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June 2021 

 
 

Dear Candidate,  

 

Many thanks for expressing an interest in applying for the position of HLTA at Wroughton Junior School. We currently 
have a vacancy available for a HLTA to work 3 days per week (Tuesday, Wednesday and Thursday) on a permanent 
contract. The successful candidate will be joining two existing HLTAs to teach classes to release Teachers for their weekly 
PPA time as well as covering classes to release phase and subject leaders. You will be provided with all the necessary 
curriculum support and professional development needed so you can provide a consistently high standard of education 
for our children.  

The Wroughton Primary Federation is a large, three-form entry federation made up of Wroughton Infant School and 
Wroughton Junior School. The schools federated in January 2016. Since then the schools have come together to share 
resources, expertise and our mutual vision and commitments for the children within our community, of which we are all 
'Proud to Belong'. At the Wroughton Primary Federation we work to ensure that no child is left behind and that the 
unique identity of both schools is protected, celebrated and valued for the contribution they make to ensuring children 
have the best education and experiences. We passionately believe that by working together, the children are able to have 
a higher quality of education that all children will benefit from and where no child is left behind. The Infant and Junior 
sites have their own Head of School and I oversee the quality of education and work with the Heads of School; agreeing 
the strategic aims and monitoring the impact of provision in my role as Executive Headteacher.  

This role is ideal for someone who is looking to move to a successful school that values the contribution made by each 
member of the staff team. The successful applicant will need to use their knowledge and expertise to plan and deliver 
high quality learning opportunities for the children in their class. As a three-form entry Junior School our teachers and 
HLTAs work together to plan, assess and prepare high quality learning activities. Whatever your experiences, you will be 
supported by our team of confident professionals. 

 
If successful, you will be given every opportunity to make your mark. Your individual skills and interests will be nurtured 
by myself, the Head of School and Governing Body to ensure our children achieve their full potential throughout their 
time at the Wroughton Primary Federation.  
 
All candidates are strongly encouraged to visit us. During these visits, we will be able to explain more about our vision, the 
journey we are on as well as answer any questions you might have.  Visits are going ahead with appropriate measures in 
place to limit the spread of the Covid-19 virus. 
 
Please visit our website at www.wroughtonfederation.co.uk to learn more about our schools and feel free to contact our 
Junior Head of School, Michelle Tkocz, if you have any questions. If you would like to arrange a visit please contact Mrs 
Tkocz on juniorhead@wroughtonfederation.co.uk   

 
We look forward to hearing from you and reading your application. 
 

 
Andrew Wilson 
Executive Headteacher 

Executive Headteacher: Andrew Wilson 
exechead@wroughtonfederation.co.uk  

 

http://www.wroughtonfederation.co.uk/
mailto:juniorhead@wroughtonfederation.co.uk
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Vision, Aims and Values 

 

 

Vision 
When pupils join our community of learners, they are at a critical stage in their development as young 
people. Each child brings with them a unique and complex web of skills and needs. As passionate 
educators, we seek to enhance these skills and respond to these needs so that they feel confident in 
aspiring to a positive future. We strongly believe that whilst in our care, every child deserves the 
opportunity to realise their fullest potential. By promoting an environment which seeks to remove barriers 
to learning and nurture individuals, we encourage the very best from our pupils. The Wroughton Primary 
Federation is committed to helping children recognise and develop their many talents and, at all times, be 
‘Proud to Belong’.  
 
 
 

Aims of our School 
Our aim is to provide a safe, caring and inspirational environment conducive to learning. 
 

 Where all adults work in close collaboration to ensure that children are happy, safe and can achieve. 
 Where learning is recognised as a valued and lifelong experience. 
 Where every child is recognised and valued as an individual. 
 Where the learning and developmental experience is stimulating and varied, memorable and meaningful. 
 Where children develop a sense of self-worth through their confidence, creativity, social skills and 

interests. 
 Where children are encouraged to develop their intellect and academic potential. 
 Where children are encouraged to reflect on their accountabilities as learners and have ownership of the 

process. 
 Where an awareness of citizenship and their role within the local and wider communities is fostered in 

each child. 
 Where parents, staff, pupils and governors are justifiably proud of the children and the school. 

 

 

Values 
At the Wroughton Primary Federation we want to ensure that no child is left behind and that the unique 
identity of both schools are protected, celebrated and valued for the contribution they make to ensuring 
children have the best education and experiences. 
 
We passionately believe that by working together, the children are able to have a higher quality of 
education and that both schools will benefit from and reap the rewards of a values based organisation 
where no child is left behind. 
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Job Description 

Role reports to (Job Title): 

Head of School 

Job Purpose:  

Working within a learning framework set by the Headteacher, and under the professional direction of a 
qualified teacher to provide teaching and learning support for the educational and personal needs of pupils, 
including whole classes which ensures that they have equality of access to opportunities to learn and 
develop.   

 

a. To act as an integral part of the school staff team, and as such to make a professional contribution to the 
overall aims of the school, working within agreed policies and procedures. 

b. Participate in planning lessons  
c. Provide short term cover and be responsible for the whole classroom staff in the absence of class teacher   
d. Assist with training of other Teaching Assistants 
e. To be responsible for promoting safeguarding the welfare of pupils within the school                                                              

 

Key Accountabilities: 

(a) Support for pupil(s) 
1. Contribute to raising standards of pupils’ achievement 

a. Under the professional direction of a qualified teacher undertake a range of teaching and 
learning activities with whole classes, specified groups,  or individual pupils.  

2. Support pupils during learning activities  
a. Provide the appropriate level of support needed by pupils to promote independent learning, 

responding to any signs of distress or conflict and feeding back to the teacher about progress 
made by pupil(s) 

 

3. Provide care and support for the pupils’ 
a. Promote pupil well-being by encouraging them to develop good relationships with others, 

develop their self-reliance and self-esteem, help them to adjust to new settings and to 
practice good standards of health and hygiene. 

 

4. Participate in case conferences 
a. Make a professional contribute to formal case discussions concerning the educational 

development of pupils with whom there is day to day classroom contact. 

 

(b)         Support for teacher(s) 
1. Provide short term cover in absence of teacher 

a. In consultation with the classroom teacher, Head teacher to provide short term cover (PPA, 
training release, SEND meeting, teacher absence) and be responsible for the whole class and 
the classroom staff in the absence of the class teacher. 
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2. Assist in preparing and delivering teaching and learning activities 
a. In consultation with the classroom teacher, ensure that all learning resources and materials 

are appropriate and relevant to pupils’ needs.  This includes the preparation, setting out and 
clearing away of teaching aids, during and between lessons.  

 

3. Contribute to the planning and evaluation of learning activities 
a. Assist the classroom teacher to plan how learning activities will be implemented, including 

determining own role in delivering teaching and learning the activities. 

 

4. Observe and report on pupil performance 
a. Under the professional guidance of the classroom teacher, carrying out, and reporting on, 

systematic observations, including formal assessment of pupils to gather evidence of their 
knowledge, understanding and skills upon which the teacher can make judgements about 
their stage of development.  This will include making specific recommendations to the 
teacher on identified special educational or other needs, based on objective observations. 

 

5. Provide support for the use of ICT in the classroom 
a. Making sure that ICT equipment is available and ready to use when required, by liaison with 

appropriate technical staff where necessary, and helping pupil(s) in the practical application 
of programmes and equipment to ensure that it is used safely and effectively. 

 

6. Maintaining Classroom records 
a. Maintain agreed written records of all school materials and equipment used in support of the 

pupils’ learning and development, including responsibility for stock control and maintaining 
an audit of expendable materials.  

 

7. Support for the school 

Develop and maintain working relationships with other professionals 

a. Work effectively with teachers, support staff and other professionals, applying own strengths 
and expertise to contribute positively to the overall aims and objectives of the school. 
Provide effective support for all other members of the school staff by sharing own knowledge 
and expertise in a professional and constructive manner 

 

b. Take an active role in supporting and developing a culture of team working for the benefit of 
pupils’, both individually and collectively. 

 

c. Participate in staff meetings and contribute to the development of policies and procedures 
related to curriculum delivery and classroom management. 
 

8. Contributing to the Management of pupil behaviour and security 
a. Contribute to the development and maintenance of school policies which encourage positive 

pupil behaviour and implement agreed behaviour management procedures in the classroom.  
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b. Undertake playground and lunchtime supervision duties as required and assist the classroom 
teacher in ensuring that at the end of the school day, where appropriate all pupils are placed 
in the care of their parents, or other authorised adults. Responsible for reporting situations 
which potentially pose a danger to any pupil or member of staff in the school. 

 

9. Liaise effectively with parents 
a. In agreement with the Headteacher or classroom teacher, communicate with parents and 

other designated carers about the care and education of their children.  Promote partnership 
working between home and school and help to develop and maintain parental interest in 
their child’s education.  

 

10. Participate in collective school activities 
a. As requested by the Headteacher, supervise pupils during assembly, fund raising events, 

school outings and other extra curricular activities undertaken during the normal school day.. 

 

11. Review and Develop own professional practice 
a. Develop and maintain effectiveness as a member of the school staff by taking responsibility 

for own continuing professional development. 

 

12. Support for the curriculum 
Support learning activities 

a. Work under the direction of the classroom teacher to help pupil(s) to participate in whole 
class, group and individual learning activities 

b. Discuss with the teacher how the learning activities are to be organised, agree own particular 
role and give feedback to the teacher about how well the activities went, how the pupil(s) 
responded to them and how they should be developed. 

Supplementary Accountabilities: 

Responsible for meeting the specific needs of a pupil (or pupils) 

Provide specific teaching and learning support to a pupil (or group of pupils) with special learning needs, 
adapting and differentiating activities  taking in to account their educational, cultural and/or religious 
background, in respect of:  

 a bilingual/multilingual childhood: 

 communication and interaction difficulties: 

 cognition and learning difficulties: 

 behavioural emotional and social development needs; 

 sensory and/or physical impairment 
 

With support of classroom teacher, provide appropriate marking and feedback in classroom time in line 
with school’s policy 
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Person Specification 

Education and Training Essential Desirable 

The minimum requirement is GCSE grade 4 and above in Maths and English or equivalent (A-C) 
 

√  

Training and development which meets the prescribed standards for HLTA’s and achievement of HLTA 
status 
 

√  

Level 3 Diploma in supporting Teaching and Learning in schools or an equivalent qualification, 
experience, skills and expertise required to carry out the specified work 

√  

Evidence of continuous professional development √  

Professional knowledge, understanding and skills Essential Desirable 

An understanding of what constitutes quality teaching and learning √  

Sound understanding of primary curriculum √  

Keeping effective records and making accurate assessments √  

Using strategies to engage all pupils √  

Good behaviour management skills √  

Experience Essential Desirable 

Proven track record of high quality teaching  within the primary phase √  

Experience of teaching in more than one year group  √ 

Practical experience of using external agencies to impact on outcomes for children and families  √ 

Have consistently implemented school Child Protection procedures √  

Experience of developing a high quality learning environment √  

Leadership and Communication Skills Essential Desirable 

Good communication skills, both in writing and verbally √  

Ability to use ICT effectively to enhance teaching and learning √  

Self-Management Essential Desirable 

Work under pressure, meet deadlines, prioritise and manage own time effectively √  

Achieve challenging goals and take responsibility for their outcomes √  

Personal Attributes Essential Desirable 

Be able to work collaboratively as part of a team √  

Ability to motivate and inspire children  √  

An understanding of the emotional needs of children √  
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A good sense of humour √  

Hard working and committed √  

Willingness to be involved with the wider life of the school √  

 

HOW TO APPLY 

Applications are due by 12noon on Friday 25th June 2021 

Applications can be sent in electronically to: exechead@wroughtonfederation.co.uk 

OR  
Posted to: Mr A Wilson (Executive Headteacher), Wroughton Junior School, Inverary Road, Wroughton, 
Swindon SN4 9DL  
 
OR 
submitted through the eteach website 
 
Shortlisted candidates will be notified by email and references will be requested before interview. 
Interviews are planned to take place during the week commencing 28th June 2021. Further details about 
the interview process will be sent to shortlisted candidates. 

    

 

mailto:exechead@wroughtonfederation.co.uk

