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JOB DESCRIPTION


Job Title:	Temporary Designated Teacher	(Looked-After and Previously Looked-After Learners)	  

Responsible to:	Head of Safeguarding

Spine Range:		30 – 35 (£39131 to £45335)	


MAIN PURPOSE OF THE JOB: 

To coordinate and provide direct operational support for looked-after and previously looked-after learners, helping to promote educational achievement, safeguarding, wellbeing and inclusion. The post holder will work with curriculum teams, support services, carers and external professionals to coordinate support, maintain accurate records, monitor learner progress and ensure agreed actions are followed through.

KEY RESPONSIBILITIES OF THE JOB HOLDER:  

Learner identification, contact and support
Support the timely identification of looked-after and previously looked-after learners and maintain an accurate operational overview of the cohort.
Act as a consistent point of contact for learners and help them access appropriate academic, pastoral, safeguarding and wellbeing support.
Meet with learners, where appropriate, to understand their views, circumstances, strengths and support needs.
Promote attendance, engagement, inclusion, progression and positive educational outcomes, escalating concerns through established College procedures.
Personal Education Plans and reviews
Coordinate the College contribution to Personal Education Plans (PEPs) and other relevant review processes.
Gather accurate information from curriculum, support and external partners in preparation for meetings and reviews.
Attend or contribute to PEP and multi-agency meetings as required, ensuring agreed actions are recorded, communicated and followed up.
Provide appropriate updates to learners, carers and professionals in line with confidentiality and information-sharing requirements.
Operational coordination and partnership working
Work collaboratively with curriculum staff, pastoral teams, safeguarding colleagues, carers, social workers, Virtual School representatives and other professionals.
Coordinate agreed support arrangements and ensure relevant staff receive appropriate information on a need-to-know basis.
Help remove practical barriers to learning by linking learners with suitable internal and external support.
Escalate safeguarding, attendance, welfare or progress concerns promptly to the appropriate manager or service.
Monitoring, records and progress
Maintain accurate, timely and confidential records of contact, meetings, actions, support and outcomes.
Monitor attendance, engagement, progress, wellbeing and agreed interventions using available College information.
Identify emerging concerns or gaps in support and refer or escalate them through established processes.
Prepare clear information and documentation for reviews, statutory processes and routine operational updates.
Staff guidance and professional development
Share practical information and guidance with staff to support effective work with looked-after and previously looked-after learners.
Promote trauma-informed, attachment-aware and inclusive approaches in day-to-day practice.
Maintain relevant professional knowledge by completing required training and engaging with updates relating to the role.
General
The particular duties and responsibilities attached to posts may vary from time to time without changing the general character of the duties or the level of responsibility entailed. All College employees are required to undertake the following general duties:
Carrying out such other duties as may be reasonably requested by the line manager, or any more senior manager.
Compliance with health and safety policies and procedures and risk assessments.
Sharing in the College commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults.
Awareness of the College Equality and Diversity Policy and targets and actively promoting equality of opportunity.
Ensuring adherence with the Risk Management Policy.
Working in accordance with data protection legislation and College information governance requirements.

GENERAL
The particular duties and responsibilities attached to posts may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  All College employees are required to undertake the following general duties:

· Carrying out such other duties as may be reasonably requested by the line manager, or any more senior manager 
· Compliance with health and safety policies and procedures and risk assessments
· Sharing in the College’s commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults
· Awareness of the College’s Equality and Diversity Policy and targets, and actively promoting equality of opportunity
· Ensuring adherence with Risk Management Policy
· To work in accordance with the Data Protection Act and to ensure that all new systems are reported to the Data Protection Controller.

PERSON SPECIFICATION
Qualifications:
	
	Essential
	Desirable

	A good standard of general education
	X
	

	Minimum of level 2 literacy and numeracy or willingness to complete
	X
	

	A degree or equivalent professional qualification
	
	X

	Relevant safeguarding, education, pastoral or designated teacher training.
	
	X



Knowledge and experience:
	
	Essential
	Desirable

	Experience of supporting children or young people in an education, pastoral, safeguarding or related setting.
	X
	

	Understanding of the educational and wellbeing needs of looked-after and previously looked-after learners.
	X
	

	Experience of working collaboratively with curriculum staff, support services, carers and external professionals.
	X
	

	Experience of maintaining accurate, confidential case records and following up agreed actions.
	X
	

	Understanding of safeguarding responsibilities, professional boundaries and appropriate information sharing.
	X
	

	Experience of contributing to PEPs, statutory reviews or multi-agency meetings.
	
	X

	Knowledge of trauma-informed and attachment-aware practice.
	
	X

	Experience of monitoring attendance, engagement, progress or support interventions.
	
	X

	Awareness of Pupil Premium Plus and the role of the Virtual School.
	
	X





Skills and Competencies:
	
	Essential
	Desirable

	Ability to build professional, respectful and appropriately boundaried relationships with learners.
	X
	

	Strong organisational skills, with the ability to coordinate meetings, actions, records and deadlines.
	X
	

	Clear written and verbal communication skills, including the ability to present factual information concisely.
	X
	

	Ability to work effectively with a range of internal and external professionals.
	X
	

	Ability to identify concerns, use professional judgement and escalate appropriately.
	X
	

	Ability to handle sensitive information discreetly and in accordance with confidentiality requirements.
	X
	

	Ability to use standard digital systems to maintain records, monitor information and communicate effectively.
	X
	

	Ability to prioritise workload and respond flexibly to changing learner needs.
	X
	







Other qualities:
	
	Essential
	Desirable

	A clear commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults.
	X
	

	A learner-centred, inclusive and non-judgemental approach.
	X
	

	Reliability, professional integrity and sound judgement.
	X
	

	Commitment to equality, diversity and inclusion.
	X
	

	Willingness to work flexibly across College sites and attend relevant meetings as required.
	X
	

	Commitment to continuing professional development relevant to the role.
	X
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