



     BARNSLEY COLLEGE
JOB DESCRIPTION (REC 3)  
Post Title:

ALS Coordinator


Department:
 
Additional Learning Support.

Reporting to: 

 Head of Department ALS

Grade: 

T3



Summary of the Post 
To be the designated point of contact for named curriculum areas and to ensure high quality additional learning support for learners in those areas.

Responsible for the leadership of services for students with complex needs.
Main Duties
To lead on the procurement and utilisation of appropriate assistive technologies to benefit learners.
To undertake initial assessment of learners, interpret those assessments and make suitable recommendations.
To make informed decisions and judgements on the level and range of a learning disability in line with the councils matrix

To make an informed decision based on the evidence and the needs of the learner as to whether they are high cost or low cost.

To complete specialist assessments - dyslexia, dyspraxia, medical and epilepsy.

To produce robust and detailed cost plans to inform the commissioning of high cost learners.
To track that support plans for learners are completed and ensure that these are effectively implemented and monitored.
To track that ALS SMART targets are completed for all high cost learners and that they are reviewed and new targets set on a termly basis.

To monitor the quality of the support for learners with identified learning difficulties and disabilities to be successful in achieving their learning goals.
To supply the curriculum areas with information on how to differentiate for learners who are assessed as low cost and strategies to support their individual learning needs.  

A robust working knowledge of all policies and procedures (local, regional and national) in relation to Additional Learning Support and any specific complex needs. 

Respond in a timely and flexible manner to challenges and issues arising in order to find a solution. 

Provide robust, clear and invigorating leadership to a team of people within the department. This includes acting as a role model, providing mentoring and coaching as appropriate and offering challenge when applicable. 

Deliver clear, concise and engaging presentations to the whole department, small teams and across the College. 
To lead team meetings on a monthly basis.

To deliver training to the ALS team.

Be able to negotiate and engage in discussions in a solutions focussed manner.

Act with integrity and sensitivity in relation to information provided by students and external agencies.

Be able to use a range of technologies to carry out tasks. 

Meet and exceed challenging deadlines and targets.

Have a high level of empathy and the ability to deal with people with a high level of physical and emotional support needs. 

To develop and monitor the quality and effectiveness of additional learning support to ensure that all learners achieve their learning goals.
To plan for the transition of learners into and out of the college and make arrangements for successful transition.
To attend Year 11 reviews and make informed decisions about the appropriateness of College as the next destination.

To develop and maintain accurate administrative records, statistical data and reports.
To line manage 12 – 16 support workers and their work.
To conduct appraisals and mid-year reviews for all staff that are line managed.

To conduct lesson observations for all staff that are line managed and produce the College lesson observation report.

To recruit and interview new support workers.

To complete inductions of new staff.

Sickness and absence monitoring of staff.

Complete return to work interviews.

To fully utilise staff through producing timetables and providing cover to support high needs learners.

To manage staff performance and address / evidence any disciplinary / capability issues.

To authorise timesheets and mileage claim forms for staff that are line managed.

To keep up to date with relevant external and internal information and guidance relating to the provision of additional learning support and other student related issues.
To produce marketing materials that communicate the changes to the service as national / local initiative change.

To manage a case load of departments and meet the ALS needs of all the learners in those departments
To liaise effectively and professionally with external agencies and individuals as appropriate.
To provide high customer service to all users of the Additional Learning Support Service.
To ensure highly effective communication across ALS and the college.
Delegate administrative tasks to the admin team.

To quality assure all ALS documentation – profiles / support plans, SMART targets, progression reviews and logs.
To be responsible for the quality of ALS documentation so that it meets the audit requirements for each Local Authority.

Represent and promote the department at Open Evenings and external events.
Identify at risk learners producing strategies for minimising the risk – lisiase with the curriculum area and safeguarding officer.

Attend multi agency conferences for at risk learners.

Standard Duties in all College Job Descriptions
· Engage in the implementation of College Quality systems. 
· Show a commitment to diversity, equal opportunities and anti-discriminatory practices. 
· Show a commitment to ensuring that children and young people learn in a safe environment. 
· Ensure that all information is secured, used and maintained in line with internal and external standards including ensuring that confidential information is processed in line with the Data Protection Act and College policies
· Participate in relevant and appropriate training and development as required.
· These duties may be amended from time to time by the line manager in consultation with the post holder.
Departmental Specific Duties 
 The Coordinator will be responsible for ensuring the support needs of all learners within designated departments are met. This will include ensuring appropriate exam adjustments are in place. The coordinator will lead a team of staff supporting learners in designated departments. In addition there will be a requirement to display excellent organisational skills, a solution focused ethic, excellent customer service and a proactive approach.

Method of Working
Barnsley College expects all staff to work effectively as part of a team or teams, delivering high quality education and support to staff and students.  As a minimum this requires dealing with people politely and tactfully, communicating with colleagues and students both formally and informally, offering guidance and information in accordance with College guidelines, policies and procedures when requested and contributing to the maintenance of the Barnsley College environment. In order to do this staff are expected to make themselves aware of the relevant policies and procedures. All staff are required to maintain confidentiality as required.  
Line Management
Where appropriate you may be asked to line manage members of staff who spend most of their time working on the course or courses that you lead. This will usually be either part time teachers, Instructors, Associate Teachers or support staff who are central to the course or courses you are leading. If you are asked to line manage staff, your manager or Head of Department will discuss this with you and ensure you are supported and receive appropriate training.
Public Relations
Considerable importance is attached to the public relations aspect of all work undertaken by Barnsley College staff. It is a prime objective therefore that staff will at all times project to the public the image of the College as keen to assist wherever possible, and positively promote the work that is carried out across its various services. 

PERSON SPECIFICATION  REC 4 – ALS Coordinator
	Specification


	Essential
	Desirable
	Examples Measured by

	Education and Training

Formal qualifications and relevant training

 
	1. A level 4 qualification or a degree in a relevant subject
2. L2 Maths and English qualification or willingness to work towards one
3. A CTTLS or equivalent L4 Teaching qualification or a (willingness to work towards a teaching qualification)
	1. Vocational qualification in Learner Support 
2. Vocational qualification in relevant learning difficulty/ disability awareness

3. British Sign Language qualification
4. To hold a teaching qualification.


	Application Form

Documentary Evidence

References

Interview

Performance of task / test at interview

	Work Experience

Ability to undertake duties of the post


	1. 2 years work experience in an educational setting.

2. Experience of working with learners with complex needs

3. Experience of line managing staff to include probationary reviews and completing appraisals.

4. Experience of working with internal and external agencies in planning or delivering support for learners

5. Experience of planning and implementing adjustments as required under Equality legislation

6. Experience of identifying the additional needs of learners and producing individual support plans and identifying associated support costs.
7. Experience of delivering training to staff

8. Experience of completing lesson observations and writing reports.

9. Experience of attending learners reviews and completing associated reports.
	1. Experience of working in further education

	Application form/ CV
Interview
Performance of task/ test interview

	Skills and Knowledge

Includes abilities and intellect


	1. Ability to plan and prioritise own work and that of others
2. To have experience of knowledge of the various Local Authority audits

3. Highly developed IT skills and a working knowledge of Access
4. Highly organised with ability to maintain and develop effective records.
5. Knowledge of the SEND Reforms and the legal responsibilities of the College and partner organisations.

6. Knowledge of assistive technology used to support learners with additional needs.
	1. Ability to use publisher.
	Application form/ CV
Interview

	Personal Qualities

Includes any specific physical requirements of the post – (subject to the provisions of the Equality Act)


	1. Flexible in approach to working
2. Ability to deal with the complex needs of learners and staff

3. Professional conduct to represent College at external events.


	
	Application form/ CV
Interview


	Suitability to work with children, young people and vulnerable adults

Issues relating to safeguarding and promoting the welfare of children, young people and vulnerable adults
	Motivation to work with children, young people and vulnerable adults

Ability to form and maintain appropriate relationships and personal boundaries with children, young people and vulnerable adults

Emotional resilience with challenging behaviours
	
	Interview

References
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