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JOB DESCRIPTION

JOB DESCRIPTION FOR THE POST OF: 
Head of Department for Supported Learning and Supported Internships




(Group role: Willesden/ Maida Vale and off site)
RESPONSIBLE TO: 



Interim Vice Principal
DIRECTORATE/DIVISION: 


Supported Learning

GRADE:



Management (Spine point 45-47) 

LOCATION



UCG Campuses
MAIN PURPOSE OF THE JOB
1. This is a role within the College Management Team contributing to the strategic, operational management, development and performance of all aspects of College operations. 

2. Developing Teaching, Learning and Assessment improvement strategies in pursuit of an outstanding student experience.

3. Lead and be responsible for the performance management of direct reports in order to achieve consistently high outcomes.

4. To lead the implementation of the College’s quality improvement strategies and maintain a culture of continuous improvement through self-assessment and other quality initiatives.

5. To aim to both achieve outstanding outcomes for learners and deliver excellent learning teaching and assessment.
6. To be responsible for curriculum development, managing staff, seeking out and working on strategic opportunities, working collaboratively with external stakeholders to foster relations and growth
7. To manage of the transition, admission and conduct of students as well as all statuary requirements of High Need students, including managing all high need returns, EHCP plans and consultations and Annual Reviews.
8. This post will also oversee the Curriculum Manager for UCG’s 4 Supported Internship Programmes across the group. The postholder will also ensure processes are streamlined across the group within the department.
9. To work strategically with external partners to grow and develop new opportunities such as supported apprenticeships and internships and external partnerships to improve teaching, learning and assessment, and employability opportunities.

10. To grow the High Needs provision across the group offering a range of courses dependent on needs of the community.

MAIN DUTIES AND RESPONSIBILITIES
The management duties and responsibilities are as follows:

1. Curriculum and Quality Management
1.1
To meet performance targets as set by the Principal or nominee and detailed in the College’s Strategic and Operational plan and/or quality improvement plan as follows: We need you to inspire others, work collaboratively to help colleagues to develop and improve their practice to the highest standards for the benefit of the students to ensure the success of the department and the college on our journey to ‘Outstanding’. You will embody the college’s ethos for the delivery of outstanding teaching and our core values.
1.2
To lead and support and constantly review the curriculum development, design and delivery. This also includes sourcing the relevant aspects of care an EHCP learner may need such as speech and language therapy, occupational therapies and liaising with external parties such as NHS or similar.
1.3
Lead on identifying and implementing appropriate training for staff across the group and ensuring all training is systematic and impactful and directly contributes to an enhanced student experience and engagement, for instance bite size CPD with speech and language therapists with Learning Support Assistant to upskill continuously.
1.4
Lead and support ongoing usage of PfA targets on ProMonitor/ or Navigate across the group for our learners as well as review throughout the year and regularly audit for compliance and quality and showing progress made for our learners.
1.5
To ensure the management of the department operates effectively, including overseeing and sampling Schemes of Work, Lesson Plans, Internal and External Verification, liaison with awarding bodies and assessment procedures and ensure all provisions are using the centralised Markbook database to monitor curriculum input and outcomes for learners. 
1.6
To effectively motivate and lead teams in a positive and professional manner, that is impactful and high performing and makes a difference to our learners.
1.7
To ensure that learners and parents, carers and guardians are properly informed and advised about the Department’s course provision and their progression opportunities.  
1.8
To administer the college’s admissions system and enrolment of learners and ensure consultations throughout the year are monitored and responded to within the statuary time frame.
1.9
To ensure that learner management is effective and leads to successful outcomes.  This will include assessing punctuality, attendance, progress monitoring, target setting, safeguarding, welfare, identifying at-risk learners and behaviour management. Supported Internships will look at paid employment after the course finishes and the sustainment of paid employment.
1.10
To operate the college’s Quality Assurance policy and processes, including course review, preparation of an annual self-assessment report and data performance review. Continuously evaluate the quality of provision and outcomes through robust self-assessment taking into account views of users and developing improvements through findings. 
1.11
Lead on the High Needs statuary paperwork including Annual Reviews/ Consultations/ and High Need costing forms in a timely manner, including developing a strategy to be used across the group to ensure all of the aforementioned are dealt with in the legal time frames and the college is reimbursed for all support given-this will be in collaboration with the finance team and other associated teams.
1.12
To actively manage the development of teaching staff to achieve outstanding teaching, learning and assessment.  This will include being part of the cross-college lesson observation team conducting walk-through, developmental lessons, themed learning walks, preparing action plans, monitoring progress, mentoring and supporting staff.
1.13
To be responsible for the promotion and embedding of new technologies and other innovative practices in learning within the Cluster e.g. Navigate, Makaton, Assistive Technologies applicable to learners and their needs.
1.14
Manage offer for SEND provision, including hosting and going to SEND events to promote the group Supported Learning and Supported Internship department and develop feeder school opportunities across the Group.

1.15
Ensure the effective and efficient delivery of English and Maths across the curriculum where applicable and ensure that UCG meets condition of funding for the SPL and SI students. 

1.16
Assist in the completion and implementation of developmental action plans to address underperforming programmes. 
1.17
Oversee all EHCP students are recorded on ProSolution to accurately reflect numbers, including ensuring all students records are accurate and up to date for ILR and reporting purposes.
1.18
To operate a commercial venture in the Department, providing learners with real-life business experience and look for additional opportunities both within the college and external opportunities.

1.19
To operate best practice in Health & Safety, Equality & Diversity and Safeguarding including the Prevent Agenda, and in accordance with college policies.
To manage the High Needs Co-Ordinator and the Supported Employment co-ordinator to meet statuary obligations (Annual Reviews etc) and enrichment and employment opportunities for our learners to develop their personal development and behaviour and attitudes for the future.
1.20
To support and monitor the flexible and adaptive delivery of learning to a common standard, and to the benefit all students across all modes of delivery and attendance
1.21    
To be a safeguarding lead for Supported Learning and Supported Internships
2.
Management of Resources
2.1 To prepare an annual curriculum plan, including courses to be offered, development objectives, resource requirements and risk analysis and staff utiisation.
2.2 To lead and manage staff in the department, including staff recruitment, performance review, professional development and under performance, as appropriate, and to operate the college’s Human Resource policies.
2.3 To manage the budget for the Department, ensuring compliance with Financial Regulations and procedures.
2.4 To develop a consistent approach to timetabling which ensures the optimum efficient deployment of staff, efficient programme delivery and space utilisation. This may include staff working across sites in order to get the most effective staff utilisation.
2.5 Ensure high Need funding claims are submitted in a timely manner and be overall lead for submission to Local Authorities and working with Finance to provide detail of such claims.

3.
Growing the Business

3.1 To actively lead on marketing and promotion activities designed to increase the profile, awareness and reputation of the area’s provision and the Supported Learning and Supported Internship departments generally.
3.2 To ensure that the Supported Learning prospectus, course information sheets, website, why-study leaflets and any other marketing materials are up-to-date, professional, informative and accurate.
3.3 The post requires full compliance with and oversight of Health & Safety / Safeguarding/Prevent Agenda / Equality & Diversity policies and agendas all times with the Department.
3.4 To keep the Local Offer updated on the group website in order to provide accurate information for Local Authorities and SEND parent/ carer/ guardians.

3.5 Foster and maintain effective working partnerships with Local Authorities and Social Services/ Health departments.
3.6 To plan open days and skill assessment days for the Supported Learning provision and marketing, to promote our curriculum offer and Supported Internships and look and act on growth opportunities within these areas that support our local community.
4.
Other Duties 
4.1 To have student contact for up to six hours per week.
4.2 Support teams to raise achievements and enhance performance. 
4.3 Ensure students are provided with timely and appropriate guidance and support for progression. 
4.3 Work pro-actively with link partners to support high quality, comprehensive and cost effective delivery. 
4.4 Work with teams to develop links with local businesses, professionals and other outside agencies to provide learners with opportunities to engage with the local economic community. 
4.5 Support teams to develop a curriculum that is cohesive and, where necessary, provides integrated assessment tasks that maximise the outcomes for learners. 

5. Employee Development

5.1 To ensure that there is an effective staff training and development programme which supports the progress and delivery of the Curriculum provision at the Faculty.
5.2 Oversee Curriculum Managers in maintaining appropriate records relating to exam entries, student achievements, including registers and other MIS requirements, including recording of all students with an EHCP.
5.3 Ensure compliance with the College Student Disciplinary Procedures by all staff.
5.4 Support effective and constructive communications ensuring innovative practice is shared throughout the College and with all staff.
6. Corporate Management

6.1 Show a commitment to inclusion, diversity, equal opportunities and anti- discriminatory practices and support the designated College champion in relation to safeguarding and child protection.
6.2 Work closely with the Assistant Principal/ Director in the operational management of the College and work as a member of a team sharing general supervision, this to include some evening duties and may involve preparation of Duty Rota.
6.3 To be the Link manager for the College in a number of key areas. These will change over time.
6.4 To provide leadership for pastoral care of all students and ensure a safe learning environment.
	Special Conditions



	1. The nature of this post means that the post holder may need to travel from time to time to all the College centres and to other external venues



	2. The post holder will be contracted to work for a defined number of hours per week but it is a requirement of this post that the holder will flex these hours to reasonably meet external needs which may include working evenings and weekends.



	3. This post falls within the scope of the regulations requiring a Disclosure & Barring Service (DBS) check.




NB: This description is not exhaustive: it is intended to give an outline of the current duties and responsibilities.  Other duties consistent with the post may be introduced through discussion with the post holder.
	Job Title: Head of Department
Person Specification & Short listing criteria

Minimum requirements of the post, with an indication of how these are to be assessed.

	1
	Education/Qualifications
	Essential
	Desirable

	1.1
	Educated to degree level or equivalent with a record of continuous professional development and a PGCE
	(
	

	1.2
	SEND or relevant professional certificates, or relevant experience
	(
	

	2
	Experience/Knowledge
	
	

	2.1
	Extensive understanding and knowledge of the SEND curriculum subjects/areas taught within the Faculty.
	(
	

	2.2
	Extensive quality, teaching and tutorial experience especially with the 16 – 19 and 19+ age groups, both in full time education and employment
	(
	

	2.3
	Evidence of the ability to deliver consistently good or better teaching, learning and assessment and a proven track record or developing teams to plan and deliver an excellent learning experience
	(
	

	2.4
	Successful management experience of Curriculum teams and evidence of having led on change/curriculum innovation, especially in relation to SEND/ High Need learners
	(
	

	2.5
	The ability to work in & to lead teams to motivate, train staff, and carry out appraisals and to inspire students
	(
	

	2.6
	Experience of effectively managing student behaviour
	(
	

	2.7
	Budget Experience and knowledge of High Need claims/ ability and skill to lead on High Needs funding
	(
	

	3
	Skills/Abilities
	
	

	3.1
	The ability to promote continuous improvement in the quality of the work of the College and to raise standards of achievement for students at all levels
	(
	

	3.2
	Leadership skills and the ability to motivate and inspire staff and students
	(
	

	3.3
	The ability to influence direct reports and Faculty staff to bring about change
	(
	

	3.4
	The ability to analyse and use effectively, complex data for improvement
	(
	

	3.5
	Excellent verbal and written communication skills and the ability to communicate and work effectively with staff across the Faculty and from all parts of the College or Group at every level and to win their confidence
	(
	

	3.6
	Excellent planning, organisation, IT and administrative skills, the ability to see projects through to a successful conclusion, and a generally high level of efficiency
	(
	

	3.7
	Aptitude for hard work, the ability to take initiatives, a flexible approach and ability to implement change
	(
	

	4
	Qualities/Genuine Occupational Requirements
	
	

	4.1
	A commitment to the College's mission and values and to meeting the needs of the learners, employers and communities that the College serves.
	(
	

	4.2
	A commitment to quality and an aspiration to deliver and sustain excellence
	(
	

	4.3
	Drive, resilience and a natural desire to work collaboratively
	(
	

	4.4
	A commitment to equality and diversity for both staff and students
	(
	

	4.5
	Enthusiastic and able to inspire students and clients


	(
	

	4.2
	Prepared to participate in new developments and contribute professional advice
	(
	

	4.6
	To have an understanding of, and commitment to

Equal Opportunities in   practice.


	(
	

	4.7
	In addition to candidates ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including: 

· Motivation to work with children and young people;   

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people;   

· Emotional resilience in working with challenging behaviours; 

· Attitudes to use of authority and maintaining  discipline;
	(
	

	*
	Evidence of criteria will be established from:    AF - Application form, IV - interview, Test - skills test / prepared question / presentation
  Cert - certificate checked by interview panel


