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	JOB DESCRIPTION


ACADEMIC COACH
Temporary Maternity Cover/Part Time (23 hours pw)
Term-Time plus 10 days
(5 days Year 13 Enrolment/5 days INSET)
Job Purpose:
To support student achievement and progression
Accountable to:
To an Assistant Principal and the StudyPlus Curriculum Leader 
Key Responsibilities:

· To take a lead responsibility for the support, progression, well being and development of the students allocated in their Coaching Sets

· To have responsibility for the development, planning and assessment of resources and schemes of work for coaching activities under the leadership framework agreed with senior staff to this role

· To act as UCAS referee for a caseload of students, taking responsibility for the checking and timely completion and sending of UCAS applications


Responsibilities

The academic coach is responsible for a caseload of students and is expected to:

· Promote a positive and supportive environment within the coaching group

· Review student progress regularly in 1:1 discussions, using the college’s recording systems appropriately

· Be aware and ready to act swiftly where safeguarding or student safety is at risk

· Monitor lateness and absences and take students through the College’s commitment and disciplinary processes as necessary

· Support and guide students and, where appropriate, refer them to other agencies either within or outside the college

· Guide students through the initial assessment process and engage them in self-improvement of English and maths skills

· Monitor and review progress of students on the College Career Passport scheme

· Guide students through the UCAS, student finance and job application process, supporting them as necessary
· Write and submit UCAS and other references to deadline as required, achieving the College’s internal UCAS writing standards within the first year
· Act as a channel of communication between students and all other college agencies

· Initiate and maintain student records
· Take part in the College Professional Development and Performance Review Scheme
· Be responsible for Health and Safety within areas of own responsibility as laid out in the College Health and Safety Policy
· Promote and comply with equality of opportunity as laid out in the College Equality and Diversity Policy
· To actively promote Safeguarding, British Values and the College’s Preventing Vulnerability strategy
· Undertake such other duties as may reasonably be required
The information given within the Job Description is intended to provide the postholder, and College managers, with an understanding and appreciation of the workload of this particular post and its role within The Sixth Form College, Solihull.

The Job Description outlines the main duties and responsibilities under broad headings.  It is not intended to specify every job activity or item in detail.

All College employees are expected to work flexibly to ensure that the responsibilities of their post are fulfilled efficiently and effectively according to the needs of the College and its students.

NB:

Job descriptions are subject to change because of the changing environment in which the College operates.  

Signed ………………………………………………
Date ………………………………….
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	PERSON SPECIFICATION


TITLE:


ACADEMIC COACH 
GRADE/SCALE:

Pts. 30-33 
In accordance with the College’s short listing policy we will look for evidence of the characteristics listed below 

	CRITERIA
	HOW ASSESSED*

	EDUCATION/TRAINING/EXPERIENCE
Essential:
Evidence of professional skills and experience in one of the following or similar areas up to equivalent of Level 3+/4:
· Youth Work

· Social Work

· Learning Support

· Counselling

· Careers and guidance

· Teaching

· Youth Justice/Crime Prevention/Probation Services

· Health Promotion

· School/College based student support

· Assessment and Training


	A and/or I and/or T

	SKILLS/APTITUDES

Essential:
· Ability to work safely with young people
· Ability to motivate and stretch young people

· Ability to be an active team member

· Ability to balance the need to take the initiative with an awareness of the boundaries to individual competence and responsibilities

· Clarity as to the boundaries between advocacy for students and accountability to the College

· Well developed organisational and administrative skills

· Ability to reliably meet deadlines

· Effective personal communication skills
	A and/or I and/or T 
A/I

A/I

A/I

A/I

A/I

A/I
A/I


	OTHER REQUIREMENTS

Essential:
· Commitment to students and to their achievement

· Commitment to continuous improvement

· Commitment to continuing professional development

· Commitment to equality and diversity, safeguarding, British Values and the College’s Preventing Vulnerability strategy 


	A/I
A/I

A/I

A/I
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*Key: I = Interview, A = Application Form, T = Test
ACADEMIC COACHES

THE BACKGROUND

The Sixth Form College Solihull has an excellent reputation and track record regarding support for students. To ensure that every student gets a consistently excellent experience tailored to their specific needs we have a smaller and more focused delivery team who are specialists in this role. This team deliver the Personal Tutor role traditionally delivered by teachers alongside subject teaching, and combine this with enhanced target setting and monitoring processes designed to stretch the potential of each and every young person. Although subject teachers are no longer Personal Tutors, the duty of care we have for all students permeates everything we do as a College, and so all staff retain an important pastoral role for all the students they teach. Academic Coaches liaise closely with subject teachers and co-ordinate this responsibility.

 ARRANGEMENTS

· Each of our Directorates has a small team of Academic Coaches managed by the Assistant Principal leading that Division.

· Each Academic Coach has a caseload of approximately 200 students, arranged into Coaching Sets.

· The Academic Coach meets each of their Sets for group coaching seminars during the year, and also has time assigned for 1:1 or small group sessions, and case work.

· Work with the students is structured using the College’s well established processes for setting & monitoring individual targets, preparing students for applications after College, and for supporting the College learning culture in areas like attendance, celebrating achievement, and behaviour management. 

· The College has developed a powerful web-based IT package, known as Tyber, to support students, staff and parents working together to maximise achievement. 
· The seminars with Coaching Sets that take place at timely intervals during the academic year will be used to deliver a centrally planned and resourced programme which will include preparation of evidence for Career Passport.
ETHOS & APPROACH

The title of Academic Coach has been carefully chosen to reflect the individualised and achievement focused approach at the College.  Students are not universally enthused by ideas of “pastoral support” or “tutorial”, but they understand the value of coaching when applied to sport, or exam preparation.  We want each student to feel that they have their own personal trainer helping them through College life.  This model is built around the undoubted power of personalised target setting which is matched to a clear understanding of a student’s current performance and ability level, set against realistic objectives and ambitions.  With this at the heart of the role, Academic Coaches have become a major catalyst for enhanced motivation and student performance.

Alongside this key function, the Academic Coaches do retain an important “pastoral” function.   Academic Coaches are the lead professionals for each student within the College.  They have the vital overview needed to manage interventions and support, ranging from serious safeguarding issues, to contacting parents or monitoring/challenging poor attendance or behaviour, and celebrating success and achievement.  Subject teachers retain parallel pastoral responsibilities and communicate effectively with Academic Coaches who act as the co-ordinator and ‘gateway’ for extra help.

The vast majority of our students complete UCAS applications and progress to university after College.  Those who do not choose this route often apply for work or other training opportunities requiring similar application processes and detailed references.  Preparing students for their next steps is an integral part of the programme for all Coaching Sets, especially in the second year.  The College has specialist Careers staffing to support this.  Academic Coaches monitor applications and prepare references using detailed reports from subject teachers.

The College’s student behaviour management processes are known as “Commitment Management”.  This approach is based on a contracting and target setting model which requires students to take responsibility for their own learning and behaviour.  Academic Coaches are lead professionals for the College in this process if early interventions do not produce results.  This involves communication with parents, and taking students through Disciplinary Contracts and Panels if required.

At all stages, and in all responsibilities, the Academic Coaches are supported by the Curriculum Leader for StudyPlus and our skilled and experienced team of Assistant Principals. This team works with the Academic Coaches, both to provide support and guidance as required, and to build resources, processes and procedures to underpin the role.
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	GENERIC JOB DESCRIPTION

Professional Services Staff


The following Generic Job Description is applicable to all Professional Services Staff and is designed to meet the needs of the College community.  It will be reviewed at least bi-annually.

Raising Standards of Achievement

· To work as a whole staff to raise standards of achievement for all our students.

· To adhere to the College’s policies and practice.

· To promote the College’s ethos in every aspect of the role presenting a positive image to the community.

· To act as a role model for our students, promoting our vision and values.

· To work flexibly to support the College’s needs; this may include the need to work beyond the confines of the normal working day, for which time off in lieu will be given in accordance with the College’s Time Off In Lieu Policy.

· To undertake any reasonable task as directed by the Principal.

· To be proactive in suggesting and supporting change for the benefit of the College community.

· To work outside the immediate role and team as necessary to ensure the smooth running of the College e.g. exam invigilation.

Our Students

· To be responsible for assisting with and monitoring the welfare, care and safety of students e.g. acting as a student mentor

· To take responsibility for reporting inappropriate student behaviour while on site to relevant staff and dealing with incidents if able, appropriate and necessary.

· To note, share and celebrate student achievement.

· To be aware of and work to achieving the College’s Strategic Priorities.

Support, Training and Professional Development

· To participate in Staff Briefings, Staff Meetings and whole College meetings as appropriate.

· To participate in whole College training and Staff Development Days as appropriate.

· To participate in the College’s Performance Management Programme.

· To make a full commitment to the delivery of the College’s policies for Health and Safety and Equality and Diversity.

· To actively promote Safeguarding, British Values, Prevent and the College’s Promoting Resilience: Preventing Vulnerability strategy.  

· To participate in professional development and training, cascade acquired skills and knowledge to colleagues and train individuals as appropriate.

· Training, support and assistance will be given, if and when needed, to help deal with student control and behaviour, coaching and other duties such as exam invigilation, accompanying trips, etc.

February 2016
Omit `wekly’








