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POST: Duke of Edinburgh Award Manager
RESPONSIBLE TO: Duke of Edinburgh Award Coordinator 
POST OBJECTIVE: To ensure the delivery of high quality programmes to DofE groups. The right candidate would be appointed as, or work toward, a DLC DofE manager role 
DETAILS

BACKGROUND: The Duke of Edinburgh Award is a popular option at Loughborough High School with large numbers of girls in Years 9-13 taking the award at all levels. The role is to support the work of the other leaders in the smooth running of the scheme.
DUTIES:
· To be fully responsible for all D of E record keeping, checking and assessment. Including detailed checking of all uploaded evidence on edofe.

· To be the first ‘port of call’ for any concerns girls may have about completion of their award on the D of E record system.

· Provide the appointed AAP with the relevant information to complete their contractual obligations.
· Plan expeditions to ensure their safe and efficient running.
· Provide additional training such as First Aid and route planning sessions.

· Completion of expedition risk assessments.
· To work within the schedule established for each award and help pupils to meet deadlines set.

· To check prospective routes in detail and submit routes to D of E panel in the relevant timescale.
· To be a leader for one level of the award.
· To act as a supervisory member of staff on expeditions where required, including the supervision to and from the expedition.

· To check and respond to emails whilst in school.

· To maintain, store and catalogue any school D of E equipment and the oversight of all equipment, resources and their updating as necessary.

· the responsibility for the security and safe use of valuable items held by the department and the reporting to the D of E leader of any damage to departmental equipment, furniture or fittings.

· an awareness of Health and Safety problems/risk assessment and the oversight of the safety of all students when being taught and making students themselves aware of safety.

· To adhere to and carry out all relevant aspects of the school’s Health and Safety policy

· To complete any other reasonable tasks
· Undertake any training required, full DLC manager training will be provided if required.

PERSON SPECIFICATION:
· To hold a Summer Mountain Leader qualification

· To hold or be willing to work towards an Expedition Assessor Accreditation Qualification

· Have experience of or be willing to work toward a DofE DLC manager role.

· Competent in the use of ICT for teaching and learning purposes.

· Competent in the use of ICT for recording and monitoring use.

· Good team worker and team leader.

· Effective and efficient communication skills.
HOURS OF WORK:
The normal hours of work for this role will be 10am-6pm, three days per week with one hour for lunch.

Additional days in the holidays involving participation in expeditions are by negotiation.
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