Job Description

	Post Title:
	
	Student Support and Child Protection Manager POST 16

	
	
	

	                           
	
	

	Reporting to:     
	
	Assistant Head – Post 16

	                           
	
	

	Responsible for:
	
	Post 16 home/school liaison, communication between school and external agencies and helping with the administration of the Post 16 area

	
	
	

	Liaising with:
	
	Assistant Headteacher Post 16 and Achievement Coordinator. Sixth form team and sixth form tutors

	
	
	

	Working Time:
	
	Term time plus three weeks

	
	
	

	Salary/Grade:
	
	Scale APT & C points 22-28

	
	
	

	Disclosure level:
	
	Enhanced

	School Mission

 
	
	To strive to achieve perfection in everything reflecting the School's Mission Statement.

To contribute fully to the school achieving its main purpose as highlighted in the Mission Statement.

To promote the School's aims, ethos and Technology College Vision Statement.

To promote the School and its mission to parent, staff and the wider community.

To contribute fully to the worship life of the School.

To encourage all members of the School's family to participate in all aspects of school life by personal example

To foster a caring, supportive working environment

To plan, implement, monitor and review the work for which responsible and the resources employed, in accordance with school policies.

To foster good relationships with parents.

To promote the image of the school on all occasions.

To acknowledge and act upon the necessity for personal professional development.

To participate in regular performance review.


	
	          

	Core Requirements
	
	In fulfilling the requirements of the post, the Student Support and Child Protection Manager will demonstrate essential professional characteristics, and in particular will work:

To engage and motivate pupils

To demonstrate analytical thinking

To improve the quality of pupils’ learning

To operate at all times within stated policies and practices of the school

To contribute to the corporate life of the school through effective participation in meetings and management systems necessary to coordinate the management of the school

To take responsibility for their own professional development and duties in relation to school policies and practices

To liaise effectively with parents and external agencies

To take on any additional responsibilities which might from time to time be determined.


	
	In fulfilling the requirements of the post, the PSHE Co-ordinator and Learning Resource Centre Assistant will demonstrate essential professional characteristics, and in particular will:

To strive to achieve perfection in everything reflecting the School's Mission  Statement

To contribute fully to the school achieving its main purpose as highlighted in the Mission Statement

To promote the School's aims, ethos and Technology College Vision Statement.

To promote the School and its mission to parents, pupils and the wider community.

To contribute fully to the worship life of the School.

To encourage all members of the School's family to participate in all 

aspects of school life through personal example

To foster a caring, supportive working environment

To inspire trust and confidence in pupils and colleagues

To engage and motivate pupils

To demonstrate analytical thinking

To improve the quality of pupils’ learning

To operate at all times within stated policies and practices of the school

To contribute to the corporate life of the school through effective participation in meetings and management systems necessary to coordinate the management of the school

To take responsibility for their own professional development and duties in relation to school policies and practices

To liaise effectively with parents and external agencies

To take on any additional responsibilities which might from time to time be determined.



	Purpose:
	
	To focus on the Every Child Matters agenda and to oversee child protection procedures for Post 16 students

To work closely with the Child Protection Coordinator to ensure that effective measures are in place and identified students supported appropriately.

To liaise with social services, to monitor CIOC students and to draft CAF forms as appropriate.

	Operational Activities:
	
	To secure strong and effective links with parents and guardians and to support post 16 students as identified by the post-16 achievement coordinator.

To ensure efficient communication between parents, staff and external agencies for Post 16 students

To monitor and record interactions between external agencies, students, parents and staff.  Sharing information at regular SFMT forums.

To be able to fulfil the role of EMA coordinator in the absence of Post 16 Administrator

To coordinate and administer the post 16 transport policies across the area

To liaise with Student Finance England in supporting Post 18 applications to University

To monitor students attendance, through regular checks, liaising with tutors and parents in resolving attendance issues.

To manage persistent non-attendance through formal monitoring and pursuing the relevant disciplinary code.

To monitor students with literacy and numeracy needs and to ensure attendance at resit lessons

To oversee management of the Post 16 LRC in liaison with the LRC manager.

To maintain a careers library and disseminate relevant information 

To provide general support for personalised learning in the LRC.

To facilitate Work Experience opportunities within the sixth form coordinating where necessary CRB checks with the appropriate agencies.

To support staff in the development of the PSHE programme for Years 12 and 13.

To analyse student evaluation data

To support the organisation of parents evenings and other evening events

To support the administration and organisation of results days

To assist in the day to day operation of the post 16 area

To work closely with the Sixth form management team in achieving  collaborative goals, pastoral roles and strategic vision.

To provide immediate, short term support to staff members if required

To have a flexible approach to working in a busy environment

To be a team player

To work competently with the Microsoft office software in fulfilment of operational tasks



	Staffing

Staff Development:


	
	To undertake personal development and improve own practice through training, observation, evaluation and discussion with colleagues and use this to support others



	Management Information:
	
	To fully utilise the school’s agreed systems for recording and documenting management information on CMIS.



	Communications:
	
	To be a good communicator, both orally and in writing and an ability to engender good relations with students, staff and parents



	Other Specific Duties:



	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.




	Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

	

	This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.


Signed by colleague ……………………   Signed by Headteacher………………………

Date……………………………………….    Date………………………………………

