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Introduction and School background 
 

Alleyn’s is a friendly, caring, academically excellent, independent co-educational school 
for pupils aged 4-18. Alleyn’s was the first major London school to become co-
educational over 40 years ago and that philosophy is embedded across all aspects of 
school life. The Junior School is a member of IAPS, with pupils aged 4-11. The Senior 
School is an HMC school with pupils aged 11-18. 

 
As one of this country’s historic and leading co-educational schools, Alleyn’s is highly 
regarded within the local community, across London and beyond and has a proud and 
long-standing reputation for offering excellent education to boys and girls.   Both staff 
and pupils take great pride in this reputation. It is a team effort and the commitment 
from all is evident in the continuing success and progress of the School.  
 
Further details about the School, its activities and resources are available on the 
website: www.alleyns.org.uk    
 

The Responsibilities of the Learning Support & Access Arrangements Co-
ordinator 
 
The aim of the Learning Support & Access Arrangements Co-ordinator is to give general 
support to the Head of Learning Support, to ensure that pupils receive the correct level 
of assistance in their studies and examinations. In particular the Learning Support Co-
ordinator will: 

 

• Provide diary management and day-to day administration support to the Head 
of Learning Support. 
 

• Provide office management of the Learning Support Department – co-ordinating 
meetings with parents and other visitors/members of staff. The post holder must 
maintain an awareness of the overall activities of the department and how they 
relate to wider school objectives.  
 

• Manage the support provided to pupils/prospective pupils ensuring that the 
facilities and resources available remain appropriate and that communication 
within the School regarding the same is effective and appropriate.  
 

• Assist the Head of Learning Support in maintaining the Specific Learning 
Differences Register and maintaining pupil records. Checking pupils’ Access 
Arrangements records with Head of Learning Support and ensuring they contain 
the necessary information, including the GDPR form in order to submit on-line 
applications. To work with the Head of Learning Support to do this. 
 

• Ensure records on the School’s MIS are current and update records at the start 
of each new year, and as required throughout the year.   
 

• Assist the Head of Learning Support in the preparation and distribution of 
Individual Learning Support Profiles. 

http://www.alleyns.org.uk/


 

• Set up learning support meetings for pupils with learning support staff, managing 
timetables and liaising with pupils, tutors and parents regarding these meetings. 
 

• Assist with administering Year 7 Screening Tests and those for new pupils in Year 
9 and 12 (as well as occasional entries) and help to prepare a spreadsheet/s 
showing these results, as well as those from the Entrance Examination, MidYIS 
and ALIS testing. 
 

• Take responsibility for the collation of documentation and forms regarding 
Access Arrangements from various sources. Collect comments from members of 
the teaching staff regarding pupils’ use of access arrangements in their subjects 
for all years, produce hard copies and file these in pupil’s Access Arrangements 
folder. Liaise with the Exams and Assessments Officer to organise this through 
the school reporting schedule. 
 

• Assist Learning Support teachers in gathering comments from pupils on how they 
have used their access arrangements; again file in their Access Arrangement 
folder.  

 

• Contact parents by email with information regarding learning support 
arrangements. 
 

• Request information from parents regarding Exam Access Arrangements for 
internal end of year examinations for Years 7 – 10 and 12. Contact these pupils 
to ascertain that these access arrangements reflect their normal way of working 
in each subject; and collate and keep accurate records of this information to be 
passed on to the Internal Exam team. 
 

• Liaise with the Director of Academic Performance, Analysis & Administration in 
respect of Access Arrangements for internal exams. 

 

• Ensure that for mocks in Year 11 and 13, and for GCSE, A level and University 
Admissions Tests the Learning Support Coordinator will liaise with the Public 
Exams team ensuring that they have accurate information about the 
Examination Access Arrangements for each pupil.  

 

• To contact pupils who require JCQ approval for their Examination Access 
Arrangement and arrange for them to give their permission to be entered for 
this, through the signing of a Data Consent Form.  

 

• Proactively or following instruction from the Head of Learning Support, update 
the Learning Support pages and information on the School VLE. 
 

• Organise and prepare materials for a series of workshops for pupils in Years 9, 
10 and 11on the Learning Support Register. 
 

• Working with Admissions to compile a register of pupils with a family history of 
SpLD and who have/speak additional languages. 



 

• Organise as instructed by the Head of Learning Support yearly meetings hosted 
by Alleyn’s for the SENCO Forum. 
 

• Liaise with academic departments, examination staff, support and 
administration staff, IT, the bursary and other areas of the School as necessary 
to meet the demands of the role. 
 

• Ensure Learning Support equipment and stationery are maintained and that 
stock-levels are appropriate. 
 

• Ensure Learning Support department is tidy and that signboards and notice 
boards are up to date.  
 

• Be aware of and act within the School’s Health & Safety Policy. 
 

• In conjunction with all staff of the School, support, promote and act within the 
School’s Safeguarding Policy. 
 

• In conjunction with all staff of the School, support, promote and act within the 
School’s policies and practices about Data Protection. 
 

• In conjunction with all staff of the School, support, promote and act within the 
School’s policies and practices about Data Protection. 

 
Any additional duties, as directed by the Head of Department, which are within the 
reasonable capability and responsibility of the Learning Support Co-ordinator. 
 

The Candidate 
 
The table below sets out the requirements for the role. Applicants should also have a 
genuine desire to help colleagues and a naturally friendly nature. 
 

Education 
A good secondary school level education to include GCSE English 

Language and Maths at grade C or above. 

Experience 

Experience of working in a data-driven office environment 
and of ensuring compliance with the precise requirements of 

regulatory bodies is essential. At least 2-3 years relevant 
experience in examination administration with a knowledge 

and understanding of University-wide processes, policies and 
procedures is desirable. 

ICT 

Excellent knowledge of administrative ICT - can use Word, 
Excel, PowerPoint to a high level. Experience in Excel 

spreadsheets and working with Excel formulae is is essential.  



Managing 
Relationships 

Ability to assist and work well with colleagues as part of a Team, 

including managing difficult situations and to form and maintain 

important relationships with parents, visitors and third parties. 

1:1 Oral 
Communication Skills 

Ability to communicate complex or sensitive information. 

Group Oral 
Communication Skills 

Ability to communicate professionally to a group of people. 

Written 
Communication Skills 

Ability to draft sensitive or complex e-mails, letters etc to a 
professional standard. 

Organisational Skills 

Ability to follow instructions (working closely with the Exams and 
Assessment Officer) and taking responsibility for day-to-day 

planning and any long-term projects. 

Time keeping & 
Flexibility 

Ability to be punctual and reliable, and occasionally adapt 

working hours to respond to changing priorities and suit the 

needs of the School, especially bearing in mind exam timetables. 
Ability to organise and prioritise own work to meet tight 

deadlines.  

Attention to detail 

Ability to identify problems with your own and others work within 
the School, including written and/or numerical work and to correct 

or report these issues as necessary. A high level of accuracy and 
meticulous attention to detail is essential. 

Enthusiasm/Motivation 
Enthusiastic and self-motivated, actively seeking to further the 

School's best interests. 

Awareness of whole-
School Activity 

Awareness of activities taking place both within the Department 

and across the School. Experience of working in an academic 
environment is desirable. 

Confidentiality & 
Discretion 

An awareness that the role holder's position regularly gives them 
access to information which cannot be shared externally or 

internally.  

Analytical/Judgement 
skills 

Ability to carry out detailed analysis (such that could be presented 
in a report) and/or to use own judgement on matters to 

determine the correct course of action. 



Problem Solving Skills 
Ability to solve immediate day-to-day issues and problems that 

may significantly impact on others. 

 
 
 

Terms and Conditions 
 
The post holder is required to work 4 days per week, term time only, between the hours 
of 8.30am – 4.30pm. 
 
The salary will be £19,332 per annum (pro rata of £32,500). 
 
The successful applicant will be expected to work on Founder’s Day, one Saturday per 
year in late June or early July, and there are other occasional school events at a weekend, 
such as Open Days or Entrance Exam Days, that may also require the role holder’s 
presence. 
 
The role holder will have access to, and may be automatically enrolled into, the School’s 
Group Personal Pension Plan. This plan provides for matching 5% contributions from the 
employer and employee and is currently run through Scottish Widows. 
 
The School offers additional benefits to its staff, including the use of the School 
swimming pool and gym, subsidised yoga and Pilates classes, a holiday purchase 
scheme, access to the library, free tickets to School performances, and the opportunity 
to join one of two private healthcare plans. Staff also enjoy discounts with local 
businesses and may use holiday sports camps for the children of staff at a preferential 
rate. 
 
Members of staff who have children attending Alleyn’s Junior and Senior Schools will 
benefit from 25% fee remission, which, subject to means testing, may increase to a 
maximum of 85%. This is a non-taxable benefit, and any means-tested element is 
reviewed annually. Staff children must meet the same admissions criteria as all pupils 
at Alleyn’s. There is also some fee remission available in respect of staff children 
attending Dulwich College and James Allen’s Girls’ School, though the terms and 
conditions are different, and this benefit is subject to tax. 
 
On completion of the required recruitment checks, the post would be available to the 
successful candidate from September or at the completion of their due term of notice. 
 

Safeguarding 
 
Alleyn’s School is committed to safeguarding and promoting the welfare of children 
and applicants must be willing to undergo safeguarding screening appropriate to the 
post including checks with past employers. The appointment will be subject to 
satisfactory references, verification of identity and proof of qualifications, and to a 
satisfactory medical screening. All employees of Alleyn’s are required to submit to the 



checks undertaken by the Disclosure & Barring Service at the enhanced level of 
disclosure. 
 

Equal Opportunities 
 
Alleyn’s welcomes applications from all applicants who meet the requirements for the 
position, however we are especially keen to receive applications from those in minority 
groups for which the School is currently underrepresented. We celebrate diversity and 
thrive on the benefits it brings. 
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