HESTON COMMUNITY SCHOOL 
JOB DESCRIPTION: LEARNING COORDINATOR 

	Post Title
	Learning Coordinator 

	Overall responsibility:
	 A Single Year Group 


	Reporting to:
	Strategy and Leadership Team.	


	Liaising with:
	All staff, governors, parents/carers, LA representatives and external agencies, as required

	Disclosure Level:
	Enhanced




Salary
The post holder will be paid on the appropriate point of the main scale with TLR 1b allowance in accordance with the School’s Staffing Structure and Salary Policy.
Line Management
The Learning Coordinator is responsible for a team of tutors, overseeing the welfare and academic performance of students within a Year Group and may be required to act as a Team Leader within the School’s performance management scheme.


JOB PURPOSE:

Key tasks and accountabilities will include the following: 
Strategic Purpose
The Learning Coordinator will play a major role under the direction of the Senior Leadership Team in exercising overall responsibility for the pastoral care and academic progress of a cohort of students within the School.

Leadership Role
· Effective management and monitoring of the welfare of students, including rewards, sanctions, behaviour support programmes, uniform, punctuality, attendance through Student Services support. Liaison, where appropriate, with the Inclusion Lead and external agencies.
· Leadership of Year Group Individual Support Plans, liaising and meeting with parents/carers and other agencies, as required.
· Attending readmission meetings following exclusions or lengthy absence.
· Assist the named member of the School’s Senior Leadership Team and other key staff in the induction of in-year admissions students, including managed moves.
· Completion of Year Group self-evaluation processes in line with School arrangements.
· Attendance at and leadership of appropriate evening events that promote the School’s aims e.g. Parents’ Information and Academic Concerns Evenings.
· Undertaking, where appropriate, additional tasks in order to fulfil this key accountability.





Operational Responsibilities
· Have overall responsibility for leading a Team of Tutors and overseeing and supporting their performance and pastoral work with the Year Group.
· Ensure that there are programmes of activities for Tutors to use during registration and SPACE.
· Meet with the Tutors on a regular basis.
· Ensure that all appropriate student records are kept, used and updated regularly.
· Monitor attendance, punctuality and behaviour.
· Promote a positive ethos within the framework of a Growth Mindset culture, celebrating effort and progress as well as achievement and encouraging student participation in school life across the year group in line with School policy.
· Empower their year team to use positive behaviour management strategies aligned to Growth Mindset so that students work together in a calm, peaceful environment, feeling safe, valued and respected and when necessary use the School’s Behaviour processes when standards are not met.
· Ensure that Tutors are fulfilling their legal requirements regarding student registration.
· Liaise with parents/carers about student progress and, when necessary, about areas of concern.
· Liaise with other key personnel within the School, as necessary.
· Liaise with appropriate outside bodies, including the police, as and when required.


Teaching and Learning
· Teach all age groups as required.
· Fulfil all responsibilities of a classroom teacher.
· Ensure all students’ progression is adequately monitored and achievements maximised.
· Ensure the effective operation of assessment, recording and reporting systems and the achievement of student targets within and across Key Stages.
· Fulfil the requirements of School policies.
· Ensure the effective co-ordination and monitoring of courses, as required.
· Support and develop teaching and learning in the Year Group and beyond.
· Contribute to pastoral and curriculum development and timetabling, as required.
· Support extra-curricular activities to enhance students’ experiences.
· Contribute to the appointment, induction and professional development of teachers and trainees assigned to the Year Group, as required.
· Manage the behaviour of students in classrooms and around the School.
Assessment, Recording and Reporting
· Keep appropriate records of students’ work.
· Mark and return work set, including homework within an agreed and reasonable time.
· Consistently adhere to the School’s Marking Policy.
· Carry out assessment programmes, as agreed by the School or Curriculum Area.
· Complete Student Reports in line with School Policy.
· Attend Parents’ Evenings as required and keep parents/carers informed about their child’s performance and future targets.
· Identification, recognition and celebration of good progress.
· Leading and coordinating intervention to support underperforming students.
· Identification, tracking and intervention where necessary on the progress of vulnerable groups, specifically SEND, HI, EAL and Pupil Premium.
· Oversee monitoring and review of ISPs, EHCPs and other student support plans in conjunction with the named member of the School’s Strategy and Leadership Team and Inclusion Team.    

Additional Responsibilities
· Promote the School ethos in which the highest achievements are expected from all members of the School Community.
· Attend Staff, Curriculum, Year Group and other School meetings.
· Attend and participate in Open Evenings.
· Uphold the School’s behaviour code and uniform regulations.
· Be responsible for ensuring subject knowledge is developed and participate in staff training and development.
· Develop links with Governors, neighbouring schools and academies and other outside agencies.

Key Organisational Objectives
To contribute to the School by:
· Following Health and Safety requirements and initiatives.
· Ensuring compliance with Data Protection legislation.
· Operating at all times within the School’s Equalities Policies, demonstrating commitment and contribution to improving standards and attainment.
· Contributing to the maintenance of a caring and stimulating environment for young people.

Appraisal and Professional Development
· [bookmark: _GoBack]The Learning Coordinator will be part of the School’s Appraisal Scheme. S/he will be a Line Manager who will set agreed targets for the year. The Line Manager will monitor and review performance, including classroom teaching. The School will support the continuing professional development of all staff to ensure that their expertise is being kept up to date.

Conditions of Employment
The above responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (the Contract of Employment).

The post-holder is required to support and encourage the School’s ethos and its objectives, policies and procedures as agreed by the Governing Body.

To uphold the School's Policy in respect of Child Protection matters. 

S/he shall be subject to all relevant statutory requirements as detailed in the most recent School Teachers’ Pay and Conditions Document.

In particular attention is drawn to the new requirements for Planning Preparation and Assessment Time – ‘With effect from September 1st 2005, all teachers at a school with timetabled teaching commitments…have a contractual entitlement to guaranteed PPA time within the timetabled teaching day’.

’The amount of guaranteed PPA time should be set as a minimum of at least 10% of a teacher’s timetabled teaching time.’

The post-holder may be required to perform any other reasonable tasks, after consultation.

This Job Description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so constructed.

This Job Description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and it may be subject to modification at any time after consultation with the post-holder.

All staff members participate in the School’s Performance Management Scheme.


Special Conditions of Service
Because of the nature of the post, candidates are not entitled to withhold information regarding convictions by virtue of the Rehabilitation of Offenders Act 1964 [Exemptions] Order 1975, as amended. Candidates are required to give details of any convictions on their application form and are expected to disclose such information at the appointment interview.

The post allows substantial access to children. Candidates are required to comply with School procedures in relation to CRB checks. If candidates are successful in their application then prior to taking up the post, they will be required to give written permission to the School to ascertain details from the ISA [Independent Safeguarding Authority] regarding any convictions against them and, as appropriate, the nature of such convictions.


Equal Opportunities
The post-holder will be expected to carry out all duties in the context of and in compliance with the School’s Equalities Policies.

Date of Issue:				__________________________

Signature of Post Holder:		__________________________
	
Signature of Headteacher:		__________________________














HESTON COMMUNITY SCHOOL 
PERSON SPECIFICATION: LEARNING CO-ORDINATOR 
	
	Criteria
	Essential
	Desirable

	Qualifications and General Experience
























Skills

	Educated to degree level or equivalent
	
	

	
	Qualified Teacher Status
	
	

	
	Evidence of involvement in continuing professional development activities.
	
	

	
	Experience of working in a multicultural urban secondary school 
	
	

	
	Prior leadership/management responsibilities 
	
	

	
	Ability to teach at all Key Stages
	
	

	
	Experience in more than one setting
	
	

	
	Experience of raising academic standards
	
	

	
	Experience of improving standards of behaviour
	
	

	
	Experience of using of strategies that promote and ensure the safeguarding of young people 
	
	

	
	Experience of contributing to successful improvement strategies
	
	

	
	Experience of liaison with parents/carers
	
	

	
	Experience of supporting student transition
	
	

	
	Experience of using and analysing data to raise achievement 
	
	

	
	Experience of substantial contributions to school life beyond the classroom
	
	

	
	Experience of working successfully with external agencies
	
	

	
	High quality teaching to students of all ages and abilities
	
	

	
	Demonstrable experience of improving successful student outcomes in the last three years
	
	

	
	Producing high quality experiences and outcomes for students
	
	

	
	Experience as a Tutor and/or pastoral work
	
	

	
	Excellent communication and organisational skills 
	
	

	
	Excellent leadership skills
	
	

	
	Ability to work hard under pressure while maintaining a positive, professional attitude
	
	

	
	Ability to organise and prioritise workload and work on own initiative
	
	

	
	Commitment to personal career development
	
	

	
	Excellent personal, oral and written presentation skills
	
	

	
	Ability to demonstrate commitment and loyalty to the organisation
	
	

	
	
	
	

	Knowledge and Understanding 
	Developments in the National Curriculum and Examination specifications 
	
	

	
	Developing differentiated lesson plans and Schemes of Work
	
	

	
	Within the Year Group, an ability to deliver:
· The setting and achieving of ambitious, challenging goals and targets.
· Inclusion and the right of all to be the best they can be.
· Student Voice.
	
	

	
Equal Opportunities 
	Understanding of students’ different social and cultural backgrounds 
	
	

	
	Understanding of the needs of students and appropriate strategies to support them
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