
Cardiff Montessori School  
ALN Coordinator  

 
 
 
 
Summary of Position: 
 
The ALNco must be highly professional, confident, well organised and conscientious. This role requires 
an approachable manner, welcoming nature and good communication. They must be committed to 
inclusive practice and improving provision for ALN children.  
 
The ALNco must hold a recognised ALN and teaching qualification. A Montessori teaching qualification 
is preferable but QTS will also be considered where a candidate has or is willing to undertake further 
training of the Montessori pedagogy.  A minimum of 2 years ALN experience is required.  
 
The ALNco works strategically with the senior leadership team. They ensure the needs of all learners 
with ALN within the education setting are met. The ALNCo provides professional guidance, advice and 
support to teachers and, where needed, information and support to parents and other 
agencies/institutions. The ALNCos supervises and arranges for the training of learning support workers 
who work with learners with ALN. They work closely with the educational intervention officer to plan 
and deliver programs of work.  
 
They have overall responsibility for ensuring that all learners who have ALN across the education 
setting have an IDP and that it is kept up to date.  
 
They are responsible for making arrangements for identifying the learners’ ALN and co-ordinating the 
making of ALP that meets those needs. To do this they liaise between parents and external agencies.  
 
All staff are ultimately there as the ‘link’, connecting the children to their environment. We must all 
be present when we are needed and disappear when we are not! 
 
Staff should all encourage the children to follow the school values: To be kind, honest, respectful, 
responsible and follow the Montessori ethos. 
 
All staff should guide children to follow the rules of: 
 

• Keeping yourself safe and exercising self-respect. 
• Keeping the environment/materials safe and respected (appropriate handling and use) 
• Keeping each other safe and respected 

 
 
Working hours: 8 am to 5:30 pm Monday and Thursday. (Other part time hours considered) Term 
time.  
 
Salary: £11,200 (FTE 28K) 
 
 
 
 
 



1) ALN Co-ordination across the school 
 
While all teachers and support staff are educators of children and young people with ALN, the ALNCo 
is the individual who at a strategic level ensures the needs of all learners with ALN within the education 
setting are met.  
 
Duties related to this responsibility include: 
 

• Overseeing the day-to-day operation of CMS’s arrangements for ALN 
• Overseeing the ALP across the school to meet the needs identified within IDPs.  
• The ALNCo should ensure that regular reviews of the ALP made for learners in their setting 

are undertaken and, where appropriate, lead the review process to ensure provision 
continues to meet identified needs; 

• Ensuring IDPs are developed and reviewed appropriately (in accordance with Chapter 16 of 
the ALN Code) 

• Supporting learners with an IDP with their transition between education settings if moving 
school 

• Overseeing the appropriate transfer of information between education settings about the 
learner’s ALN and ALP; 

• Contributing to the development and implementation of appropriate ALN procedures and 
systems within the education setting, including  effective deployment of resources and data 
collection and analysis, with a view to improved outcomes for learners with ALN; 

• Becoming a source of expertise on ALN by developing specialist skills and knowledge; 
• Keeping up-to-date on the latest guidance and support available for ALN; 
• Enhancing their own professional learning by liaising with the local network of ALNCos to 

develop and share experience and best practice; 
• Providing professional support to all staff to enable the early identification, assessment and 

planning for learners with ALN, this might include supporting staff to undertake whole school 
tracking and supporting staff to manage good target setting; 

• Acting as the key point of contact with external agencies related to inclusion and support 
services 

• Working strategically with the senior leadership team and governors to ensure the school is 
meeting its responsibilities under the Act, the ALN Code and the Equality Act 2010. 

 
 
2) Identifying children with ALN 
 
Teachers will approach the ALNco when they feel a learner in their class has additional needs or 
requires additional intervention beyond what is normally offered in the classroom. The ALNco is 
responsible for listening to such concerns and observing the child to make further assessment. As 
required, they work one to one with children to identify needs. When a child needs more formal 
assessment of needs they discuss this with the senior leadership team and liaise with parents and 
external agencies to arrange this. 
 
Duties related to this responsibility include: 
 

• They secure relevant services that will support the learner’s ALP as required. Some learners 
with ALN will need the support of external agencies and professionals. It will be the 
responsibility of the ALNCo to liaise with these specialist services.  



• They monitor the effectiveness of any ALP. To do so, the ALNCo may wish to make effective 
use of management information systems used by the school to monitor the impact of 
interventions and to assess progress achieved against planned outcomes for all learners with 
ALN.  

• Where progress is not meeting expectations, interventions should be reviewed by the ALNCo 
and staff and adjusted accordingly.  

 
 
3) Supporting children with ALN 
 
The ALNCo is involved in the strategic co-ordination of ALN resources, such deciding on the appropriate 
resources required to support staff within the setting to help plan appropriate provision. The ALNCo 
supports teaching and support staff to ensure the needs of all learners are met. This involves providing 
professional guidance, advice and support to teachers and support staff and advising on the 
implementation of strategies to adopt. They provide information and support to parents and other 
agencies/institutions. 
 
Duties related to this responsibility include: 
 

• They promote the learner’s inclusion in the school and access to the settings curriculum, 
facilities and extra-curricular activities. In doing so, the ALNCo must have regard to the views, 
wishes and feelings of the child, the child’s parent or the young person. 

• The ALNCos prepares and reviews the information required to be published by the governing 
body pursuant to the ALN Code. 

• They  advise teachers at the school about differentiated teaching methods appropriate for 
individual pupils with ALN. 

• They  supervise and arrange for the training of learning support workers who work with 
learners with ALN. Learning support workers can be an important resource to the ALNCo when 
co-ordinating provision of support across the school. Learning support workers can provide 
specialist 

• skills to support learners with ALN, and will offer both practical and administrative support to 
the ALNCo.  

• The ALNCo will play an important role in advising on and contributing to the broader support 
provided within the school, as well as the professional learning for other staff members. 
Therefore, it is essential that they keep up to date on the latest guidance, support and 
evidence of best practice available for ALN. 

 
 
4) Communication and record keeping 
 
The ALNco is responsible for communication that supports an understanding of the School’s 
programme, develops positive relationships within the School community, and protects the privacy and 
confidentiality of each student and family in the School community. 
 
Duties related to this responsibility include: 
 

• The ALNCo has overall responsibility for ensuring that all learners who have ALN across the 
school have an IDP.  

• They arrange for identifying the learners’ ALN and co-ordinate the making of ALP that meets 
those needs. 



• They ensure that IDPs and any other associated records relating to learners’ ALN and ALP are 
maintained and kept up to date. This includes maintaining the written records which must be 
made of the date on which it is first brought to the education settings’ attention, or otherwise 
appears to the school that a child or young person may have ALN  

• They liaise with and provide information to a child, a young person or parent of a child with 
ALN on a regular basis about that learner’s ALN, IDP and the ALP. 

 
 
 
5) Professional Responsibility 
 
The ALNCo is involved in ongoing self-assessment and refinement of practice  as well as collaborative 
professional growth. 
 
Duties related to this responsibility include: 
 

• They participate in a regular evaluation process including  observations, feedback 
conferences, and an annual self-evaluation toward goals 

 
• The ALNco maintains his/her teaching skills and participates in professional development 

activities (both within the school community and attendance at conferences, workshops, etc.). 
They are aware of major areas of research in teaching and resources for professional learning. 

 
• New staff are required to attend Cardiff Montessori Induction Programme 

 
 
 
 
Related Duties: 
 

1. The ALNco may be involved in admission processes and hosts prospective student applicants 
in the classroom as requested through admissions. 

 
2. The ALNCo completes and maintains all records, reports, evaluations, and inventories of 

student records and tests in a timely manner as may be required by the Head teacher. 
 

3. They are responsible for reading and adhering to the guidelines as established in the employee 
handbook and adhering to all school policies. 

 
4. To be flexible within working practices of the school. Be prepared to help where needed, 

including to undertake certain domestic jobs within the school, e.g. preparation of snack 
meals, cleansing of equipment etc.  

 
5. At Cardiff Montessori all staff are working as a team to establish Montessori education in our 

city. Staff members are expected to assist one another and share good practice.  
 
 
 
 
 
 


