Woodlane High School

Job Description

Job Title:


HLTA – EHCP and Cover Supervisor
Salary:


Scale 6
Line Manager:

Lead Practitioner (in partnership with Senior TA)
This Job Description should be read in addition to the Job Description requirements of a teaching assistant.
Purpose of Post: To play a key role in raising teaching and learning support by enabling the professional development of colleagues, particularly Apprentices and covering lessons.  To support the Lead Practitioner to lead and manage the EHCP process.
Specific Responsibility
1. To deputise for the Senior Teaching Assistant.

2. To cover lessons for teachers in all subject areas.  

3. To support the Lead Practitioner in the co-ordination and management of the EHCP review process.

4. To line manager Woodlane Apprentice Teaching Assistants.  

5. Teaching Assistant to the Lead Practitioner.  

Deputising for Senior Teaching Assistant
· To disseminate information to teaching assistants and ensure that they are deployed effectively.
· To raise the quality of teaching and learning support in the classroom.

· To model best practice.  

· To mentor colleagues.  

Cover supervisor

· To provide quality cover for teachers in their absence from the classroom.

· To work in partnership with teachers.  

· To (on rare occasions) plan teaching and learning activities in the absence of the teacher from the classroom.  

EHCPs
· To support the Lead Practitioner to co-ordinate and manage the EHCP review process.
· To support the Lead Practitioner in the administration of the EHCP review process.

· To support the Lead Practitioner in ensuing EHCP legislation requirements are met (e.g. timeframes).
Line manager to Apprentices

· To support the Senior TA in the robust evaluation of teaching and learning support and make a significant contribution to improving the quality of teaching and learning support within the team. 
· To supervise and undertake the school’s appraisal cycle for Apprentices.  

· To support Apprentices and colleagues to achieve outstanding teaching and learning.  
· To support the Senior TA in developing a range of activities and strategies to strengthen teaching and learning support across the school.
· To model best practice in the classroom and school.  
· In consultation with the Senior TA, contribute to the design and implementation of the CPD programme.
· Provide direct training for Apprentices.  
Strengthening Community

· To promote a positive partnership between school, parents and support agencies.
· To contribute to meetings where appropriate with parents and carers to ensure positive outcomes for all parties.
· To liaise with external agencies.
· To develop and strengthen partnerships with the wider community.
· To promote positive relationships and to work with colleagues in other schools and external agencies.
· To ensure responsibilities are well planned to enable you to meet cover supervisor responsibilities at short notice. 
To carry out other associated duties commensurate with the post determined by the SMT. 
