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Job Description

Head of Additional Learning Support – Foundation Learning


Job Title:	Head of Additional Learning Support – Foundation Learning
	
Grade:			Academic Pay Scale pt. 39 - 43

Reporting to:  		Director – Foundation – Curriculum and Support

Base: 			Uxbridge and Harrow Colleges

Background
HRUC is committed to delivering high-quality, inclusive education for learners with special educational needs and disabilities (SEND) and High Needs. Our Foundation Learning provision provides high-quality education and support for learners with a wide range of learning difficulties, disabilities and additional needs. Learners benefit from inclusive learning environments, specialist facilities and multidisciplinary support that promotes independence, wellbeing and successful progression. Working in partnership with families, local authorities, employers and external agencies, HRUC is committed to enabling every learner to achieve their potential and prepare for further learning, supported internships, employment and adult life.

JOB PURPOSE 

Reporting to the Director of Foundation Learning - Curriculum & Support, the postholder will be responsible for High Needs learners and the management and quality of all additional learning support across Harrow and Uxbridge colleges for discrete provision. 


MAIN TASKS

· To manage the Additional Learning Support provision within the college/s and be responsible for co-ordinating the delivery of support ensuring a high quality, innovative and effective service is provided that meets the needs of the learners.

· To have overall responsibility for High Needs’ learners in the Colleges and for all associated funding, claims and documentation.

· To ensure that learners needing support receive the full range of support to which they are entitled and identified within EHCPs in a timely manner and to the highest of standards.

· To lead and manage a team of professionals and to provide them with the inspiration, direction and support they need to deliver outstanding learning support.

· To deliver against all agreed performance targets for the area, for example those pertaining to Additional Learning Support funding, Adult Skills Budget funding and recruitment, retention, attendance and achievement for learners with support needs.


JOB ACTIVITIES AND DUTIES

1. To work with colleagues to continue to develop and implement the highest standard of learning support, which ensures the highest levels of satisfaction for all learners and which enables them to achieve to their optimum level.

2. To manage and be responsible for all aspects of the College’s quality assurance and improvement processes within the area, for example self-assessment, quality improvement plans, performance review, performance audit and learner voice

3. To oversee all parts of the transition for each learner into and out of the college:  ensuring consultations are responded to within the statutory timeframe and the appropriate funding is agreed and claimed with the Local Authority, arranging annual reviews and advising on next steps and overseeing the completion of all relevant documentation.

4. To liaise with parents, carers and other external partners as needed and attend such external meetings as are necessary.

5. To lead and manage a team of support staff; provide colleagues with inspiration, direction and support they need to deliver outstanding support and source specialist staff where necessary.

6. Work with the Director of Foundation – Curriculum and Support to identify and plan staff development needs across the ALS team/s and cross college in liaison with other managers.

7. To set up and run team meetings as required and represent Learning Support at management meetings as appropriate.

8. To work with marketing, communications and events colleagues to ensure the college offer of support is clearly and well communicated to current and prospective learners.

9. To implement a lean, effective and efficient resource model to support the delivery of the college’s approach to learning support including for example, optimised timetabling and staff utilisation and, in the use of learning technologies to support learning.

10. To ensure that regular reviews of learner progress take place in collaboration with curriculum staff and in line with the College policy and that effective Individual Support Plans are in place for all learners.

11. To ensure up to date and accurate records are kept of all needs, interventions and support for learners with additional learning needs and that these records meet the required standards of external bodies, including Ofsted.

12. To ensure that information relevant to the work of the area is collected and collated and to report and analyse statistical information about Additional Learning Support as required, for example to identify added value, patterns and trends and to support strategic planning. To ensure that relevant data and information is disseminated to staff in the area.

13. To manage and report on the Additional Learning Support funding and the portion of the Adult Skills Budget funding that pertains to additional learning support in accordance with college policy and financial regulations; provide robust accurate finance reports; support with the forecast and deliver against agreed budgets, ensuring that the College meets all related targets successfully and in a timely manner.
14. To ensure effective auditable records are in place to support internal and external audits

15. To represent the College with external agencies as required in the performance of duties, acting as main contact and attending external meetings as required.

16. Working in conjunction with the relevant cross-college services, to ensure the efficient and effective management of the equipment and physical resources allocated to learning support.

17. To ensure that the college meets its obligations according to the SEND code of practice and all relevant frameworks and processes that pertain to ALS, High Needs’ learners and learners with SEND, keeping up to date with knowledge of national and local initiatives and how they may impact upon policy and practice and supporting and developing colleagues through advice, guidance and the organisation of training.

18. To ensure exams access arrangements are completed in a timely fashion and in accordance with government and JCQ guidance.

19. To line-manage appropriate specific staff and set performance targets for staff  

20. To support the College internal inspection process and related procedures

21. To undertake the role of Fire Marshall and assist in the safe evacuation of learners, staff and members of the public from College buildings.

22. To work with colleagues across the college to ensure we are providing necessary safeguarding for all learners.

HRUC aspires to be an outstanding College and in recognition of the crucial role that members of staff play, individually and collectively, in achieving and maintaining high standards all employees are required to:
· Be a positive ambassador for the College at all times.

· To adhere to the College’s policies, procedures and practices regarding the safeguarding of learners, including attendance at training and updating sessions as required and responding appropriately and supportively to any issues associated with safeguarding.

· Adhere-to the College policies, codes, procedures and frameworks.

· Undertake continuing personal and work related professional and skills development.

· Work collaboratively with colleagues across the College as a whole so as to support the achievement of the College goals.

· Be a positive role model in terms of supporting and promoting equality & diversity.

· Understand and actively support the College’s approach to health and safety and, in particular, to take into account the duty of care for others and oneself in all day to day actions.

· Challenge unacceptable behaviour (such as, for example, discriminatory language, not wearing College ID, shouting or playing loud music in corridors, spitting or swearing) whilst not putting one’s personal safety at undue risk.
· Make an active and positive contribution to team meetings, one to one sessions with line managers and the appraisal process 

· Undertake any other duties consistent with the key responsibilities and/or duties of the post.


Safeguarding Children and Vulnerable adults
· Understand and comply with Safeguarding legislation and ensure that best practice is embedded in all working practices as required.

· Commitment to Safeguarding and promoting the welfare of children and vulnerable adults, ensuring that this commitment is demonstrated in all aspects of the role as appropriate.

Further Education is an ever-changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work.  This job description will be reviewed annually during the appraisal process and will be varied in the light of the business needs of the College.


Head of Additional Learning Support – Foundation Learning

Person Specification

	
	Essential
	Desirable
	How assessed?*

	[bookmark: _Hlk496023642]Qualifications
	
	
	

	· Degree and/or professional experience at an appropriate level  
	
	
	Cert/AF

	· Maths and English at GCSE grade C/4 or equivalent
	
	
	

	· A teaching qualification
	
	
	Cert/AF

	Knowledge and Experience
	
	
	

	· Proven experience of managing additional learning support, ideally in Further Education, leading to demonstrable improvements in learner experience and success
	
	
	AF/IV

	· Experience of effectively assessing learners’ additional learning needs, accurately identifying support requirements, and maintaining all associated records to the highest standard
	
	
	AF/IV/T

	· Experience in developing and improving relevant policies and procedures with regards to learners with additional learning needs
	
	
	AF/IV

	· Experience in working with Local Authorities and other agencies with regards to agreeing and negotiating High Needs placements and appropriate funding
	
	
	AF/IV

	· Experience in liaising with parents, carers and external bodies
	
	
	AF/IV

	· Experience of contributing to quality processes, for example the self-assessment process and of using such processes to achieve demonstrable improvement
	
	
	AF/IV

	· Significant experience in managing or monitoring budgets, of efficient and cost-effective resource management and meeting internal and external financial targets
	
	
	AF/IV/T

	· Ability to develop statistical and financial reports and analyse statistical and financial information
	    

	
	
AF/IV

	· Experience of using management information systems and data to identify issues and opportunities to drive performance
	 
	
	AF/IV

	· Good digital literacy skills with the ability to produce and use spreadsheets to record, track, monitor and cost provision
	
	
	AF/IV/T

	· Experience of successfully leading teams and/or managing staff  
	

	
	
AF/IV

	· Experience of setting, monitoring and achieving personal, team and organisational standards and performance targets 
	
	
	AF/IV

	· A broad knowledge of the infrastructure, services, challenges of and key strategic issues in the Further Education sector in particular in relation to issues that will impact on the area of responsibility
	


	
	

AF/IV/T

	· Strong knowledge of the SEND code of practice and experience of its implementation, and knowledge of other relevant national and local initiatives
	
	
	AF/IV

	· Comprehensive knowledge of Additional Learning Support funding and Adult Educational Budget funding that pertains to ALS
	
	
	AF/IV

	· Ability to contribute to the strategic development of the area of responsibility and to translate strategy into innovative, realistic operational planning and delivery
	
	
	AF/IV

	· Good knowledge of the Ofsted Inspection Framework and experience of the inspection process at a curriculum level
	
	
	AF/IV

	· Experience in overseeing exam access arrangements
	
	
	AF/IV

	· Experience in providing relevant staff training and upskilling
	
	
	AF/IV

	Other Skills and Personal Qualities
	
	
	

	· Good analytical skills
	
	
	AF/IV/T

	· An ability to engage and motivate individuals to deliver high performance outcomes in a further education environment
	
	
	AF/IV

	· Ability to build strong partnerships with a range of internal and external stakeholders
	
	
	AF/IV

	· Ability to work under direction and proactively on personal initiative
	

	
	AF/IV

	· Ability to demonstrate a commitment to working with diversity and a range of ability levels, and promoting equality issues as part of everyday practice
	

	
	
AF/IV

	· Good communication skills, written and verbal, including good presentation skills
	
	
	AF/IV/T

	· Flexible approach 
	
	
	IV

	· Commitment to continuous professional development
	
	
	IV/T

	· Commitment to the highest possible levels of health and safety for students, staff and others
	
	
	AF/IV

	· A strong understanding of Safeguarding and its implementation
	
	
	AF/IV

	Competencies
Managers should be able to demonstrate
competency in all of the following areas:

Communication; Planning and Organising; 
Interpersonal Sensitivity; Strategic Vision; Motivating Others;
Problem Solving and Decision Making; Developing Self and Others
	



	
	


AF/IV



Evidence of criteria will be established from:

AF = Application Form		Cert = Certificates checked on induction
IV = Interview			T = Test (Micro-teach/presentation/skills test at selection process
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