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A Positive Learning Environment that inspires a passion for learning so that every student progresses and thrives
Dear Candidates

Thank you for your interest in the position of Key Stage Administrator at Copthall School at this exciting time for our organisation.  I would like to welcome you personally, and I hope that you will find here all the information you need to inspire you to join our team. 

Copthall is on a journey to renewed success since its inspection in February 2016.   Our first monitoring visit just four weeks into my appointment in September 2016 noted that “we are taking effective action to tackle the areas requiring improvement”. https://reports.ofsted.gov.uk/inspection-reports/find-inspection-report/provider/ELS/138685
We have a completely new constituted Governing Body who have a wealth of expertise in a range of areas and are very committed to ensuring we deliver first class educational opportunities to the communities we serve and make a difference to the lives of the girls who learn with us. 
My appointment came with a mandate to make the changes which would see all students receiving consistently good teaching across all subjects.  These changes have been quickly recognised in our 2017 exam results which saw our students bucking the national trend and putting the school a huge 12% above the national average. Our students surpassed the highest expectations to exceed the National Average for All Schools and All Girl Schools. Copthall Students received 80% A*Copthall students received 80% A* - C or 9 – 4 grades, which overshadows the National Average by 12%. 30% of Copthall's students were awarded A*- A or 9-7 grades which puts them 10% above the National Average and 8% above the All Girl School National Average.
In addition to this our preliminary P8 figure has seen an outstanding increase from +0.18 in 2016 to +0.82 this summer; clearly demonstrating the significant improvements in teaching and learning across the school.

English and Maths are the first subjects to take on the new grading system, where students received a grade between 1- 9. 21% of Copthall students received the highest award possible and achieved 9-7 grade in Maths, and 25% of students achieved grade 9-7 in English exceeding both the National Average and All Girl School National Average. Furthermore, these results show an incredible 16% rise in top grades for English.

In addition to our fantastic results this year we are immensely proud of our entry into the 2017 Parliamentary Review which showcases our investment in staff development through our coaching programme.  https://www.theparliamentaryreview.co.uk/editions/secondary-education
This post is a key appointment to the school.  If you would like to discuss the role or have any queries, please call 0208 959 1937 or email recruitment@copthall.barnet.sch.uk. Visits to the school are also encouraged and welcomed.

I look forward to receiving your application.

Yours sincerely
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Evelyn Forde

Headteacher
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A Positive Learning Environment that inspires a passion for learning so that every student progresses and thrives
ABOUT COPTHALL
As a girls’ non-selective comprehensive academy, Copthall offers the rare opportunity of single-sex education for students of all abilities. Behaviour across the school is exemplary. The girls are very polite, well-mannered and welcoming to visitors. Those I spoke with were articulate and spoke with conviction and understanding. They are proud of their school, friendly and respectful of others”. HMI September 2016.
Many girls stay on to join our vibrant Sixth Form, from where the vast majority progress to higher education, with a number achieving places at Russell Group universities. In addition the school also offers a strong and varied vocational curriculum. “Recent changes to leadership of the sixth form mean that provision for 16 to 19 year olds is now good” Ofsted 2016.

OUR LOCATION

Copthall School is located in one of London’s more prosperous and leafy boroughs and the area offers a wealth of good quality social, sporting and shopping facilities. That does not mean however, that we do not have to face social issues similar to many inner-city schools and there is a substantial amount of deprivation in our catchment area.

VISION AND VALUES

Our Vision and Value statements are borne from our commitment to girl’s education, we want to ensure that they can take their rightful place in society.  We work together to communicate the vision so that any obstacles to success are removed.

Mission Statement: Excellent education for all - A Positive Learning Environment that inspires a passion for learning so that every student progresses and thrives
Values: 

· Respect: Pride and respect in the cultural diversity of our school and the global environment in which we live 

· Equality for all: An environment of kindness and tolerance that demonstrates equality for all 

· Support and Safety: A school that cares and is inclusive, supportive and safe for all 

· Aspiration: Expectation and celebration of high standards of aspiration and achievement in learning and life 

· Responsibility: Being responsible and ready for learning 
Vision:
· To empower every member of the school community to reach their full potential 

· To equip our young women with the skills to enjoy, succeed and have choices in their adult lives 

· To be an outstanding first choice school for young women 

· To provide an inspirational, exciting and broad education 

· To create a positive learning environment that inspires a passion for learning so that every student progresses and thrives (this is the teaching and learning vision)

FOCUS

We have a relentless focus on improving teaching and learning; this includes collaborative planning and coaching, both of which have been hugely developmental for staff.  The way we improve teaching is through a series of steps which allow teachers to improve on one aspect of their teaching at a time before moving onto another area.  We also use leadership coaching, according to need.  Both models facilitate teachers to spend significant time on chosen aspects of their practice, in line with research into effective professional development and the motivating effect of autonomy. 

The Governors and I are confident that through the hard work of both staff and students we will build on the rapid progress that we have already begun to see.     These actions will continue to impact positively on pupil outcomes, the environment and our community so that Copthall quickly becomes, once again a ‘good’ school.
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Copthall School is committed to the protection and safety of Children and young people.  All staff are expected to share this commitment.

Job Description: 

Key Stage Administrator (KS3)

Reporting to:


SLT – Assistant Headteacher responsible for KS3
Hours of Work:

36 hours per week  




Monday – Friday 8am - 4pm

Weeks per year:

42
Payscale:


SCP 19-SCP 22
Responsibilities: 

· To be first aid trained and offer support to students where necessary
· Liaise with the school nurse to make appointments following referrals from the Director of Learning
· Lead, manage, update and disseminate medical needs information to all staff (working where necessary with SEN administrator) to include the management of information on SIMS. Monitor the medical incidents, accidents and Lead on the writing up of Health Care Plans of students. 

· Check and update the students / parent information on SIMS and make request for updates from families, including email and telephone details. 

· Create files for all in year admissions
· To liaise with relevant staff, ensuring logins and passwords for casual admissions and in year fair access students. This will include logins for the school network, Parent Pay, Show my Homework Epraise etc. 

· To work with the Directors of Learning and Form Tutors to ensure that Registrations time are sufficiently resourced. Support the Director of Learning with the ordering of School Planners and other whole year resources. 

· To maintain a positive relationship with the suppliers of the school uniform and provide students with spare uniform where necessary. 

· To work with the attendance Officer to track the attendance of students in their Key stage, liaising with parents and colleagues to improve the attendance of all students 
· Complete the administration for the casual admissions for KS3.

· To liaise with the Subject leaders, managing the registers for all Key Stage intervention sessions, communicating with students and parents about attendance and following up absences with students / parents 

· To liaise with relevant staff to manage paperwork (including risk assessments and registers) for all trips taking place in Key Stage 

· To contribute to the weekly Year Group reports by extracting accurate data on students’ attendance, punctuality, behaviour, rewards and sanctions

· To manage the registers for Centralised Detentions and SLT detentions 
· Manage the KS3 calendar 

· To maintain regular contact with parents / carers of students of students in their Key Stage through use of email, telephone conversation and text message

· To attend and lead on the administration of all parents consultation and information evenings for the KS3 

· Duty one day a week to be decided by AHT 

· To attend Key Stage Meetings including Interservices, Year Team Meetings and Form Teacher Briefings; minuting actions to be taken and sharing these with all relevant staff

· When necessary to collect students from lessons to attend appointments / detentions / exams etc.

· To collect samples of KS3 student work where necessary for SLT 

· To manage parents pay accounts for students in their Key Stage

· To regularly check and update student / parent contact information in SIMS and make request for updates from families including email and telephone details 

· To store and log confiscated items – such as mobile phones and jewellery 
· Hold the budget for KS3 admin KS3 rewards

· Manage distribution of all questionnaires

· Biometrics

· FSM Administration for KS3
· Any other duties at the discretion of Headteacher

· Provide support in the absence of colleagues 

The duties above are neither exclusive nor exhaustive and the post holder may be required by the Head Teacher to carry out appropriate duties within the context of the job, skills and grade.
	Person Specification 
	Essential: E Desirable: D

	Qualifications / Experience / Knowledge

	Good level of general education including GCSE Maths and English
	E

	Educated to degree level or equivalent
	D

	Experience of working in a school or academy 
	D

	

	Skills / Abilities

	Excellent time management, organisational and administrative skills
	E

	Excellent communication skills, including high standards of written communication, grammar and spelling 
	E

	Excellent IT skills with a range of software
	E

	Ability to produce clear and well-formatted documents
	E

	Ability to work with tact, diplomacy and maintain confidentiality 
	E

	Excellent attention to detail 
	E

	Ability to work under pressure to prioritise and meet deadlines
	E

	Initiative and ability to work without direct supervision, taking responsibility for tasks, prioritising and scheduling your own work 
	E

	Willingness to develop professionally, maintain up to date knowledge relevant to the role and attend courses as required
	E 

	Ability and willingness to work outside normal office hours if required 
	E

	A team player who is willing to go beyond their own responsibilities to help others at busy times 
	E

	Self-motivated, enthusiastic and with an excellent sense of humour
	E

	Confidential 
	E

	Willing to learn 
	E

	Honest and works with integrity
	E

	Committed to high quality
	E


