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JOB DESCRIPTION
Position:     			Head of Department Learning Support 

Responsible to: 			Assistant Principal – Student Support 
		
Functional Relationships:	Staff
			Students and whānau
			External agencies

Remuneration:			One Management Unit (1MU) & One Middle Management Allowance (1MMA)

Duration:			Permanent


Objective: To ensure identified students needing learning support are provided with the assistance required to improve their educational outcomes in school.


Teaching duties:    	
There will be 4 periods of Learning Support teaching and up to 6 periods of timetabled structured literacy or Opportunity Room teaching (i.e., literacy and numeracy intervention programmes).  Actual teaching allocation to be determined annually by the Assistant Principal and approved by the Principal.

Specific responsibilities:
· Lead the day-to-day operation of the Learning Support Department
· Ensure all Learning Support teachers, teacher aides and specialists understand their assigned duties and are able to deliver them professionally.
· Ensure that all departmental staff annual appraisals and attestations are satisfactorily completed, including teacher aides.
· Role model strong teaching practice, sound knowledge of special education, and on-going professional learning and development.
· Plan and coordinate professional development activities in the Learning Support Department (with the approval of the Assistant Principal – Student Support) ensuring a close link between these activities and department, faculty and school-wide priorities and budget limitations.
· Work with the Assistant Principal – Student Support and Heads of School on the identification and selection of students requiring Learning Support. 
· Manage in-school screening for learning needs, with implementation delegated to the Learning Enhancement Coordinator.
· Manage the learner profile process – setting the format and standard, quality assuring profiles, and ensuring they are communicated to teaching staff and whānau.  
· Maintain the Learning Support Register in KAMAR, including upkeep of the Learning Support Module.
· Manage SAC applications and administration for all year levels, including processing, updating and evidence gathering.
· Administer Junior Exam SAC coordination and support the Assistant Principal – Student Support with SAC coordination for NCEA, CAA and Senior Examinations where required, including liaison with the Principal’s Nominee.
· Manage the internal Reader/Writer system across Years 9-13, including recruitment, training and quality assurance, with day-to-day allocation delegated to the Learning Enhancement Coordinator.  
· Allocate and manage the use of teacher aides according to student learning needs within the budget This includes timetable allocation and associated administration.
· Manage the Opportunity Room budget and the Learning Support resource budget effectively, ensuring that resources and equipment are fit for purpose and well maintained.
· Work alongside Heads of School to support students and whānau who require additional support at any year level, including attendance at whānau meetings.
· Liaise regularly with the pastoral team and Āwhe team, including attendance at junior and senior guidance meetings.  
· Contribute to transition planning and IEP development for identified students, in conjunction with the Assistant Principal – Student Support.  
· Work collaboratively with HOF and Learning Support Teacher/SENCO to plan and ensure delivery of intervention programmes for students and small groups attending the Opportunity Room. 
· Monitor, review and report on student outcomes of intervention programmes 
· Complete any further tasks required by the Assistant Principal – Student Support.  
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