MORLEY
COLLEGE
LONDON

Job description: Learning Support Co-ordinator JD

Status 6 months FTC

Base North Kensington/Chelsea

Post holder may be required to work across College sites and at
other locations

Grade Salary Scale APT&C 26 to 29

Salary Circa £31,027 LWA
It is our policy to normally appoint at the bottom of the salary
scale

Hours of work 36 hours per week

(per week)

Reports to ALS Manager

Manager to No Direct Reports




ROLE PURPOSE

To coordinate the activity of the Additional Learning Support department at the college.

To undertake Needs Assessment for students and recommend a package of support and in
class adjustments for individuals.

Act as key contact for Curriculum in ensuring that the needs of students with disabilities and
learning difficulties are met, facilitating their achievement in their course.

Work with external stakeholders including Local Authorities to ensure high needs students
can fully engage with their studies and thrive at the college

MAIN ACCOUNTABILITIES

To assess the support needs of students applying for or enrolled at the College who
have disclosed a learning difficulty, disability and medical condition or mental health
support needs

To liaise with admissions and tutors, professionals and specialist agencies,
parents/carers to ensure that learners are receiving an appropriate level of support

To work with the ALS Administrator to arrange and coordinate the delivery of support
by Learning Support Assistants and Learning Support Tutors

To liaise with Curriculum and the Exams Office to arrange exam access arrangements
and ensure students receive their entitlement to these.

To assist in the identification of staff development needs and to contribute to the
delivery of staff training

Coordinate and work with the ALS administrator for the inputting of students’ support
data on the College chosen database system, capturing all support provided for
accurate funding claims including those relating to students with EHCPs.

Monitor attendance and punctuality of supported learners and address any poor
attendance or pattern absence in a timely fashion

A. General College Responsibilities

All College employees, irrespective of their role and level of seniority in the
College are expected to be familiar with and adhere to these responsibilities:

We put respect and kindness first, valuing our differences, richness of
experience and the contribution we all make. We take time to get to know
each other and are inclusive

We understand and promote with staff and students the importance of
safeguarding the welfare of children and vulnerable adults that they are
responsible for or come into contact with

We ensure we comply with the requirements of health and safety regulations
to ensure our own wellbeing and that of our colleagues
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We promote and comply with all Morley College London policies and
procedures, ensuring that our service delivery and treatment of others is fair
and inclusive

We ensure confidentiality at all times, only releasing confidential information
obtained during the course of our employment to those acting in an official
capacity and in accordance with the provisions of data protection legislation

We promote equality, diversity and inclusion principles at all times, ensuring
that the College’s anti-racism and EDI statements are seen in our every-day
activities and behaviours

We are consistently professional in our behaviours, ensuring that integrity is at
the heart of delivering our role and demonstrably following the Morley values,
putting students at the heart of all we do

We work to maintain and build the Morley culture of learning, collaboration,
creativity and growth

We adopt a positive, “can do” and solution focused approach , supporting our
students and customers and maintaining Morley’s reputation for excellence in
learning, inclusivity and

We are personally committed to Continuous Professional Development,
working towards annual individual learning goals and keeping up to date on
developments within our professional field

Manager Responsibilities:

We lead and develop our team to support them on their own professional
development journey and to ensure that the team’s objectives are met

We provide consistent, objective and fair performance management through regular
feedback and one to one meeting; conducting formal reviews and appraisals; setting
clear objectives and managing workloads; and identifying and addressing business-
focussed training and development needs

Our management style is supportive, and we coach our staff to deliver their objectives
and develop in their careers.

We proactively manage issues related to conduct and capability, ensuring that issues
are dealt with in an effective, professional, focused and timely manner

As a manager in the College, we act as duty managers on a rota basis, and where
this includes evening and weekend duties, time off in lieu will be given.

Safeguarding children and vulnerable adults:

The post holder will be expected to promote with staff and students the importance of
safeguarding the welfare of children and vulnerable adults they are responsible for
and come into contact with

This job description is not exhaustive and as such the post holder is expected to be
flexible and carry out any duties as may be required and that are reasonable. Any
changes of significance will only be made following a discussion with the post holder

WORKING WITH

The post holder will work closely with colleagues in their team as well as students and staff
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from all sections of the College.

DBS STATUS

This post is exempt from the Rehabilitation of Offenders Act 1974 and is regulated activity.
The post holder will be required to obtain an Enhanced DBS Disclosure, including an ISA
barred list check.

‘ PERSON SPECIFICATION

Job Learning Support Co-ordinator
Title:

Essential Criteria:

Educated to degree level or equivalent in a relevant discipline.

English and Maths GCSE grade A-C / 9 — 4, or equivalent.

Experience of supporting learners with SEND in further or higher education

Experience of working as a team and evidence of ability to work effectively with

colleagues

e Skills, knowledge and understanding of the needs of learners with a range of learning
difficulties and disabilities

e Excellent communication skills

e High level of IT skills including proficiency in Microsoft 365

e Ability to support and enable people from a wide range of backgrounds, skills,
education, work and life experience to fulfil their potential

e Have a commitment to and be able to demonstrate knowledge of health & safety and
equality and diversity as appropriate to the post.

e An awareness of Safeguarding and Prevent and ability to create and sustain an
environment in which the safety and welfare of children and vulnerable adults is
paramount.

e If regular access to children or vulnerable adults (regulated activity).

e This role is exempt from the Rehabilitation of Offenders Act (1974) and is subject to

an enhanced DBS check and barred list check.

Desirable Criteria

e A postgraduate qualification in assessing adult dyslexic and LDD students
e Experience of supporting learners who hold an EHCP




