
 

 

 
 

HEAD OF LEARNING SUPPORT 

JOB DESCRIPTION AND FURTHER INFORMATION FOR CANDIDATES 

 
Job Title: Head of Learning Support 

 

Reporting to: Assistant Head: Teaching and Learning 

 
Job Purpose: The Head of Learning Support will lead, manage and develop the teaching and 

learning of SEND pupils of all abilities from Year 1 to Year 11. He/she will support 

and teach pupils in small groups or on a 1:1 basis, predominantly in Years 7-11. 

He/she will be responsible for coordinating examination access arrangements 

for all School and GCSE examinations, maintaining records of pupils’ normal 

ways of working in line with JCQ regulations.   

 

 

THE SCHOOL 

 

Queen Mary’s School is a Christian community that values, nurtures and respects every individual. A place 

where all are challenged to do their best, serve others, show compassion and act with integrity. 

 

Queen Mary’s School… 

• Strives for excellence in every endeavour 

• Loves life and enjoys learning 

• Nurtures spirituality and personal growth  

• Respects individuality and embraces diversity 

• Enhances character and builds resilience 

• Creates independent young people 

• Makes strong and lasting friendships 

 

Queen Mary's School is an all girls’ independent boarding and day school situated in beautiful countryside, 

between Ripon and Thirsk.  Junction 49 of the A1 is about 2 miles away.  Founded in 1925, the school was 

originally situated at Duncombe Park, but moved to its present site in 1985.  Baldersby Park, the school's 

current home, is a Grade 1 listed building surrounded by 40 acres of landscaped grounds, sports fields and 

paddocks.   

 

There is a co-ed pre-prep department and the main school is for girls only and spans the age range 7 to 16.  

Whilst a few girls are prepared for Common Entrance at 11, 12 and 13+, most girls stay on and do GCSEs, 

before moving to new schools and colleges for the sixth form.   



 

 

 

The School has a strong boarding tradition; however, the School is also attracting an increasing number of 

day girls and those who board one or two nights each week.  Many of the girls who travel to school daily use 

the school minibus service.   

 

Queen Mary’s has a unique family atmosphere with friendliness and concern for others being an important 

part of the School's ethos. It is one of a group of 43 schools belonging to the Woodard Corporation, an 

Anglican foundation that promotes Christian education and high academic and pastoral standards within all 

its schools.  All members of staff are expected to be in sympathy with the aims and ethos of the School.  

  

More information about Queen Mary's can be obtained from the website www.queenmarys.org.   

 

THE ROLE 

 

HEAD OF LEARNING SUPPORT 

 

The Head of Learning Support, with the support of the Head and Governing Body of Queen Mary's School, 

takes responsibility for the day-to-day provision for pupils with Special Educational Needs and Disabilities 

(SEND).  He/she will provide professional guidance in the area of SEND in order to secure high quality 

teaching and learning and the effective use of resources to bring about the highest standards of 

achievement for all pupils. 

 

Academic development is at the heart of school life. We offer an independent wide ranging curriculum, 

excellent teaching and a clear understanding of learning potential.  With a combination of traditional and 

modern teaching methods, each pupil is encouraged to enjoy learning, develop her independence and 

succeed to the best of her ability. 

 

The academic life of the School is overseen by the Assistant Head: Teaching and Learning and consultation 

with Heads of Department for each subject area ensures an up to date and challenging curriculum. Ongoing 

assessment is encouraged and pupil progress is tracked in order to inform future teaching and learning 

goals. 

 

Above all, Queen Mary's believes that the learning process must be enjoyable and engaging.  Teaching and 

learning are supported by a wide range of resources and extra-curricular activities.  The School’s ethos and 

values foster an enthusiasm for lifelong learning and encourage independence of thought.  The  children  

develop  self-esteem,  a  wide  range  of  knowledge  and  essential   communication, study and life skills. 

 

The applicant will be expected to lead, manage and develop the teaching of SEND pupils of all abilities from 

Year 1 to Year 11 and to support and teach pupils in small groups or on a 1:1 basis in Years 7-11. He/she will 

also be responsible for coordinating examination access arrangements for all School and GCSE 

examinations, maintaining records of pupils’ normal ways of working in line with JCQ regulations.   

 

This is a non-residential appointment. 

 

 

 

 

 

 

 

 



 

 

SPECIFIC RESPONSIBILITIES 

 

● To lead and share strategies with subject teachers for effective teaching of pupils with special 

educational needs 

● The ability to inspire and motivate children, able to stimulate the pupils' real interest and involvement in 

learning, especially those with SEND 

● Develop pupil confidence, self-esteem, determination and behaviour so that each pupil is able to achieve 

her full potential 

● To keep clear administrative records of pupils’ needs and provision, such as IEPs, Provision map and 

SEND register.  

● Have clear and effective communication skills 

● To effectively liaise with outside agencies and professionals. 

● To have the ability to interpret educational assessments and devise suitable support and 

intervention.  

● Have a clear understanding of the EHCP process, being able to provide the required provision for 

individuals, liaise with the Local Education Authority and complete all relevant paperwork. 

● The candidate should have the ability to screen pupils and identify areas of need, especially for 

those with undiagnosed SpLD. 

● Be familiar with assistive technology. 

● Ensure that policies are updated annually and implemented in line with whole School policy, the 

latest educational research and national regulations. 

● Be able to work effectively with all members of the school community to ensure that pupils with SEND 

receive appropriate support 

● Have high levels of organisation 

● To have the leadership skills and commitment to support the professional development of colleagues 

within the Learning Support Department 

● To hold regular departmental meetings and to attend the Head of Department forum chaired by the 

Assistant Head: Teaching and Learning 

● To hold an annual meeting with the designated SEND governor 

● To take part  in the school's appraisal system 

● To monitor and evaluate the quality of SEND teaching and learning within the Learning Support 

Department. The Head of Learning Support must have knowledge and understanding of the 

characteristics of effective teaching and the strategies required to support pupils with  Special  

Educational  Needs and Disabilities(SEND) 

● To liaise with Head of Marketing and Admissions and  screen potential new pupils before entry to Queen 

Mary's School for SEND requirements  

● To work effectively with the Junior School Head, Assistant Head: Teaching and Learning and the 

Examinations Officer in regard to monitoring pupil progress. 

● To produce half termly and termly reports for SEND pupils  

● To prepare additional access arrangement support material for internal and external examination 

entries in liaison  with the Examinations Officer 

● To provide extra help with revision skills and examination techniques for pupils preparing to sit external   

examinations, especially GCSEs. 

● To work with the Assistant Head: Teaching and Learning, Junior School Head and the Deputy Head in 

regard to timetable allocation and staffing requirements for the Learning Support Department 

● To manage effectively the Learning Support Department budget 

 

 

 

 

 



 

 

PERSON SPECIFICATION 

 

QUALIFICATIONS AND EXPERIENCE 

 

 

The Head of Learning Support must: 

 

● Hold a high quality university degree in a recognised academic discipline 

● Have a relevant teaching qualification 

● A Postgraduate qualification in SEND, ideally NASENCO 

● An appropriate qualification (Level 7 minimum) relating to assessment for Examination Access 

Arrangements 

● A record of Continual Professional Development in SEND 

● The candidate should have previous SENCO experience  

● Evidence of being an excellent teacher of children with SEND 

● Have a clear understanding of the EHCP process, being able to provide the required provision for 

individuals, liaise with the Local Education Authority and complete all relevant paperwork. 

 

DESIRABLE REQUIREMENTS 

 

It would be advantageous if the Head of Learning Support also had 

● Experience of working in an all-age, independent, boarding school environment 

● Knowledge of iSAMS School Management System 

● The ability to screen pupils and identify areas of need, especially for those with undiagnosed SpLD 

● To liaise effectively with outside agencies and professionals. 

● To have the ability to interpret educational assessments and devise suitable support and intervention.  

 

SKILLS 

 

The Head of Learning Support must: 

● Be an inspirational and creative teacher 

● Have a lively interest in teaching and learning developments 

● Have an interest in curriculum change and be inspired by academic challenge 

● Be an excellent listener and calm negotiator  

● Demonstrate leadership and personal responsibility by motivating others, showing drive and 

determination 

● Be adaptable and show good judgement 

● Demonstrate authority, respect and trustworthiness 

● Have excellent writing and proof-reading skills 

● Have high order IT skills 

● Have high standards of accuracy, clarity and consistency of language 

● Support the ethos of a full, weekly and flexi boarding school  

● Have a clear sympathy with the advantages of single-sex education 

● Be able to promote academic excellence, and individual creativity 

● Be able to exercise total discretion and uphold confidentiality, when appropriate 

● Be able to act as a critical friend, counsel and be supportive of colleagues 

● Have awareness of ISI inspection criteria 

● Have energy, drive, enthusiasm, a positive manner and a sense of humour 

● Attend all staff training days  

● Attend all Parents’ Meetings and write reports to be sent to parents at the appointed times 

● Attend Open Days and special events designed to market the school 



 

 

● Contribute to the promotion of the School Aims through support of School Policies and good practice 

● Keep in contact with outside regulatory, professional and community organisations, as appropriate 

● Perform other such reasonable duties as required by the Head 

 

 

TERMS AND CONDITIONS OF EMPLOYMENT:   

This appointment is in regulated activity. 

 

HEAD OF LEARNING SUPPORT 

 

The following particulars do not form any part of an offer of employment.  Terms and conditions, which will 

incorporate the Staff Handbook and contract of employment, will be documented in due course to the 

successful candidate. 

 

● The Head Of Learning Support is appointed by the Head, subject to enhanced DBS clearance and receipt 

of two satisfactory references   

● The appointee will be required to complete a confidential pre-employment health questionnaire (and 

medical examination where applicable), the costs of which will be met by the School 

● This is a full time role, and a competitive salary will be paid for this role, dependent on qualifications and 

experience.  Paid in monthly instalments in arrears from the agreed date of the appointment and inclusive 

of holiday pay; no overtime is paid. 

● The appointee will be expected to participate in an annual appraisal process 

● The appointee is required to give the School two term’s notice of his/her intention to leave this post 

● The appointment is subject to a 3 month probationary period which may be extended following a 

performance review   

● Additional benefits will include a significant fee discount for children to be educated at Queen Mary’s 

School (subject to places being available and all relevant admissions criteria being met).  

● Meals will be provided free of charge during term time hours of work.  

● The School is part of the Teachers Pension Scheme.  

 

All employees of Queen Mary’s are responsible for promoting and safeguarding the welfare of children and 

young persons and must adhere to and ensure compliance with the School’s Safeguarding Policy. If in the 

course of carrying out the duties of this post, the post-holder becomes aware of any actual or potential risks 

to the safety or welfare of children, this must be reported to the School’s Designated Safeguarding Lead. 

 

Queen Mary’s is committed to safeguarding and promoting the welfare of children and young persons and 

candidates must be willing to undergo child protection screening appropriate to the post, including checks 

with past employers and the Disclosure and Barring Service. 


