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SAINT JOHN HENRY NEWMAN CATHOLIC COLLEGE 

JOB DESCRIPTION 


	JOB TITLE:                        Learning Support Manager

	DEPARTMENT                 Inclusion/SEN/EAL

	GRADE                              Grade 7 (SCP28 – 32) £32,798 - £36,371, Full Time, Term Time plus 15 days



Generic Responsibilities:
 
· Endeavour to maintain and develop the Roman Catholic character of the college in accordance with the directions given by the College Governors and subject thereto to those given by the Headteacher.  
· Provide an education for the whole child and fostering in and through a Catholic atmosphere those qualities which will enable each individual to live happily and develop fully his or her intellectual, moral, physical, social, emotional and spiritual qualities.
 
	RESPONSIBILITIES   
 
Under the strategic direction of the Assistant Headteacher/SENCO to have responsibility for the management and development of SEND, EAL and Inclusion provision within the school. To lead and manage HLTAs and Learning Support Assistants, Specialist Assessor and Literacy Teaching Assistant including the allocation and monitoring of work, appraisal and training.  
 
To complement the professional work of teachers by taking responsibility for agreed learning activities under an agreed system of supervision. This may involve planning, preparing and delivering learning activities for individuals/groups or short term for whole classes and monitoring pupils and assessing, recording and reporting on pupils’ achievement, progress and development.
 


 
	KEY TASKS
 
· To liaise with relevant staff, parents, educational partners and external agencies to compile and monitor the SEND and EAL registers.
· To oversee internal SEND assessments including observations of pupils, compiling and collating reports from teachers to assist in determining the learning support needs of pupils.
· To write, monitor and amend One Page Profiles of SEND and EAL pupils.
· In collaboration with Senior Leaders and Year Leaders to be involved in the transfer of SEND/EAL information at key transition points.
· Under the leadership of the Assistant Headteacher/SENCO to oversee the annual review process including leading review meetings and completion of relevant statutory documentation for pupils with Statements of SEND and EHC Plans.
· Under the leadership of the Assistant Headteacher/SENCO to collate information and complete applications of statutory assessment for pupils when required.
· To liaise with relevant external agencies with regard to seeking advice on guidance of pupils with additional needs.
· Establish rapport and respectful, trusting relationships with pupils, acting as a role model and setting high expectations
· Encourage pupils to interact and to work co-operatively with others and to engage in activities let by yourself and/or the teacher
· Using specialist skills, knowledge and understanding of SEND and EAL to provide relevant advice and guidance to teachers to ensure that the needs of these learners are met at classroom level.
· To guide the HLTAs in co-ordinating the deployment of Learning Support Assistants to support SEND/EAL pupils in the classroom.
· To guide the HLTAs to develop a program of one to one and small group provision to address the specific needs of SEND/EAL pupils. 
· To ensure that all in class support and withdrawal provision is monitored for impact and amended as relevant.
· Ensure pupils’ safety, welfare and personal hygiene. (Basic First aid to be included where appropriate.)
· Promote self-esteem and independence and employ strategies to recognise and reward achievement of self-reliance.
· Provide specific feedback in discussions with pupils on their progress and achievement, in line with school policy, to parents/carers and other school staff.
· To support the induction process for International New Arrivals and pupils with little or no command of the English Language. 
· Under the leadership of the Asisstant Headteacher/SENCO to lead the professional development and performance management of HLTAs, Specialist Assessor, Literacy TA and Learning Support Assistants.
 
KEY TASKS – Support for Teachers
 
· Monitor the effectiveness of teaching and learning activities to meet the needs of all pupils with identified needs.
· Monitor teaching and learning activities to meet the needs of pupils with SEND.
· Within an established discipline policy anticipate and manages behaviour constructively, promoting self-control and independence.
· Support the role of parents in pupils learning and contribution to/lead meetings with parents to provide constructive feedback on pupil progress, achievement, problems etc.
· Within an agreed system of supervision, plan challenging teaching and learning objectives.
· Deliver learning activities to pupils within an agreed system of supervision, adjusting activities according to individual pupil learning styles and needs. This will involve individual, group and whole class work and may take place when the teacher is not present.
· Deliver local and national learning strategies e.g. literacy, numeracy, effectively utilising all alternative opportunities to support extended development of pupils’ skills.
· Monitor and evaluate pupil responses to learning activities through a range of assessment and monitoring strategies against pre-determined learning objectives.
· Provide objective and accurate feedback and reports as required on pupil achievement, progress and other matters, ensuring availability of appropriate evidence.
· Undertake routine marking of pupil’s work and accurately record achievement/progress using an explicit mark scheme that does not require interpretation.
· Systematically record pupils’ progress and achievement in lessons, and other activities providing evidence of range and level of progress and achievement.
· Make effective use of ICT in learning activities and develop pupils’ competence and independence in its use.
· Organise and manage an appropriate learning environment and resources.
· Select and prepare resources necessary to lead/support learning activities, taking account of pupils’ interests, language and cultural backgrounds.
· Advise on appropriate deployment and use of specialist aid, resources and equipment
· Administer and assess / mark tests and invigilate tests / examinations as required
· Assist with the display of children’s work as required.
 
 
KEY TASKS – Support for the School
 
· Map provision for pupils and take a lead in deploying staff to meet identified needs.
· Comply with and assist with the development of policies and procedures relating to child protection, health and safety, confidentiality and data protection, reporting all concerns to an appropriate person.
· Contribute to the overall work and ethos of the school.
· Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support the achievement and progress of pupils’.
· To support parents of pupils to understand their role and school’s role in their child’s education.
· Take the initiative as appropriate to develop appropriate multi-agency approaches to supporting pupils.
· Attend and participate in meetings as required including parents’ evenings and consultation events.
· Improve one’s own practice through training, observation, evaluation and discussion with colleagues.
· Recognise one’s own strengths and areas of expertise and use these to lead, support and develop others.
· Organise and deliver out of –school learning activities within the guidelines established by the school/LA.
· Contribute to the identification and execution of appropriate out of school learning activities, which consolidate and extend the school activities.
 
KEY TASKS – Line Management
 
· To lead and manage the HLTAs, Specialist Assessor, Literacy TA and Learning Support Assistants. in all aspects of the SEND and EAL agendas.
· Lead regular team meetings with managed staff to brief them on current activities in the school, promote new developments and to discuss and alleviate any concerns held by staff. 
· Represents the needs or views of managed staff at leadership and other appropriate meetings.
· Take part in the recruitment, induction, performance management, training and monitoring of HLTAs, Literacy TA, Specialist Assessor and Learning Support Assistants.
· Liaise and foster positive relationships with all partners in the Inclusion and Pastoral Teams.
 
 


 
 
 
	STANDARD DUTIES
 
· To actively promote the equalities and diversity agenda in the workplace and in service delivery.
· To be familiar with customer care and Health and Safety policies of the college.
· Improve one’s own practice through training observation, evaluation and discussion with colleagues. Recognize one’s own strengths and areas of expertise and use these to advise and support others.
· Keep abreast of current developments in your area networking with colleagues and professional associations. 
· Attend and participate in meetings within the college as required.
· Contribute to the overall work and ethos of the college and contribute to the promotion of the college through marketing e.g. open evenings and media publications.
· Appreciate and support the role of other people in the team.
· Work flexibly and undertake other duties of an equivalent nature that may be required by the Head teacher.


 
	CONTACTS
 
Pupils, staff, parents, governors, external agencies and visitors.
 
 


 
	RELATIONSHIP TO OTHER POSTS 
 
Responsible to:           Assistant Headteacher Behaviour and Safety (SENCO)
Responsible for:          HLTA’s, Specialist Assessor, Literacy TA and Learning Support Assistants. 
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