STATEMENT OF DUTIES AND RESPONSIBILITIES FOR:

HEAD OF LEARNING ENHANCEMENT

Reporting to: Director of Studies

Headmaster

The statement of duties and responsibilities of a Learning Enhancement Teacher (see below) should be taken as a starting point in describing the duties of the Head of LED, who has additional responsibilities as follows:

1. Take responsibility for all aspects of Learning Enhancement throughout the school.

2. Lead the staff in the department to ensure high standards of teaching and learning.

3.
Run departmental meetings where specific issues can be discussed, especially the progress of individual children; produce written minutes of matters raised.

4.
Monitor the progress of children with learning support, and maintain necessary records for the department, including those agreeing strategies for helping to meet the needs of particular children. 

5. Attend courses on the subject of SEN and ensure that the career development and professional standards of other members of the department are promoted by attending courses, conferences and other in-service training as required.

6. Annually review and update the Department Handbook, and maintain a departmental development plan.

7. Attend HOD meetings, reporting back to the department, and promoting the views of the department at these meetings.

8. Be responsible for preparing the annual budgets for the department and for monitoring expenditure.

9.  Assist with preparation of pupils for the school’s own exams and for external exams such as Common Entrance and senior school scholarship exams.

10.  Maintain the resources of the department at a high standard.

11.  Participate in the process of selecting new members of the department, providing guidance for such new members of staff with particular reference to the scheme of work and the system of reporting.

Duties and responsibilities of a Learning Enhancement Teacher 

Teaching

· Plan and prepare lessons according the specific needs of the children;

· In-class observation and support of pupils as appropriate;
· Individual and small group teaching in 20-40 minute sessions;
· Maintain a stimulating teaching environment;

· Completion of pupil Individual Education Plans;
· Communicate with and consult parents as required;  

· Respond positively and professionally to enquiries from parents or teaching staff;

· Provision of learning support to pupils from 4 – 13 years with (mainly) SpLD and other needs;
· Advise colleagues on the preparation and development of teaching programmes and materials, methods of teaching and assessment and pastoral arrangements;

Assessment Recording and Reporting

· Assess, record and report on the development, progress and attainment of pupils;

·  Provide or contribute to oral and written assessments, reports and references; 
·  Maintain annual assessment of pupils and completion of progress tracking sheets;
· Provide written reports for all pupils in the autumn and summer terms;

·  Attend Parents’ Evenings as required; 

·  Participate in arrangements for preparing children for public exams and in assessing  the children for the purpose of such examinations;

Training and Development
· Participate in school arrangements for Inset days, training and development;

· Attend outside courses and/or conferences to refresh and enhance SEN skills;

· Regularly review methods of SEN teaching and programmes of work;

Duties
· Attend whole school and departmental staff meetings, as required;
· Assist in the organisation or attendance of school events and activities as required;

· Undertake supervisory duties as required in the running of a Prep School;

· Attend school before term starts and after the term finishes, making preparations as deemed necessary by the Headmaster.

· Participate in any arrangements for appraisal of his/her performance.

Discipline, Health and Safety
· Maintain good order and discipline among the children and safeguard their health and safety in accordance with the school’s policy, on school premises and when on authorised activities elsewhere;
· Be aware of individual dietary and medical needs, including allergies;
· Maintain condition of all equipment and alert maintenance staff to repair needs when necessary.
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