
HEREFORDSHIRE, LUDLOW AND NORTH SHROPSHIRE COLLEGE
Job Description and Person Specification


	POST TITLE:
	Assistant Principal – Student Services, SEND and Designated Safeguarding Lead


	REPORTS TO:
	Deputy Principal


	JOB PURPOSE:
	This post is of strategic importance to the College in achieving its mission: ‘To realise potential and support success’.

[bookmark: _Hlk72149180]As a member of the College Management Team, the post holder will be the Designated Safeguarding Lead and will be the lead on all aspects of safeguarding (including filtering and monitoring), Prevent and student support services, including the library and learning resource centres, student support and special educational needs and disabilities (SEND), careers guidance, tutorials, and exam access arrangements across Herefordshire, Ludlow and North Shropshire College (HLNSC). This key role calls for outstanding leadership and excellence in general management, and will have safeguarding, equality, diversity and inclusion, and careers guidance as cross college responsibilities. 



MAIN DUTIES AND RESPONSIBILITIES

This job description is not intended to be a full account of all aspects of the post.  A flexible approach is required for the job, as the duties may be changed within the scope of the post.

Designated Safeguarding Lead
· Act as the College’s Designated Safeguarding Lead (DSL), Prevent Lead and Mental Health Lead, including responsibility for filtering and monitoring systems.
· Take overall responsibility for safeguarding, child protection, Prevent, mental health, filtering and monitoring across the College in line with the statutory guidance - Keeping Children Safe in Education.
· High level case management and Local Designated Safeguarding Officer link.
· Oversee referrals of safeguarding concerns to relevant external agencies and maintain accurate, confidential records.
· Provide expert advice and support to staff on safeguarding and child protection matters.
· Provide strategic leadership and operational support for Safeguarding across HLNSC.
· Ensure parents, students and staff are aware of safeguarding and child protection policies and procedures.
· Liaise with Herefordshire and Shropshire Safeguarding Children Partnerships and other relevant agencies.
· Ensure safeguarding arrangements are in place for:
Students transitioning from partner secondary schools
Employers and training providers hosting students on long-term placements
· Ensure staff receive appropriate safeguarding, Prevent and child protection training and understand College procedures.
· Lead the development, implementation, review of and cross-College compliance with safeguarding and child protection policies in line with legislation, guidance and College strategy.
· Maintain oversight of filtering and monitoring systems to ensure harmful content is blocked without unreasonably impacting teaching and learning.
· Allocate roles and responsibilities for filtering and monitoring, including link governor arrangements, and lead annual reviews with IT colleagues.
· Lead monitoring strategies to ensure safeguarding systems remain effective and responsive to risk.
· Lead safeguarding, Prevent, mental health and filtering agenda items within the relevant College committees and meetings, ensuring clear and measurable outcomes.
· Provide timely safeguarding, Prevent and mental health reports to the College Management Team, Curriculum and Quality Committee and the Board.
· Work with link governors and provide training to CMT and governors. 

Prevent Lead
· Act as the College’s Designated Prevent Lead.
· Lead and manage the College’s response to the Prevent Duty, ensuring full compliance with statutory responsibilities.
· Develop, implement and review Prevent-related policies, procedures and processes, including those linked to safeguarding and filtering and monitoring.
· Ensure appropriate Prevent training and awareness is in place for students, staff and Governors, including training related to filtering and monitoring systems.
· Establish and maintain effective external partnerships with relevant organisations, including West Mercia Police, Herefordshire Council, Shropshire County Council and other Prevent partners.
· Record, manage and monitor Prevent-related concerns and incidents, ensuring appropriate action and reporting.

Student Services
· Provide strategic leadership for Student Services across HLNSC, ensuring high-quality and consistent delivery.
· Lead, manage and develop Student Services staff to ensure they are trained, motivated and supported to meet College priorities.
· Ensure the delivery of impartial careers information, advice and guidance meets statutory guidance to support student progression into further study or employment.
· Oversee admissions processes, including enrolment periods and open events.
· Ensure effective marketing and schools liaison activity to support recruitment and transition.
· Ensure the delivery of an effective tutorial and pastoral programme aligned to the published requirements and the Inspection Framework.
· Work with the Vice Principals to timetable and deliver a successful Boost programme. 
· Lead the development and implementation of the College’s Mental Health strategy and pastoral services through effective management of the Safeguarding and Wellbeing Manager.
· Manage the Student Services budget and oversee assessment of student financial support to minimise hardship and widen participation.
· Establish quality procedures to monitor, review and improve Student Services provision using performance data to drive improvement and efficiency.
· Represent the College at internal and external events and meetings, including parents’ evenings and stakeholder forums.
· Ensure Student Services policies and processes comply with statutory and regulatory requirements.
· Ensure compliance with data protection legislation and College procedures.

Student Support and SEND
· Provide strategic leadership for SEND provision across HLNSC, ensuring consistent, high-quality support for students with learning difficulties and disabilities.
· The College SEND lead, effectively line managing the Head of Student Support and SEND and leading the continuous development of the College’s SEND strategy.
· Work collaboratively with curriculum and support staff to identify, monitor and support students with SEND and those requiring additional learning or pastoral support.
· Oversee relationships with partner schools and external agencies to identify the needs of prospective students with SEND and ensure smooth transition from school to college.
· Ensure effective and compliant exam access arrangements are in place.
· Act as the responsible person for the identification and monitoring of Looked After Children.
· Oversee and manage SEND High Needs Element 2/3 funding and commissioning arrangements.
· Establish quality assurance processes to monitor, review and improve the effectiveness of SEND provision.
· Work with link governors to support quality assurance and oversight.  

Quality
· Ensure full compliance with quality systems and procedures and to provide appropriate reporting as required.
· Develop strategies to monitor and improve student satisfaction and outcomes, using feedback to drive continuous improvements in service delivery.
· Annually quality assure the provision, producing a self-assessment report and quality improvement actions. 
· Support Footsteps Nursery meets the requirements of the EYFS statutory framework and the Early Years Inspection Toolkit.
· Support the residential provision at Walford to meet the requirements of the FE Residential Accommodation national Minimum Standards and the Social Care Common Inspection Framework – Residential Provision for Further Education Colleges. 

Resources (non-staff) including finance
· Forecast resource requirements to meet curriculum and student needs and work closely with the Executive Team to ensure appropriate resourcing of the services.
· Ensure that all high needs funding is accurately contracted, fulfilled, recorded and claimed in respect of the current year and forecast for the following year.
· Control rigorously the use of resources, carefully monitoring and controlling all items of expenditure in order to ensure that budgetary targets are met.
· Plan for future equipment requirements and maintain existing equipment to a suitable standard.
· Ensure that the College’s financial regulations and procedures are adhered to by all the department’s staff.
· Monitor and take the necessary actions to ensure control of financial outturn.
· Ensure and be responsible for the financial contribution of the service against set targets.
· Manage external agencies requests in respect of audits on all areas of Student Services, including learner support funding, student accommodation, and internal audit and ensure that best practice is implemented from any follow up actions
· Network and attend events as required to broaden the Student Services horizon in the best interests of the College

Health and Safety
· To make sure that all staff are made fully aware of relevant health and safety issues and that College policy is properly adhered to. 

Cross College responsibility – Equality, Diversity and Inclusion (EDI) and 
· Lead the College’s equality, diversity and inclusion objectives, including membership of the relevant committees.
· Promote and embed equality, diversity, and inclusion throughout the college, fostering an inclusive and supportive environment for all students and staff. 
· Lead and oversee cross-college inclusion work.
· Take a lead role in cross-college CPD planning and delivery, in discussion with other members of CMT and HR, including EDI, Safeguarding, SEND, Prevent Duty training and updates to staff, students and governors.
· Develop, deliver, monitor and review the training plan for staff and governors in relation to equality, diversity and inclusion. 
· Provide timely equality and diversity reports to the College Management Team, Curriculum and Quality Committee and the Board.

Cross College responsibility – Careers Lead
· Lead the College’s approach to meet the statutory guidance – Careers guidance and access for education and training providers.
· Promote and embed careers guidance throughout the college curriculum.
· Lead and oversee cross-college careers work.
· Take a lead role in cross-college CPD planning, in discussion with other members of CMT and HR to develop, deliver, monitor and review the training plan for staff and governors in relation to careers guidance. 
· Work with link governors to support quality assurance and oversight of careers guidance.  
· Provide timely careers guidance reports to the College Management Team, Curriculum and Quality Committee and the Board.




PERSON SPECIFICATION
Assistant Principal - Student Services, SEND and Designated Safeguarding Lead
 
	
	Essential
	Desirable

	Qualifications
	· A higher education qualification, or comparable professional qualification.
· Recognised Safeguarding training at DSL level.
· Level 4 Mental Health Lead qualification or willingness to undertake within the first year in the post. 
· Recognised SEND training and/or continuous professional development. 

	· A degree.
· A higher management qualification.
· A qualification in teaching students with learning difficulties and disabilities.
· SENCO qualification.

	Knowledge and Experience
	· Designated safeguarding lead or experienced deputy designated safeguarding lead in current or previous organisation. 
· Comprehensive experience and knowledge of current child protection, safeguarding, Prevent and Mental Health legislation and guidance and experience of managing a related service.
· A track record of successfully managing the finances of a service and controlling budgets to ensure the required contribution rate is achieved.
· Knowledge or experience of the SEND arena within education. 
· Good knowledge of quality measures and systems.

	· A track record of success in management within an educational environment. 
· Current Prevent and/or mental health lead in education.  
· Experience of working with ‘Looked After Children.’
· Significant and relevant experience in student services provision in further and/or higher education. 
· Teaching experience. 
· Good working knowledge of recent developments in Further Education particularly in relation to funding methodology (including ALS funding) and the needs of students with learning difficulties and disabilities.
· Managed commissioning arrangements for SEND. 
· Qualification and/or experience in managing services for students with learning difficulties and disabilities. 
· A sound knowledge of the funding systems of further education.


	Skills and Qualities
	· A strong commitment to the success of the College. 
· Vision and enthusiasm for the future of the service.
· Strong interpersonal skills.
· Excellent written and oral communication skills.
· The ability to represent the College at a senior level in the external community.
· A commitment and ability to ensure and improve the financial viability and success of the service which will involve proposing and taking specific and decisive actions. 
· Sound organisational and administrative skills.
· A reasonable level of computer literacy.
· The ability to resolve effectively operational challenges and difficulties which will require a proactive approach to the management of the service.
· The ability to work and achieve results under pressure.
· The ability to work effectively as a key member of a team, develop effective working relationships with colleagues, and abide by majority decisions.
· A commitment to adhere to all college policies and procedures, and work to corporate college standards.
· The ability to inspire and motivate others to succeed.
· Excellent people management skills, including the ability and willingness to congratulate and reward success and confront and resolve poor performance or misconduct.

	· A track record of the development of successful partnerships with external organisations.
· A creative and innovative approach to the work of student services and SEND.
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