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Job Description 
Support Support Manager – Sixth Form
	Purpose
	To ensure outstanding pastoral and academic support is provided in order that all students are able to achieve success.  

	Reporting to
	Deputy Headteacher, Standards & Curriculum 

	Liaising with
	Head Teacher, Deputies, AHT’s, teaching/support staff, external agencies and parents.

	Working time
	Term Time Only (+10 days)


Main Core Duties:
	Pastoral Development

	· To oversee the implementation of pastoral care within the year group.

· To monitor student attendance together with students' progress and performance in relation to targets set for each individual; ensuring that follow-up procedures are adhered to and that appropriate action is taken where necessary.

· To ensure the Behaviour Management system is implemented in the sixth form so that effective learning can take place.

· To provide information as appropriate to the senior leadership team.

· To evaluate and monitor the progress of students and keep up-to-date student records as required.

· To alert appropriate staff to problems experienced by students 

· To communicate as appropriate, with the parents of students and with persons or bodies outside the school concerned with the welfare of individual students, after consultation with the appropriate staff.

· To take the lead on child protection within the sixth form.  

· To ensure time spent during guided study is constructive and well used.

· To work with the student leadership team (Sixth Form Committee) in order to improve the quality of provision across the sixth form.

· To work with the sixth form leadership team to ensure students are supported through the Progression Module

· To work with the sixth form leadership team and form tutors to ensure students are supported to the next stage of their career, particularly to support the UCAS application process.

· To liaise with external agencies and other educational providers, such as universities where necessary.

· To promote the SMSC development of individual students and the sixth form as a whole.

· To engage with students through the weekly Sixth Form Briefing session where appropriate

· To support the sixth form leadership team in the effective coursing of students during the last week in August

· To support the pastoral team in Year 11 to ensure that students make a smooth transition into the sixth form.

· To oversee the allocation of the Bursary fund for students from disadvantaged backgrounds.



	Staff Development
	· To take part in the school’s continued professional development programme by participating in arrangements for further training and development.

· To continue personal development in the relevant areas including subject knowledge and teaching methods.

· To engage actively in the Performance Management Review process.

· To ensure the effective and efficient deployment of classroom support

· To work as a member of a designated team and to contribute positively to effective working relations within the school.

	Quality Assurance
	· To support the school monitoring procedures.

· To contribute to the process of monitoring and evaluation of the pastoral provision in the sixth form.

· To take part, as may be required, in the review, development and management of activities relating to the curriculum, organisation and pastoral functions of the school.

	Management Information
	· To maintain records and provide relevant accurate and up-to-date information for SIMS, registers, etc.

· To complete the relevant documentation to assist in the tracking of students.

· To track student progress and use information to inform teaching and learning.

	Communications
	· To communicate effectively with the parents of students as appropriate.

· Where appropriate, to communicate and co-operate with persons or bodies outside the school.

· To follow agreed policies for communications in the school.

	Marketing and Liaison
	· To take part in marketing and liaison activities such as Open Evenings, Parents Evenings, Review days and liaison events with partner schools.

· To contribute to the development of effective subject links with external agencies.

	Management of Resources
	· To contribute to the process of the ordering and allocation of equipment and materials.

· To co-operate with other staff to ensure a sharing and effective usage of resources to the benefit of the School, department and the students.


Other Specific Duties:
	· To actively promote the school’s safeguarding policies and procedures.

· To play a full part in the life of the school community, to support the school’s ethos of welcome and care and to encourage staff and students to follow this example.

· To promote actively the school’s policies and procedures

· To continue personal development as agreed.

· To comply with the school’s Health and safety policy and undertake risk assessments as appropriate.

· To undertake any other duty, commensurate with the post, as directed by the Headteacher.


	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 following consultation with you, may be changed by Management to reflect or anticipate changes in the job which are commensurate with the salary and job title.


Our school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. The successful candidate will be subject to an enhanced Disclosure and Barring Service Check.

