	[image: image1.jpg]Allerton Grange
School




Allerton Grange School

Job Description


Job Title:
Progress and Welfare Coach
Grade
C1
Responsible to
Progress and Welfare Manager / Senior Staff 
Responsible for                                               N/A
Purpose of the Role:

To support the access to education and the raising of the standards of educational attainment.  Provide support to address the needs of those students to overcome barriers to learning.
Support Student Learning

· Support and promote the Positive School Strategy throughout the school 

· Collaborate with colleagues in the assessment of students to support the determination of specific needs / requirements of individuals.

· Provide advice to enable students to make choices about their own learning, including information about the opportunities, support mechanisms and organisations available.

· Mentor students as required individually or groups.

· Assist with the implementation of support plans / action plans.

· Support other staff in ensuring that the educational setting of the student effectively meets their needs.

· Support the challenge and motivation of students, promoting and reinforcing self-esteem.

· Provide feedback to students in relation to behaviour and attendance.

· Assist other staff in planning, evaluating and adjusting learning activities as appropriate.

· Support the monitoring and evaluation of student’s responses and progress against action plans through observation and planned recording.

· Provide objective and accurate feedback and reports on students.

· Contribute to the development of constructive links with the families / carers of students under the direction of senior staff / the teacher. 

· Effectively communicate and collaborate with other internal and external agencies /professionals and other members of multi-disciplinary teams, in liaison with teaching and other professional staff, to support achievement and progress of students.

· Promote the Extended Schools Agenda through the school.
· Be aware of and comply with policies and procedures relating to child protection, health, safety, confidentiality and data protection, reporting all concerns to the appropriate person.

· Support the development of strategies to provide guidance to colleagues to support the specific needs of students.

· Maintain professional records and appropriate casework notes in relation to individual students.

· Support the effective management of corridor behaviour and isolation room including the dining room and other areas at break and lunchtime.

· Contribute to the promotion of a positive view of inclusion.

· Contribute to the operation of a child centred approach to individual cases.

· Support a creative and flexible approach to meeting the mental health and welfare of students as well as their educational needs.

· Prepare and use specialist equipment, plans and resources to support students.
· Maintain the School’s Information Management System where required.

· Maintain relevant filing and office systems.

· Contribute to the operation of the Isolation Room and detentions if required.

· Provide First Aid in school. 

Assessment and Evaluation

· Establish and implement clear practices for assessing recording and reporting on student support, in line with School policy. 

Relationship with Parents and the wider community

· Establish good and effective communication with parents. 

· Provide advice and support for families in relation to the educational opportunities available.

· Develop effective relationships with outside agencies to support inclusion and the raising of achievement
· Liaise with Student Planning Teams.

Manage Own Performance and Development

· Be aware of developments within all Key Stages.
· Keep abreast of outside agencies and other educational and training providers to support inclusion.

· Participate and contribute to continuous professional development to ensure up to date knowledge and skills.

Resources
· Work with the line manager to 

· Secure the effective procurement of services.

· Monitor and maintain records of cost implications of staffing and other requirements in compliance with financial regulations.

· Plan, monitor and evaluate the support budget 

· Ensure appropriate procedures for the safe delivery of services.

· Attend relevant meetings with school staff as appropriate.
· Use accommodation to create effective and stimulating environment for student support

· Ensure that there is a safe working and learning environment in which risks are properly assessed.
General
The above is not exclusive nor exhaustive and the school may require the job holder to undertake duties commensurate with the role.

All staff are required to promote and actively support all school policies.  Staff must be aware of and support our safeguarding responsibilities and keep up to date with any changes in practice/policy.  Safeguarding is about keeping people safe and protecting them from harm, neglect, abuse and injury.  It is about being proactive and vigilant and acting on any concerns you might have.
	Economic Conditions: 

	Annual Leave:
	Term time only working 

	Grade

Hours:
	C1
37 Hours per week (usually 8.15 am to 4.15 pm, Monday to                                         Thursday, Friday 8.15 am to 3.45 pm).  Term Time Only plus 5 Training Days.
Variable during peak work time and to cover absences. Please note all working time must be agreed with line manager. 

	
	

	Conditions of Service:
	NJC Conditions apply    


	Professional Development

There are opportunities for professional development and a comprehensive CPD programme for staff. 

Allerton Grange has a positive commitment to the training and development of employees in all areas. Similarly employees are also expected to adopt a positive attitude to any training provided and also to their own personal development.

It is expected that the post holder will participate and may deliver training and other learning activities as required.



	Relationships: The post holder will be required to maintain effective relationships with students, parents,  staff and school governors. Along with any external agencies and the general public.


	Qualifications 

See person specification 


	Physical and Working Conditions:

Newly refurbished modern office environment.  

Frequent use of IT equipment.  Professional dress code. No on site smoking facility. 


	Person Specification: Progress and Welfare Coach
Detailed below are the type of skills, experience and knowledge, which are required of applicants applying for the post.  The 'Essential Requirements' indicate the minimum requirements; areas detailed under 'Desirable Requirements' are additional attributes to enable the applicant to perform the position more effectively or with little or no training.  They are not essential, but may be used to distinguish between acceptable candidates.  Please ensure that you provide examples that clearly demonstrate you meet this specification in your application form. 




	Skills Required 

	Very good numeracy/literacy skills; A good level of English and Maths GCSE or equivalent 

Ability to use relevant equipment/resources and technology to support learning

Good verbal and written communication skills and ability to relate well to young people and 

adults

Work constructively and flexibly as part of a team, understanding roles and responsibilities.

Ability to identify own training and development needs and participate in on-going training. 

Ability to manage individual or group activities and the physical learning space.

Ability to motivate and engage students

Ability to manage resources

Good time management and organisation skills 

Ability to communicate effectively, orally and in writing

Accuracy and attention to detail 

Able to identify problems, use initiative and refer to senior staff as necessary 

Flexibility in order to adapt to the changing needs of the school

	Knowledge/Qualifications Required 

	Supporting planning processes and project management

Supporting change, creativity and innovation

New technologies, their use and impact

Building and sustaining a learning community

How to manipulate and work with data
The wider community, beyond the school and the opportunities it provides for children, young people and their families and the work of other agencies and opportunities for collaboration

Awareness of Health and Safety and Safeguarding/Child Protection 

	Experience required 

	Experience of working within a learning environment 

Understanding of classroom roles and responsibilities and your own position within these.

Experience working with children of relevant age

Working in partnership with others 

Demonstrating and using own initiative

Managing behaviour 

Working as a member of a team 

Maintain accurate records using both manual and electronic systems

Demonstrating and using own initiative

Dealing with and implementing change

Motivating young people and leading by example 

	Behavioural & Other Related Characteristics required

	Ability to deal calmly with different situations as they arise

Develop good relationships with students and staff.

Understand and respect the principles of confidentiality.

A good sense of humour with a resilient nature

Be able to be part of and lead a team

Commitment to fulfil all the requirements of the job 

Honesty and integrity 

Student orientated and able to relate well to adults and children 

An ability to maintain confidentiality. 

Confidence, enthusiasm, flexibility, and responsiveness to change 

A desire to learn and to work with all to promote the aims of the school. 

Commitment to hard work, team work and supporting others

Present a positive personal image, contributing to a welcoming environment

An interest in education and schools

Willingness to actively participate in training and development activities to ensure up to date knowledge, skills and continuous professional development.

Commitment to Safeguarding and Equal Opportunities


	PERSONAL SPECIFICATION DESIRABLE REQUIREMENTS: It is desirable that the Candidate should be able to demonstrate the following criteria for the post within the context of the specific role duties and responsibilities:  Candidates are not required to meet all the Desirable requirements however these may be used to distinguish between acceptable candidates



	Skills Required 

	Maths and/or English Grades GCSE 9-4, A-C or equivalent 
First aid training/training as appropriate

Ability to self-evaluate learning needs and actively seek learning opportunities

Understanding of principles of child development and learning process.

Knowledge of and ability to use a range of strategies in relation to student welfare and behavioural needs

Working knowledge of SIMS 

ICT qualification 

	Knowledge required 

	SEN code of practice

Training in the relevant strategies e.g. literacy and/or in particular curriculum or learning area e.g. bi-lingual, sign language, dyslexia, ICT, maths, English, CACHE etc.

	Experience required 

	Working in a school environment



	Behavioural & Other Related Characteristics required

	N/A





