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JOB DESCRIPTION
POST:



Learning Support Manager 
EFFECTIVE DATE:

January 2018 
1.
GENERAL INFORMATION:

The post holder will be responsible to the Deputy Principal and play an active part in ensuring that the College’s shared outcomes as follows are achieved:

· Students enrol

· Students achieve

· Students remain on full, enjoyable and challenging programmes

· Students aim high and progress

The purpose of this post:

To lead and develop the college’s Learning Support department to provide a comprehensive and effective system of support to our students.

2. GENERAL RESPONSIBILITIES:
The post is subject to the Conditions of Service Handbook for Support Staff in former Sixth Form Colleges as adopted and subsequently amended by the Corporation.

3.
KEY ACCOUNTABILITIES:
a) Policy

To recommend to the College management team, and take responsibility for implementing, a comprehensive College policy on provision for students with learning difficulties and disabilities.  
To contribute to the development of policies to ensure the provision of a variety of learning support activities for all students in the college. 
b) Assessment of Need

· To manage the assessment and identification of student need for additional learning support.
· To organise and implement appropriate transition arrangements for students transferring to the College and to provide effective and timely information (including risk assessment as appropriate) to teachers/tutors.
· To organise initial screening for all students enrolling at the College and ensure results are available to all relevant staff.
c) Quality Team Leadership

· To lead, manage and develop the Learning Support Team. 
· To develop and maintain systems for recording, monitoring and evaluating the implementation of College policies on learning support.
· To assure the quality of the work of staff within the department through observation, analysis of performance data, appraisal and training.

· To produce an annual quality review statement for Learning Support which evaluates its effectiveness and value for money.
· To take responsibility for identifying and implementing an annual action plan to address weaknesses and to build on strengths in learning support provision.

· To manage the deployment of appropriate support staff, resources, facilities and equipment to support the students’ learning programme and individual needs.

· To develop strategies, materials and resources for skills development and to advise on a variety of teaching methods.

· To remain up to date with the changing requirements of the legal framework and financial arrangements for learning support and to ensure the College management team is properly informed.
· To ensure learning support activities are properly documented and recorded – both for students and teachers (via PLPs or similar), for the registry (for funding purposes), and the exams office (for access arrangements).
· To communicate and liaise with the examinations office, tutors, parents and external agencies to ensure that students’ individual needs are met.

d) Staff Development

· To undertake the professional review of the members of the learning support team and to ensure that their staff development needs are met within the context of the college development plan and staff development budget. 

· To arrange in-service education opportunities for all staff (with particular attention to NQTs and PGCE students) in relation to students with learning difficulties and disabilities, and to maintain an up-to-date awareness of current policy and practice in learning support provision, participating in staff development activities as appropriate.
e) Resources

· To advise College management on the implications for funding bids of the additional learning needs identified in applicants to the College.

· To maximise the funding which the College is able to claim in support of its students.

· To advise on the needs of students with learning difficulties for resources, facilities and accommodation.  
· To prepare an annual bid for resources and take responsibility for an operational budget.

· To maintain up-to-date equipment/loan system and seek to exploit alternative, cost effective means of support through IT and similar technology.

f) Liaison

· To establish and maintain close liaison with special schools, special needs coordinators in mainstream schools, education psychologists, specialist organisations and external agencies, and to participate in local and national networks for learning support.

· To interview students and share in the pastoral care of students coming to the College from special  schools and where appropriate, those from mainstream schools who have identified with complex additional learning needs.  
· To ensure that staff are aware of the College and funding policies and that the Principal is                advised of the implications of any relevant legislation.

· To maintain up-to-date records of LDD and access arrangements which are shared with staff. 

g) Equal Opportunities

· To be a member of the College Equal Opportunities Committee and to actively to promote access and equal opportunities for students with disabilities.

4.
OTHER RESPONSIBILITIES

· To maintain a high level of awareness of the principles of safeguarding and child protection as they apply to vulnerable groups.  

· To understand the duties and responsibilities arising from College policies and procedures relating to Safeguarding and Child Protection.

· To maintain an appropriate working environment in accordance with the College’s Health and Safety Procedure.

· To participate in the Staff Appraisal system, attending training sessions as appropriate.

· Such other duties as may reasonably be allocated within the purview of the post by the Principal or Deputy Principal. 

In addition to the above duties, the post-holder will be expected to teach individuals and groups of part-time or full-time students in the core skills or an appropriate subject. The amount of contact time each year will be subject to negotiation within the college’s staffing policy. 
