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	Education for the 21st Century is committed to safeguarding and promoting the welfare of young people and expects all staff and volunteers to share this commitment. All offers of employment are subject to an Enhanced DBS check and where applicable, a prohibition from teaching check will be completed for all applicants. Education for the 21st Century is fully committed to equality and to valuing diversity as an employer and a provider of education.

	Summary of the role:
	Internal Suspension Centre Co-ordinator (ISC)


	Salary 
	Competitive Salary 

	Work Pattern
	 8.30am to 3.30pm Monday to Friday 

	Main duties and responsibilities:
	Promoting and safeguarding the welfare of children and young persons for who you are responsible and with whom you come into contact.
CO-ORDINATION OF THE INTERNAL SUSPENSION CENTRE  
To co-ordinate the rota, quality assure and supervise the Internal Suspension Centre 
To co-ordinate and manage administration pertaining to internal suspensions and reintegration following external suspensions
Maintain appropriate standards of behaviour in the room in accordance with school policy. 
Maintain appropriate records of discussions with students and pastoral intervention for internal suspensions
Ensure adequate work is available for pupils to complete 
To communicate to staff the daily internal suspension register and analyse data on a weekly basis
To help organise restorative meetings to modify and improve behaviour and improve relationships between pupils and staff. 
Complete exit interviews with pupils, complete the appropriate records and communicate with staff 
Liaise with colleagues to ensure pupils in the facility are provided with appropriate and sufficient work and that completed work is conveyed to relevant staff 
Communication with parents/carers as part of the referral and exit procedures relating to the Internal Suspension Centre. 
DEVELOPMENT OF INTERVENTION PROGRAMMES 
Liaising with Year Teams and Inclusion to develop personalised behaviour-based strategies to assist students with improving their behaviour 
Identify pupils regularly referred to the Internal Suspension Centre 
Plan interventions and quality assure that these are supporting improvements in behaviour
Challenge and motivate pupils, promote and reinforce self-esteem 
Provide information and advice to enable pupils to make choices about their own learning/ behaviour/attendance. 
Coordinate alternative provision providers and quality assure every half term
Coordinate pastoral teams to plan and deliver interventions for targeted pupils
Support the professional development of pastoral team
TRACKING AND INTERVENTION
To provide half termly statistical reports and analysis on internal suspensions referrals and report to SLT
To maintain accurate records and update the school information management system with accurate information regarding internal exclusion 
To maintain accurate records on named pupils which measure the impact of your intervention  
Identify causes for concern and liaise with relevant staff to discuss further support required.   
Work with pastoral teams to ensure that pupils are successfully reintegrated into lessons 
Work with safeguarding team to ensure appropriate intervention 
COMMUNICATIONS
Develop and maintain appropriate routes of communication with students, staff and parents 
Ensure that high quality, stimulating display is maintained in the IEC and Inclusion department 
To ensure the designated safeguarding lead is informed immediately of any concerns relating to safeguarding in relation to the pupils you mentor/support. 
GENERAL 
To attend School and relevant wider based training sessions as required or necessary  
To attend meetings and undertake duties as reasonably directed by the principal 
To comply with all relevant legislation and school policies and procedures 
To undertake additional duties as required by the principal commensurate with the grading and nature of the post

	Line management duties and responsibilities
	N/A



You may also be required to undertake such other comparable duties as the Head requires from time to time.

	Person specification

	Education for the 21st Century is committed to safeguarding and promoting the welfare of young people and expects all staff and volunteers to share this commitment. All offers of employment are subject to an Enhanced DBS check and where applicable, a prohibition from teaching check will be completed for all applicants. Education for the 21st Century is fully committed to equality and to valuing diversity as an employer and a provider of education.

	
	Essential
	Desirable
	Method of assessment

	Qualifications
	Education to GCSE level or equivalent including English and Mathematics Grade C or above.
Effective written and verbal communication


	Current First Aid Certificate


	Production of the Applicant’s certificates

Discussion at interview

Independent verification of qualifications

	Experience
	Experience of working in an education environment
Experience providing support and guidance to young people


	Experience of supporting the behaviour of young people


	Contents of the application form

Interview

Professional references

	Skills
	Ability to interpret varying situations and solve problems on a day-to-day basis 
Ability to work with minimal supervision and to act on own initiative 
Good organisational skills 
Able to multi-task 
Empathy with young people
	
	Contents of the application form

Interview

Professional references

	Knowledge
	An understanding of the benefits of the school’s ethos and clear and demonstrable desire to work collaboratively Empathy with young people
Knowledge of safeguarding and promoting the welfare of children and young people
	
	Contents of the application form

Interview

Professional references

	Personal competencies and qualities
	Motivation to work with children and young people 
Ability to form and maintain appropriate relationships and personal boundaries with children and young people 
Emotional resilience in working with challenging behaviours 
Positive attitude to use of authority and maintaining discipline 
Ability to manage and resolve conflicts 
Ability to reflect and improve on own performance 
Ability to form and maintain appropriate relationships and personal boundaries with children 
Emotional resilience in a range of challenging situations 
Professional presentation and conduct 

	
	Contents of the application form

Interview

Professional references
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