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JOB DESCRIPTION
	JOB TITLE:
	Head of Learning Support (SEND)

	
	


	
	

	REPORTING TO:
	Director of Studies

	
	


	Ethos


The ethos of the school is a shared responsibility to which all staff are expected to make a significant contribution. The expectation is that in your role as Head of Learning Support you will contribute cheerfully to the life and work of the school in a positive and enthusiastic manner.  
	Job Purpose


To lead SEND across the school. To develop the school's Special Educational Needs & Disabilities (SEND) policy and oversee the day-to-day operation of that policy with the aim of raising SEND pupil achievement.
	Strategic Direction and Development of SEND Provision 


· Contribute to a positive ethos in which all pupils have access to a broad, balanced and relevant curriculum.
· Support all staff in understanding the needs of SEND pupils.

· Devise and promote plans to ensure the needs of pupils with SEND are met and that they are reflected in the school development plan.

· Regularly monitor progress against targets for pupils with SEND from teachers’ plans, evaluate the effectiveness of teaching and learning by work analysis and use these analyses to guide future improvements.

· Analyse and interpret relevant school, local and national information relating to pupils with SEND and advise the Head Master on the level of resources required to maximise achievement.

· Liaise with staff, parents, external agencies and other schools to co-ordinate their contribution, provide maximum support and ensure continuity of educational provision for pupils with SEND.

· Develop partnerships with parents to ensure that their views are considered and acted upon appropriately.

· Ensure that pupils with SEND are enabled to share their views and that these are acted upon appropriately.
	Teaching and Learning  


· Support the identification of, and disseminate the most effective teaching approaches for pupils with SEND.
· Collect and interpret specialist assessment data on SEND to inform practice.

· Work with pupils, class teachers, Heads of Department and Heads of Year to ensure realistic and challenging expectations of pupils with SEND.

· Monitor the use of resources, teaching activities and target setting and develop and maintain a recording system for progress of pupils with SEND.
	Leading and Managing Staff 


· Achieve constructive working relationships and establish opportunities for support assistants and other teachers to review the needs, progress and targets of pupils with SEND.
· Line management of the Learning Support teacher allocations and take responsibility for their performance management.

· Provide regular information to SLT and governors on the effectiveness of SEND provision and outcomes.

· Advise and contribute to all aspects of SEND training to ensure the professional development of staff.
	Parents and the Community


· Play a full part in the life of the school community.
· Work with parents and families who have a child with SEND offering support and guidance.
· Encourage parents to participate in the life of the school in a variety of ways
	Managing own Performance and Development


· Demonstrate resilience and resourcefulness.
· Take responsibility for own professional development.
· Think creatively and imaginatively to anticipate and solve problems and identify opportunities.
	Use of Resources


· Identify appropriate resources to promote and support the achievements of SEND children and ensure they are used efficiently, effectively and safely.

· Oversee and monitor appropriate budget allocations in liaison with the Head Master and Finance Director.
	General Responsibilities


· To be supportive of the school’s ethos; its foundation is based on Christian principles but there must be tolerance and understanding between people of different faiths, cultures and backgrounds. 

· Work with the Head Master in developing the policies and practice, which promote inclusion, equality and the extended services that the school offers.
· To promote the agreed vision and aims of the school.

· To apply the school’s policies consistently. 

· To attend staff meetings when required.

· To attend year group meetings when required.

· To attend and lead assemblies when required.

· To attend parent’s evenings when required.

· To support the wider life of the school attending open days and other school events.
· Safe Working Practices for Adults working with Children- It is the responsibility of each employee to carry out their duties in line with Hallfield School’s ethos and culture of safe working practices for Adults working with Children, and be sensitive and caring to the needs of the disadvantaged, promoting a positive approach to a harmonious working environment. Each employee should act as an exemplar on these issues and must, where appropriate, identify and monitor training for themselves and any employees they are responsible for.
· Freedom of Information Act and Data Protection Act - The post holder is required to comply with the above legislation and maintain awareness of the school’s policies and procedures relating to the Freedom of Information and Data Protection Acts. Attention is specifically drawn to the need for confidentiality in handling personal data and the implications of unauthorised disclosure. 
· Equality and Diversity - The post holder will be required to comply with and maintain awareness of Hallfield School’s policies relating to Equality and Diversity. 
· Health and Safety - The post holder must at all times carry out his/ her responsibilities with due regard to Hallfield School’s policy, organisation and arrangements for Health and Safety at Work.
· Flexibility - All staff will be expected to accept reasonable flexibility in working arrangements and the allocation of duties to reflect the changing roles and responsibilities of Education and Children's Services. Any changes arising will take account of salary and status. They will also be subject to discussion with individuals or sections affected and with appropriate Trades Unions.
This job description sets out the duties of the post at the time when it was drawn up. Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the post.
	Signed:
	
	Head Master

	Date:
	
	

	
	
	

	Signed:
	
	Post holder

	Date:
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