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HEAD OF LEARNING SUPPORT
JOB DESCRIPTION

1. INTRODUCTION

· The Head of Learning Support will be a member of the teaching staff at Wetherby Kensington and will hold responsibility for the co-ordination of the planning, delivery, monitoring and review of the school’s learning support in conjunction with the Head and SMT. 

· The Head of Learning Support will report to and be responsible to the Headmistress.
· The role will entitle the post holder to additional non-contact time appropriate to the duties below:

2. MAIN RESPONSIBILITIES

· Responsible for the planning and implementation of the learning support programme.

· Work in conjunction with and collaboratively with all members of the school teaching team.

· Work in conjunction with outside agencies where applicable to support the needs of pupils with special educational needs.

· Build relationships with parents, listen carefully to their concerns and maintain high standards of communication at all times.
· Liaise with colleagues including the gifted and talented leader and specialist teachers
· Plan, organise and teach pupils with SEN either in the classroom, individually or in small groups in accordance with school policy by setting and achieving the highest standards.

· Plan and teach effectively ensuring the needs of the pupils with SEN are met both inside and outside the classroom.

· Oversee records of pupil’s progress and monitoring progress.

· Liaise with the SMT, teaching staff and parents regarding SEN concerns.

· Meeting parents, along with the class teacher, when concerns are raised about their son and organising the subsequent action plan. 

· Organise the assessment of pupils within the school where concerns are raised.

· Support with the identification of boys with learning difficulties.

· Hold regular discussions with teachers about any pupils who are causing concern.

· Oversee and produce Individual Learning Plans (ILP) with class teachers for SEN pupils and those that have outside specialist assessments. 
· Maintain and update the Special Needs Register

· Ensure SIMS is kept up to date with all records of boys with SEND.
· Disseminate information with regards to outside agencies’ reports.
· Oversee, in conjunction with SMT, assessments and record keeping of SEN boys. 

· Inform parents about boys’ targets and maintaining communication with parents at all times.
· Write termly reports on each boy taught. Prepare reports for Educational Psychologists, other schools and for any other body/organisation as requested by the Head.

· Overseeing the production of learning support timetables.
· Reviewing the Special Educational Needs Policy on an annual basis and updating it and from this, writing a statement for the Governors' Annual Report.
· Carry out annual and interim reviews of pupils with EHCPs ensuring all legal requirements are met.

· Maintain file on the ‘Shared Site’ of useful information for other staff to access.
· Be responsible for the purchasing of resources necessary for the efficient delivery of learning support materials throughout the school.  
· Keep up to date with national SEN policies and any changes made to legislation.

· Work with SMT to identify SEND CPD needs and organise in-service training for the whole staff in order to update knowledge and strategies.

· Ensure that when a pupil leaves the school all their records are passed on to the next school that they attend, if requested.
· Maintain professional training needs and keep abreast of innovation and legal requirements.

· Liaise with Deputy Head (Pastoral) and class teachers when boys learning difficulties affect their emotional well-being.

· Attending Alpha Plus SEN meetings and maintaining communication with SEN colleagues in Alpha Plus schools and in other schools as appropriate. 

· Remind staff at, termly intervals, to update existing documentation including ILPs, Reasonable Adjustments etc.
OTHER DUTIES
· Attend all staff meetings, parent evenings (as appropriate), INSET (internal and external as requested).

· Participate in, and where appropriate contribute to, the general well-being of the staff and school so as to maintain and improve the performance of the school for the benefit of all concerned.

· Support the pupils and school as a whole, by attending school productions, functions and any events as requested.

· Keep abreast of all policies of the school and be aware of problems with individual pupils so that communication between colleagues for their general well-being is consistent and thorough. 

· To share in the responsibility for covering colleagues in their absence.
· Carry out tasks as delegated by the Head or SLT.

· Attend professional development courses to further knowledge and expertise as and when appropriate.

Be responsible for promoting and safeguarding the welfare of children and young people for whom you are responsible, or with whom you come into contact in the school. It is your responsibility to adhere to and ensure compliance with the school’s Safeguarding Policy at all times. If at any time you identify any instance that a child or young person is at risk you must report your concerns immediately to the Designated Safeguarding Lead or the Head.

Wetherby Kensington is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Note: This job description is indicative of the duties and responsibilities of the post but does not form part of any contract of employment. All jobs within the school evolve over time and their features vary from year to year.

PERSON SPECIFICATION 

Suitable candidates will:

1) Be a fully qualified teacher

2) Be an excellent Learning Support practitioner with experience of 1:1 teaching
3) Have high, though realistic expectations of the children

4) Have a thorough up-to-date knowledge of Learning Support

5) Be IT competent 

6) Be committed to making a difference to all pupils of all abilities and talents, using a variety of teaching styles to aid learning

7) Be a committed, dynamic and pro-active Head of Learning Support and a cheerful, friendly and cooperative member of the staff

8) Be supportive and positive in interactions with other staff and pupils
9) Maintain excellent levels of appearance, attendance and punctuality

10) Be fully involved in the life of the school

11) Value, and be willing to promote, the caring ethos of the school
12) Be a team player

13) Be a role model Learning Support teacher
