive and constructive relationships with children

    and young people

3. Demonstrate the positive values, attitudes and behaviour they expect from children and

    young people

4. Communicate effectively and sensitively with children, young people, colleagues,

    parents and carers

5. Recognise and respect the contribution that parents and carers can make to the

    development and well-being of children and young people

6. Demonstrate a commitment to collaborative and cooperative working with colleagues

7. Improve their own knowledge and practice including responding to advice and feedback

Professional knowledge and understanding

Those awarded HLTA status must demonstrate, through their practice, that they:

8. Understand the key factors that affect children and young people’s learning and

    progress

9. Know how to contribute to effective personalised provision by taking practical account of

    diversity

10. Have sufficient understanding of their area(s) of expertise to support the development,

      learning and progress of children and young people

11. Have achieved a nationally recognised      qualification at level 2 or above in English/literacy and Mathematics/numeracy

12. Know how to use ICT to support their professional activities

13. Know how statutory and non-statutory frameworks for the school curriculum relate to the

      age and ability ranges of the learners they support

14. Understand the objectives, content and intended outcomes for the learning activities in

      which they are involved

15. Know how to support learners in accessing the curriculum in accordance with the special

      educational needs (SEN) code of practice and disabilities legislation

16. Know how other frameworks, that support the development and well-being of children

      and young people, impact upon their practice

Professional Skills

Teaching and learning activities must take place under the direction of a teacher and in

accordance with arrangements made by the headteacher of the school.

Planning and expectations

Those awarded HLTA status must demonstrate, through their practice, that they:

17. Use their area(s) of expertise to contribute to the planning and preparation of learning

      activities

18. Use their area(s) of expertise to plan their role in learning activities

19. Devise clearly structured activities that interest and motivate learners and advance their

      learning

20. Plan how they will support the inclusion of the children and young people in the learning

      activities

21. Contribute to the selection and preparation of resources suitable for children and young

      people’s interests and abilities

Monitoring and assessment

Those awarded HLTA status must demonstrate, through their practice, that they:

22. Monitor learners’ responses to activities and modify the approach accordingly

23. Monitor learners’ progress in order to provide focussed support and feedback

24. Support the evaluation of learners’ progress using a range of assessment techniques

25. Contribute to maintaining and analysing records of learners’ progress

Teaching and learning activities

Those awarded HLTA status must demonstrate, through their practice, that they:

26. Use effective strategies to promote positive behaviour

27. Recognise and respond appropriately to situations that challenge equality of opportunity

28. Use their ICT skills to advance learning

29. Advance learning when working with individuals

30. Advance learning when working with small groups

31. Advance learning when working with whole classes without the presence of the

      assigned teacher

32. Organise and manage learning activities in ways which keep learners safe

33. Direct the work, where relevant, of other adults in supporting learning
Higher Level Teaching Assistants (HLTA)
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