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JOB DESCRIPTION


[bookmark: _GoBack]Post: 	Lead Learning Support Practitioner	

Salary: 	£24,218 FTE 
					
Responsible To: 	Head of ALS	 

Summary of Post: To lead a team of Learning Support Practitioners (LSP’s) and Mentors to provide innovative holistic support and safeguarding for all students. 
To be responsible for overseeing the management and co-ordination of in class and out of class support across all vocational areas. 
To work with schools to ensure that students have a smooth transition experience.

													

Specific Duties:

1. To be responsible for planning and organising the LSP timetable and allocation of in class support, to liaise with the ALS Tutors to allocate LSPs to the additional taught activities. To work as a team with the ALS Tutors to provide a flexible out of class support service  for students.
2. To provide information to the ALS Tutor which will support the delivery of Personal and Social Achievement (PSA) and support-led activities.
3. To lead personal, social and achievement activities for small groups of students which may include: promoting social and independent living skills and travel training.
4. To prepare and chair Education Health Care Plan reviews. 
5. To set EHCP outcomes with LSPs and lecturers and monitor these throughout the academic year.
6. To support LSPs and lecturers to undertake the EHCP in-year reviews and ensure that any changes are communicated to the appropriate people and documentation is updated.
7. To build links with local schools and organise students transition activities. To attend in school transition reviews, EHCPs and other meetings to gather information about the needs of students coming to EKC Group colleges. To gather information on students from designated schools who will be attending other colleges within the group and share this information effectively with the named person. 
8. To undertake support meetings with new and existing students and ensure that the information on their support needs is shared in an effective way with those involved in the students education. 
9. To work with lecturers to support them to apply a differentiated approach to their teaching and liaise with teaching staff, achievement and mentor staff to encourage students to attend additional learning activities
10. To work with the Head of ALS, College Services and curriculum staff to allocate LSPs to act as invigilators, readers or scribes for exams
11. To develop communication between teaching and support staff and encourage the integration of support into the curriculum.  This will include attending departmental and course meetings as and when required 
12. To line manage a team of staff, this will include: ensuring staff work to their contracted hours, establishing timetables and updating throughout the year, managing staff sickness including following college monitoring process and personally covering staff absence.
13. To act as a Safeguarding Officer and line manage Progression Mentors.
14. To provide induction into the role for any new staff including agency staff and undertake LSP developmental observations to support individual staff.
15. To develop the LSP team by: holding regular team updates, monthly team and one to one meetings with LSPs and recording the outcome of the discussions, undertaking support & development meetings in line with the college process. 
16. To review the support needs and educational progress of students who receive support and refer to the Head of ALS any students whose support needs require updating.
17. To support the safety and wellbeing of students in all activities including the completion, monitoring and review of PEEPs and risk assessments where required.  Check any risks that impact on planned activities and notify related staff.
18. To liaise with the Head to promote good practice in implementing strategies to support students to manage their behaviour/condition/specific difficulties. This may include working with teaching staff and sharing knowledge with LSPs.
19. To assist students with specific physical, medical/hygiene procedures as required, this may include supporting personal care and working to establish a staff rota to support personal care needs.
20. To assess students readiness and awareness of risk, route planning and undertake one to one travel training and organise staff to fulfil this task, liaise with parents / carers and ensure a partnership and signed agreement is completed. 
21. To maintain student assessment and support records and ensure that LSPs fulfil this requirement of their role and contribute to the monitoring of progress and student reviews if requested.
22. To co-ordinate the safe storage and administration of medication, complete related documentation to meet the college guidelines on ‘safe administration of medication’.
23. To adjust personal hours according to business needs: attending Open Days, student taster events, completing staff timetables for the new academic year etc.
24. To complete documentation for access arrangements relating to designated students, including the checking of exams arrangements.

General Duties and Responsibilities:

1. To participate in the Staff Appraisal Scheme and to undertake training based on individual and service needs.
2. To take a lead in creating or to promote a positive, inclusive ethos that challenges discrimination and promotes equality and diversity. 
3. To comply with College policies and guidelines in respect to health & safety 
4. To demonstrate positive personal and professional behaviour as specified College Code of Conduct. 
5. To undertake continual CPD to support the College culture of continuous improvement.
6. To partake in Performance Standards scheme and quality assurance systems.
7. To meet minimum relevant occupational standards.
8. To keep up to date with the skills required to fulfil the role.
9. To undertake any other duties commensurate with grade as may be reasonably requested by College management.
10. You will be responsible for protecting staff and learners from all preventable harm as per College Safeguarding procedures.


	
	
EMPLOYEE SPECIFICATION


	Application
	Interview
	Shortlisting Weighting

	Skills

	1.
	An understanding of the strategies and processes for ensuring educational quality improvement and excellence
	✓
	✓
	4

	2.
	Excellent communication skills both verbal and written and ability to communicate effectively with College staff, students and external agencies
	
	✓
	6

	3.
	To have an understanding of the barriers that can affect a young person’s educational progress 
	
	✓
	6

	4.
	Ability to prioritise and work to tight deadlines.

	✓
	✓
	4

	5.
	Actively contribute to the College’s Safeguarding practice, procedures, culture and ethos
	✓
	✓
	6

	Experience

	1.
	Experience of managing a team 
	✓
	✓
	4

	2.
	Minimum of three years’ experience of supporting young people with a range of additional needs 
	✓
	✓
	6

	3.
	Experience of co-ordinating and facilitating meetings, including acting as Chair
	✓
	✓
	4

	4.
	Experience of managing risk and writing relevant risk assessment for students appropriate including PEEPs
	✓
	✓
	4

	5.
	Experience of delivering a creative approach to motivate young people  
	✓
	✓
	4

	Education

	1.
	Maths Level 2 (e.g. equivalent to GCSE grade C or above)
	✓
	
	4

	2.
	English Level 2 (e.g. equivalent to GCSE grade C or above)
	✓
	
	4

	3.
	Level 3 Learner Support qualification or equivalent
	✓
	
	4

	4.
	Training and experience related to a range of need.  
	✓
	
	4

	5.
	A qualification in the safe handling and administration of medication.

	✓
	
	4

	6. 
	Designated Safeguarding Officer Training 
	✓
	
	6



Advice to candidates

This post is subject to an enhanced disclosure from the Disclosure and Barring Service.
In completing your application please draw attention to the extent to which you meet each of the essential characteristics for the post as this will assist with the shortlisting process.

Failure to meet all of the essential criteria would not necessarily preclude your application.  Consideration will be given to experience and life skills.  Continual Professional Development will be supported and encouraged.
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