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East Durham College
Job Description

Post Title:		Learning Support Team Leader
 

Location:	Houghall Campus, however could be based at any college site and will be expected to travel between campuses on occasion for meetings and CPD


Responsible to:	Head of Additional Learning Support (ALS)
 

Attendance 
Requirements: 	37 hours per week, Full Time


Salary: 		S01 Point 17-19  £29,296 - £31,242						 


Main purpose: 
To support the Head of Additional Learning Support (ALS) in the effective management and continuous improvement of the College’s learning support provision. As Team Leader, the post holder will be responsible for the day-to-day operations and coordination of a team of Learning Support staff at an allocated site, ensuring high-quality and inclusive support for learners.
The post holder will work closely with curriculum and support staff, as well as a range of external partners and agencies, to ensure that learners requiring additional learning support receive appropriate, timely and effective support, enabling them to achieve their full potential in line with their individual needs.
The post holder will proactively ensure that learners with SEND and additional needs are supported to access an ambitious curriculum, develop independence and achieve positive outcomes, in line with Ofsted expectations and the SEND Code of Practice.


Main duties:
· Lead and manage a team of Learning Support staff, ensuring staff are effectively deployed and timetabled to meet learner needs, maintaining appropriate support ratios and responding to daily operational requirements.
· Coordinate staffing and operational needs, including managing short-notice changes such as sickness absence, arranging agency cover where required and redeploying staff to ensure continuity of support for learners.
· Work collaboratively with the Director of Student Experience and the Head of ALS to review the effectiveness and efficiency of learning support provision, contributing to continuous improvement and the development of best practice.
· Undertake annual appraisals and performance reviews for Learning Support staff within your allocated site, in line with College policies and procedures.
· Provide proactive guidance and support to Learning Support staff, ensuring they have access to the appropriate resources, information and guidance required to deliver high-quality support.
· Carry out basic employer relation duties, such as return to work meetings, welfare checks and absence requests.
· Support transition processes for new learners, working closely with ALS colleagues to ensure transition plans are effectively implemented, communicated and reviewed.
· Attend and contribute to regular team and multi-agency meetings, supporting consultation processes and providing updates based on learner needs.
· Support the Head of ALS in ensuring High Needs learner funding applications and requirements are communicated and effectively monitored throughout the academic year, ensuring appropriate support arrangements remain in place.
· Oversee the completion and appropriate sharing of learner risk assessments, care plans and support documentation, ensuring staff are fully informed and able to meet learner needs safely and effectively.
· Conduct regular quality assurance checks throughout the year to monitor the standard and impact of learning support provision.
· Develop and maintain effective relationships with parents, carers and external agencies, including local authorities and support services, to ensure coordinated and appropriate support for learners.
· Maintain up-to-date knowledge of relevant legislation, funding arrangements, national priorities and the SEND Code of Practice, ensuring compliance and informed practice.
· Promote staff development and professional learning, ensuring team members have access to appropriate training opportunities and feel supported and empowered in their roles.
· Undertake other duties commensurate with the responsibilities of the post, in line with the skills, knowledge and experience required for the role.




Other Duties relevant to all EDC employees
· Participate in the College Performance Appraisal Development Programme, agree an action plan and undertake the required training in order to update skills and meet the requirements of the College and Departmental Strategic Plan and Service Standards.
· Undertake any other duties, appropriate to the grade of the post, as required from time to time.
· Comply with College Policies and Procedures and the Staff Code of Conduct.
· To take appropriate responsibility for PREVENT and safeguarding and promotion of the welfare of children and/or vulnerable adults.
· To uphold British Values, the college values and responsibilities regarding equality and diversity. 
· To understand and adhere to college Health and Safety polices and guidelines ensuring compliance with statutory legislation and taking a responsibility for your own and other’s health and safety.




	Person Specification 

	
	Essential
	Desirable
	Method of assessment

	1) Qualifications/ Training
	

	1.1
	L2 Leadership and Management or Team Leader qualification or be willing to work towards.
	ü

	
	Application form

	1.2

	GCSE level standard education or equivalent (maths & English).
	
ü
	
	Application form

	1.3
	L3 Leadership and Management or Team Leader.
	
	ü

	Application form


	1.4
	SEN qualification (e.g. L2/3 Supporting Teaching and Learning).
	
	ü

	Application form


	1.5
	L2 Safeguarding.
	
	ü

	Application form


	2) Experience
	

	2.1
	Experience of working within an educational environment.
	
ü

	
	Application Form / Interview


	2.2
	Experience of data inputting and effectively using management information systems.
	
ü

	
	Application Form / Interview


	2.3
	Experience of managing a team/have team leader experience. 
	
ü

	
	Application Form / Interview


	2.4
	Experience of recording and tracking support arrangements.
	
	ü

	Application Form / Interview


	2.5


	Preparing reports for a wide audience. 
	
	ü

	Application Form 





	3) Skills and Knowledge:

	3.1
	Knowledge of funding arrangements for ALS.
	
ü

	
	Application Form / Interview


	3.2
	Knowledge of SEND and effective support interventions, including experience of assessing and/or supporting learners with specific learning disabilities and/or disabilities.




	
ü


	
	Application Form / Interview


	3.3
	Knowledge of EHCP process including review and consultation processes.
	
ü

	
	Application Form / Interview


	3.4
	Current curriculum and assessment knowledge.
	
	ü

	Application Form 


	4) Attributes / Other Requirements:
	

	4.1
	Reliability / Trust / Professionalism - Ability to carry out the role with professional integrity in line with EDC values and behaviours.
	
ü
	
	Interview

	4.2
	Communication - Ability to communicate clearly and effectively to all levels, including parents/carers both verbally and in writing.

	
ü
	
	Interview

	4.3
	Ability to work independently and as part of a team under minimal supervision.  
	
ü

	
	Application Form / Interview


	4.4
	Ability to effectively manage, organise and prioritise workload and meet deadlines.

	
ü
	
	Application Form / Interview


	4.5
	Well-developed problem-solving skills, with a proactive, innovative attitude and change orientated.
	
ü

	
	Application Form / Interview


	4.6
	Willingness to undertake additional qualifications and /or specific training.
	
ü

	
	Application Form


	4.7
	Driving - Full UK Driving License and / or access to a vehicle (if applicable).
	
ü

	
	Application Form
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