JOB DESCRIPTION


	Post Title:
	Key Stage Co Ordinator
 

	Salary:
	Grade 8


	Reporting Relationship:

	Student Support Manager / SLT

	Job Purpose:

	Support the school in addressing the needs of students who require particular support to overcome behavioural, emotional or social barriers to learning in order for them to engage fully with learning in a mainstream context




Main Duties / Responsibilities:

Student Wellbeing

· Be responsible in undertaking comprehensive assessments of students to determine those in need of particular support and to target personalised interventions.
· Take a lead role, in conjunction with pastoral staff, with the development and implementation of behaviour improvement plans for students.
· Provide pastoral support and guidance to selected students and assist in their behavioural, emotional and social development.
· Network with/work in partnership and share appropriate information with other statutory and voluntary agencies as required including Piece of Mind Team, Emotional Health Resilience Team, Young Carers, Harbour etc.
· In consultation with Student Support Manager /Assistant Head as needed, refer students to outside agencies. Be the named contact to initiate, manage and follow through referrals.
· To ensure appropriate investigations are carried out where issues arise (peer on peer), leading to a resolution.
· Look after the general welfare of the students and help them with any problems they may have 
· Provide First Aid duties on a rota basis 
· To carry out general student welfare support tasks, as and when required (eg the completion of late slips, detention messages and contacting parents/carers regarding after-school clubs, etc) 
· Support intervention strategies for internally excluded students 

Attendance

· To work alongside the EWO and office staff, as directed by the Head of Year, to improve punctuality and attendance.
· To work alongside EWO and office staff during exam periods to encourage punctuality and attendance to assessments.
· Challenge lateness and greet pupils at the start of the day to encourage excellent punctuality and behaviour.
· Coordinate and lead AO2/3 attendance meetings.
· Develop and maintain school-wide strategies to enhance levels of attendance and punctuality on overall attendance 
· Ensure that all Academy procedures relating to attendance and punctuality are followed.
· Ensure attendance and punctuality data is recorded, analysed and actions are taken to reach individual and group targets.


Communication
· To liaise with school staff in delivering individualised support and gathering student information for multi-agency meetings. Revaluate support and adjust accordingly.
· Support the Deputy Headteacher for Pastoral Care by providing analysis reports on attendance, detentions and homework club as required for inclusion in the termly Headteacher’s Reports
· To attend certain meetings (e.g. TAFs) or any other meetings as directed.
· Ensure effective dialogue with parents/carers in accordance with the Trust’s policies.
· Maintain a dialogue with support services, advisory staff, and the communities that serve the Academy as related to behaviour management.
· Communicate attendance and punctuality concerns to tutors and parents/carers, working with them to ensure improvement. 
· Liaise with parents/carers in relation to behaviour and welfare concerns, outlining the behaviour system or offering wellbeing services where appropriate, working with them to develop action plans appropriate to the student.
· Respond to parental enquiries and follow up, logging date, time, reason and action.
· Assist with the preparation of student reports and liaise with the administration team in the production of all student data and standard /general letters home.
· Build relationships and liaise effectively with outside agencies.
· Ensure all student records are kept up-to-date, both electronic and hard copies, where appropriate, ensuring all vital information provided to staff.
· Liaise with the Deputy Headteacher, Senior Team, Head of Year etc to identify strengths and weaknesses.
· Participate in Pastoral Team meetings and other meetings relevant to the key stage.
· Support the Academy in promoting positive relationships within the community and the wider Trust.

Other duties and responsibilities
· Support the school in managing the speedy and effective transfer of students across phases, ensuring all information for vulnerable students is obtained and recorded accurately.
· Liaise closely with the HOY and AHOY to support vulnerable students with the Work Experience Programme.
· Visit primary schools and deliver transition sessions, working closely with those students identified by their primary schools (as appropriate) as needing extra transitional support.
· Comply with health and safety policy and systems, report any incidents/accidents/hazards and take pro-active approach to health and safety matters in order to protect both yourself and others.
· Safeguard and promote the welfare of children for whom you have responsibility or come into contact with, to include adhering to all specified procedures.

This is not a complete statement of all duties and responsibilities of this post. It contains only the facts necessary to rate this standard job at the resultant responsibility.

	This post requires enhanced DBS disclosure and the successful applicant will be subject to relevant vetting checks before an offer of appointment is made, and will also be subject to rechecking as appropriate



Date:  December 2024

PERSON SPECIFICATION


	
	Essential
	Desirable

	
	No.
	Attribute
	No.
	Attribute

	Qualifications & Education
	E1
	GCSEs (or equivalent) at Grade B or above including English and Maths
	D1
	First Aid Trained

	
	E2
	Relevant professional training or development
	
	

	Experience & Knowledge
	E3
	Experience of working with children, young people, parents/carers/families within the field of education, social care or the voluntary sector.
	D2
	Driving license and use of a car, to travel to meetings.

	
	E4
	An excellent knowledge of working within a secondary school environment and/or working with children of secondary school age.
	D3
	Management / coordination of multiple agencies

	
	E5
	Experience of supporting and engaging children and young people in order to ensure access to the whole curriculum.
	D4
	Knowledge of relevant school policies for example Child Protection, Health & Safety, Equal Opportunities Policy

	
	E6
	Experience of enabling children and young people to overcome barriers to learning and achievement.
	
	

	Skills & Abilities
	E7
	Ability to establish appropriate and effective nurturing relationships with children and young people.
	
	

	
	E8
	Ability to work collaboratively as part of a team 
	
	

	
	E9
	Ability to organise own workload and demonstrate autonomy, initiative and creativity.
	
	

	
	E10
	Ability to identify work priorities and manage own workload to meet deadlines whilst monitoring the workload of others for whom they may be responsible
	
	

	
	E11
	Ability to respond proactively to unexpected problems and situations.
	
	

	
	E12
	Excellent written and verbal communication skills
	
	

	
	E13
	Good numeracy and literacy skills
	
	

	
	E14
	Confident and competent in the use of IT
	
	

	Attitudes and personal qualities
	E15
	Positive and welcoming demeanour 
	
	

	
	E16
	Resilience
	
	

	
	E17
	Willingness to learn new systems and establish new procedures, participating in further training and development opportunities
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