	Job Description

	Trinity Academy

Newcastle

	Post Title: Inclusive Learning Tutor
	                    

	
	
	Grade:  N7

	Responsible to:
	Assistant head of Post 16 Provision

	Responsible for:
	

	Job Purpose:
	To work alongside the Senior Leadership Team to ensure the needs of the learners with EHCPs are being met and they are successfully working towards their outcomes. To be accountable for educational progress of post 16 and external pre 16 learners by effective teaching and learning.



Main Duties:
The following is typical of the duties the post holder will be expected to perform.  It is not necessarily exhaustive and other duties of a similar nature and level may be required from time to time.

1 Work closely with the Assistant head of Post 16 Provision in preparation of learners with SEND enrolling at the post 16 and post 19 provisions. To ensure the needs of the learners with EHCPs are being met and they are successfully working towards their outcomes.

2.
Assist as required in all aspects of the administration of the EHCP reviews.

3.
Address queries relating to the EHCP process and offer support to individual learners, parents, carers and professionals who enquire with information about the service.

4.
Keep up to date with developments regarding learners with learning difficulties and disabilities and funding mechanisms regarding the area of additional learning support.

5.
Lead on the operational process of maintaining the reviewing of EHCPs.

6.
Work closely with the learners and their parents and/or carers to prepare their EHCP reviews.

7.
Liaise with schools and other agencies to promote the academy to learners with support needs.

8.
Support curriculum colleagues in preparation for the EHCP reviews.

9.
Liaise with any external health and/or social care agencies and the local authority in preparation for the EHCP reviews.

10.
Coordinate and chair EHCP reviews.

11.
Maintain high quality of information to be contained within the EHCPs including writing outcomes for learners in accordance with the SEND Code of Practice in preparation for adulthood. At timely intervals, accurately input or upload SEND related information to central databases and platforms.
12.
Work efficiently to ensure timelines in the SEND Code of Practice are adhered to.
13.
Work with tutors to identify any support needs and resources/provision planning.
14.
To participate in recruitment activities as appropriate including academy open evenings/days.
15.
Attend team meetings and staff development.

16.
Liaise with a variety of agencies including (but not exhaustive) vocational tutors, schools, social workers and local authority case workers.
17.
Assist the Senior Leadership team to support high risk learners to maintain their place in academy. This will include significant inter-agency work with social services, health teams, school and the youth justice system.

18.
Work with other teams to appropriately plan and prioritise support for academy events where prospective learners may require support.
19.
Assist the Senior Leadership team to source appropriate aids, adaptations and resources as appropriate to individual needs. 
20.     To set up, deliver and co-ordinate learning programmes. This will involve setting up learning opportunities internally or externally, contributing to initial assessment and induction, programme planning and review, programme delivery, regular communication and planning with other stakeholders and aftercare.

21.      To assess learners in accordance with the awarding bodies’ rules, regulations and good practice models.

22.
To develop appropriate enrichment and learning activities for Year 11 pupils related to post 16 transition, including taster days, interview preparation, short courses, and establishing a portfolio of work experience placements.

23.
To develop and administer accreditation opportunities for learners to fulfil their programme aims and objectives.
20
To conduct home visits where necessary adhering to the Academy’s Home Visits Policy.

21
To contribute (as required) to the organisational self-assessment and any strategic/operational plans.

22
To ensure the general safety and physical wellbeing of young people on programme by complying with all fire, health and safety regulations and procedures.

23      Respond to internal and external enquiries related to learners in scope, including ongoing liaison or providing appropriate information and data in line with GDPR.
24
To prepare and maintain appropriate records, statistics and files to meet all contract/funding requirements.

25
To liaise with managers, supervisors and employers to ensure agreed programmes are being delivered and that problems with learners are dealt with quickly and efficiently.

26
To take part in the activities of Trinity Academy as required.

27
To be aware and adhere to all guidelines that may impact on any activities or work undertaken.

28
To agree work objectives and strategies with the appropriate persons.

29
To promote and implement the Equality Policy in all aspects of employment and service delivery.



