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[bookmark: _TOC_250000]The Application Process
We hope that this application pack and our website www.innov4te.co.uk inspires you to apply for this post.

If you have any questions regarding any aspect of the application process or need additional information, please contact Stacy Millington-Moss stacy@innov4te.co.uk

How to apply

Please visit our website for an application form.
It should include:
· personal educational philosophy
· experience, knowledge, skills and personal qualities which will equip you for this post

We expect that applicants will make links between their experience and philosophy and the details contained in the job information/person specification. 

Our method of application is completion of the application form, which you can download on the website and submit via email to stacy@innov4te.co.uk

Should you require any of the information in an alternative format, please let us know by telephoning the office on 01384 889 288, or putting your request in writing via email.
It should be noted that it is a requirement of INNOV4TE that candidates should, whenever possible, name as referees current and former employers (via Heads or Principals where employment at educational institutions is concerned).
Should you be offered a post, this will be on the provision of successful checks – including right to work in the UK, Medical Questionnaire and an enhanced DBS.


	

Appointment Date: September 2024

We are seeking to appoint a well‐trained, highly motivated, professional who has experience of working with children with SEMH needs to our Independent School from September 2024. We welcome applications from all excellent classroom practitioners, particularly those who are keen to inspire learners through teaching exciting lessons, implementing creative and personalised activities and supporting progress through high quality assessment and feedback.  

We are a forward-thinking alternative provision, providing alternative education for learners from across the Black Country.  We have a highly committed and enthusiastic staff team. We offer provision for KS3 and KS4 for up to 25 hours per week, Mon-Thurs. 9.30-3.00 and Fri 9.30-13.00.

Learners join our provision via referral from their mainstream school; where they remain on roll, whilst they are awaiting to be allocated an alternative school place, or as a short-term respite from their mainstream school. We also offer places for children with SEND., who are referred from the Local Authority via the consultation process.
We are looking to appoint an enthusiastic HLTA who will:

· Have in-depth knowledge about social, emotional and mental health needs of young people in an educational environment
· Have the ability to lead and support groups of learners in a nurturing environment, balancing academic progress with SEMH progress
· Be an outstanding practitioner with a breadth of experience
· Be passionate, bringing energy, enthusiasm and new ideas to the classroom and INNOV4TE
· Be ambitious for themselves and their learners, wanting the best outcomes for all, whatever their backgrounds or      barriers to learning.
· Have great skill in managing behaviour in the classroom, with knowledge of de-escalation techniques.

INNOV4TE is a great place to work. We are continually raising standards to produce the highest levels of learner achievement and are seeking to appoint a highly motivated professional who shares our aims and our ethos.


For further information and an application form, please visit the vacancies section of our website and download the recruitment pack. For any other queries, please email stacy@innov4te.co.uk



We welcome visits to our provision for prospective candidates. Please email to arrange your visit.

	

We look forward to receiving your application should you be interested. If you have not heard from us by the shortlist date, you may assume that your application has been unsuccessful on this occasion. Unfortunately, we are unable to offer feedback on individual applications that are not shortlisted for interview.
INNOV4TE is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Successful applicants will need to undertake an enhanced DBS disclosure.


	High Level Teaching Assistant 

	Job Description 

	

	


 
	Salary paid in twelve equal monthly payments 
£14.50 per hour
	Hours: Minimum Hours 28.5 per week 
Mon – Thurs 09.00am – 3.00pm 
Fri – 9.00-13.30 
Term Time Only 


	Responsible To: Directors 
	Base: INNOV4TE Independent School
Blantyre House
Barrack Lane
Halesowen
B63 2UX

	 Responsible For: Learners 
	 



Our Alternative Provision Independent School is searching for a motivated and skilled High Level Teaching Assistant (HLTA).  

In this role, you will be responsible for supporting, assessing, and planning learning for students, encouraging them to develop and achieve. Your duties will include contributing towards learning plans, providing verbal and written feedback, managing behaviour, promoting inclusion, and creating reports. The ideal HLTA will have previous teaching assistant experience and be able to demonstrate they meet the HLTA professional standards. 
The HLTA will be part of an experienced, passionate team, addressing the needs of children who are placed at INNOV4TE by referral from their mainstream school and require assistance in overcoming barriers to learning in order to achieve their true potential, or accessing the curriculum in order to help to reduce incidences of internal and external exclusion when they return to their mainstream school or specialist provision. 
 
The HLTA will work with a range of learners, some experiencing multiple disadvantages including:  
Children and Young People in Care/Post Care  
Children who have social care involvement – CIN, CP or who are receiving Early Help Services (EHA)  
Children with emotional, medical, or special needs (SEND)  
Children who are demonstrating a range of challenging behaviours  
Children with an Education, Health, and Care Plan  

 High Level Teaching Assistant (HLTA) Responsibilities  
 
	Specific duties and responsibilities:  

	Plan, prepare and deliver learning to students 

	Assess individuals and create reports 

	Create lesson plans to meet learning objectives 

	Provide support to teachers and pupils 

	Establish and build relationships between pupils, parents, and teachers 

	Manage classroom and ensure safety 

	Be a point of contact for assessments  

	Encourage the inclusion of learners with SEMH needs by using positive behaviour management techniques designed to develop the learner’s ability to behave appropriately;  

	Provide specific support to learner’s dependent upon their individual needs and implement strategies to support those children with social, emotional, and behavioural difficulties;  

	Model, within class, support strategies that will encourage and develop appropriate behaviour in a variety of settings i.e., with individuals and group/whole class  

	Model group-based activities that will develop learner’s problem-solving, listening, and social skills  

	Work as a mentor to learners (1-1 and in groups) with a view to helping them develop skills that equip them to better manage their behaviour and work constructively with others  

	Lead on a variety of specialised programmes e.g., Athena, anger management sessions, Lego based therapy, social stories, restorative practice;  

	Plan and facilitate structured games and activities to support learners to make appropriate choices during unstructured times e.g., on the playground at break times and lunchtime  

	Lead engagement activities including nurture groups, at lunchtimes;  

	Work with individuals and groups both within and outside the classroom setting  

	Play a role in the involvement of multi-agency support for children;  

	Support transfer of information for “at risk” learners within INNOV4TE and across partner schools;  

	Develop knowledge and appreciation of the range of programmes, activities, courses, opportunities, organisations, and individuals that can be drawn upon to provide extra support for “at risk” learners;  

	Work as part of a team of support and teaching staff working to improve the self- esteem and motivation of learners at risk of underachievement and exclusion;  

	Support learners who need help overcoming barriers to learning because of social, emotional and behaviour difficulties;  

	Help to support the reintegration of learners after extended absence or fixed term exclusion;  

	Help to maintain a safe and stimulating environment;  

	Monitor learner progress before, during and after intervention to measure the impact of the intervention strategy;  

	Maintain written records of actions and evaluations as evidence of effective practice, support, and guidance  

	Have high expectations of conduct and the ability to promote positive conduct in line with INNOV4TE’s policy;  

	Accompany learners on educational visits as requested;  

	Attend any relevant training and staff development days when requested  

	Be aware of all appropriate procedures, policies, and guidelines  

	Contribute to the development and delivery of any required actions for any individual child’s plans  

	Be responsible for managing your own workload effectively  

	Any other duties commensurate with the role as required by the Directors.  


 
	CONFIDENTIALITY  

	The post holder will maintain appropriate confidentiality of information relating to the provision, individuals, and learner information.  

	The post holder will be expected to comply with all aspects of the GDPR and Data Protection.  


 
 
	SAFEGUARDING  

	Everyone who works at INNOV4TE has the responsibility for promoting the safeguarding and welfare of children in line with our policies and by always following our code of conduct. 

	Commitment to Safeguarding Children: 

	· To follow the safeguarding policy and procedures.  

	· To be aware of the signs and symptoms of abuse and the wider safeguarding agenda by attending relevant training.  

	· Follow the reporting and recording procedures for safeguarding.  

	· To ensure the safety of the environment both indoor and outdoor for all Learners. 

	· To conduct appropriate risk assessments prior to activities.  

	 

	DBS  

	Because of the nature of the job, it will be necessary for an Enhanced criminal record Disclosure (DBS) to be undertaken. Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and, if so, for which offences. This post will be exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders 1974 (Exceptions) (Amendments) Order 1986. Therefore, applicants are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by INNOV4TE. The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment.  

	· INNOV4TE is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share in this commitment.  

	· Disclosures are handled in accordance with the DBS Code of Practice (www.disclosure.gov.uk).  

	This job description does not form part of the contract of employment. It describes the way in which the staff member is expected and required to perform and complete the particular duties as set out above.  


 
Person Specification – HLTA
 
	Knowledge, Understanding and Experience  
	Essential 
	Desirable 

	· Has worked with secondary aged learners in a learning context  
	·  
	 

	· Has worked closely and successfully with children from different social backgrounds  
	·  
	 

	· Has experience of working with children with SEND  
	·  
	 

	· Has experience of working with a range of different agencies  
	·  
	 

	· Has experience of working in a Public Service, e.g., Education, Social Services or Police  
	·  
	 

	· Previous experience (2-3 years) of working with children 
	·  
	 

	· Puts the welfare of young people at the heart of their work  
	·  
	 

	· Has shown the capacity to adapt strategies when required  
	·  
	 

	· Is well organised and has the capacity to lead and manage own workload to defined deadlines  
	·  
	 

	· Has experience of resolving conflict between people  
	·  
	 

	· Is trustworthy, honest, shows integrity and has a sense of fair play  
	·  
	 

	· Is a good communicator and administrator  
	·  
	 

	· Has a good record of attendance and punctuality over the past two years  
	·  
	 

	· Has proven ability to work under pressure  
	·  
	 

	· Has shown personal motivation regarding training and personal development  
	·  
	 

	· Demonstrates perseverance in completing challenging tasks  
	·  
	 

	· Knowledge of policies and procedures relating to child protection, health, safety, security, equal opportunities, and confidentiality  
	·  
	 

	· Has the ability to relate well to children and adults, understanding their needs and able to respond accordingly  
	·  
	 

	Qualifications and Training  
	 
	 

	· Has GCSE Grade C or equivalent in English and Maths  
	·  
	 

	· Has NVQ Level 2 or equivalent / BTec qualifications in either: education, childcare, social work, social care, counselling, or youth work  
	·  
	 

	· Is HLTA qualified 
	·  
	 

	· Is sufficiently literate and numerate to be able to communicate effectively to Learners and parents/carers  
	·  
	 

	· Has expertise, training, or a record of effectiveness in conflict resolution  
	·  
	 

	· Has undertaken training in behaviour management  
	·  
	 

	· Has a 1st Aid qualification  
	 
	·  

	· Has undertaken physical intervention training skills and attributes  
	 
	·  




APPLICATION FORM

The information given on this form will be treated in confidence. Any offer of employment will be subject to satisfactory DBS checks, satisfactory references received and documentary evidence that you are eligible to work in the UK.
So that we can compare applicants fairly, this document is the only one we consider when screening applicants. Therefore please do not send us CVs, written references or any other documents.

Personal Details:
	First Name: 
	Surname: 
	Any other known name:


	Address:

	Tel. No

	Email:




	Position applied for:

	HTLA

	Relevant professional qualifications ie QTS,CIPD etc
	


	Relevant professional ID number ie QTS number, CIPD number etc 
	





	Please be advised that all candidates for interview must bring proof of qualifications 
	



	Present/ Most recent employer: 


	Current position and duties:  





	Name of Employer

	Address


	Start date

	Leaving date


	Reason for leaving
	




	Previous Employment History (please continue on next page if required)

	Name of Employer and address
	Start date
	Leaving date
	Position held and responsibilities
	Reason for leaving

	
	
	
	
	

	 
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Please give details of  secondary and further education (Most recent first)

	
	
	
	

	Further Education/School/College or another establishment
	Qualifications obtained and grade/level
	From
	To

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	
Other Courses (please provide details)

	Course
	Awarding Body/Level
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	[bookmark: _GoBack]Please demonstrate using examples your suitability to the position applied for. Please include your reason for applying and interest in this position.

	









	Personal Declarations

	The position you are applying for involves contact with children and is exempt from the Rehabilitation of Offenders Act 1974 and all subsequent amendments (England & Wales). For these positions you are not entitled to withhold information about police cautions, bind-overs or any criminal convictions including any that would otherwise be considered as ‘spent’ under the Act.

Have you ever been convicted of any offence or bound-over or given a caution?

If yes please give details on a separate sheet and attach it to this form in a sealed envelope marked ‘ Confidential Disclosure’

I understand that if my application is successful I will be required to obtain a DBS disclosure at the appropriate level.




	Disability

	Do you consider yourself to have a disability? 


We welcome applications from people with disabilities. If you have a disability and are invited for interview, please give details of any special arrangements that you require.








	Additional Information

	Are you related to any of the Directors of INNOV4TE or any of the employees?



If yes please give details
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	Referees

		Please give details of two referees, one MUST be present or last employer

	First Referee 
	Second Referee 

	Position 
	Position 

	Address 
	Address 

	 
	

	 
	 

	
	

	Telephone 
	Telephone

	Email 
	Email 



Declaration 

I declare that the information I have entered is true and correct, and I understand that any false information or failure to disclose criminal activities may result in dismissal or disciplinary action being taken.


Signed:                                                                            Date: 


	Equal Opportunities

	INNOV4TE aims to promote and ensure equality of opportunity and equal treatment of all.
Our objective is to ensure that no job application or employee receives less favorable treatment, directly or indirectly, on the grounds of gender, age, disability, marital status, sexual orientation, 
creed/ religion, ethnic origin. 
Employees with disabilities are offered equal opportunities to other employees for training, promotion and career development.










Additional Information
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