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Oaklands School

Job Description
Job Coach/Work Experience Coordinator

Grade:  6 
Hours of work: 
36 Hours per week
Contract Type: 
Fixed Term until 31st August 2018
Responsible to: 
Head teacher
Main purpose of the job

To support pupils of Oaklands School in finding and setting up work experience placements with external employers or on the School site.

Main responsibilities and tasks

1. To work within the sixth form team, attending staff and department meetings as appropriate.
2. To assess pupils in the 14-19 age range across the school for their vocational skills and readiness for work experience. 
3. To initiate links with local employers and voluntary agencies.
4. To negotiate appropriate work experience placements for pupils both on and off school premises according to student needs.

5. To produce risk assessments for all work experience placements.
6. To undertake all paperwork associated with the organisation of work experience placements including the checking of employer liability insurance prior to work placements.
7. To coach students on work experience placements both in school and on employer premises.
8. To liaise with teaching staff in the development of appropriate learning targets associated with work experience placements.
9. To use teaching and behavioural strategies in line with school policies in delivering work placements both on and off school site.

10. To liaise with other school staff where it is another staff member delivering coaching on work experience placements.
11. To undertake travel training for pupils to work experience placements either from school or from students home as appropriate.

12. To produce written reports recording student progress on work experience placements for the purpose of student files and annual reviews.

13. To produce evidence of progress made on work experience for pupil files and/or accredited courses.
14. Carry out any other reasonable comparable duties that may be required from time to time.

Equal Opportunities: The School has a strong commitment to achieving equality of opportunity and expects all employees to implement and promote this in their own work.

Health and Safety: The School is committed to a healthy and safe working environment and expects all its employees to implement and promote its policy in all aspects of their work. 

Confidentiality: The School is committed to maintaining the privacy of all its staff and pupils.  It expects all staff to handle all individuals’ personal information in a sensitive and professional manner.  All staff are under an obligation not to gain access or attempt to gain access to information they are not authorised to have. 

Safeguarding: The School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

SIGNATURES

Name of Line Manager: …………….…………………………………………………..

Signed.…………………………………………… Dated……………………………….

Name of Post holder: ………………………………………………………………...

Signed…………………………………………. Dated………………………………

The duties of this post will change and develop over time.  It is the manager’s responsibility, in conjunction with the post holder, regularly to review this document and amend it when necessary.  
JD Job Coach Nov 17
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