[image: image1.jpg]THE

HOLLYFIELD

SCHOOL





Job Title: 
             Time Out Coordinator
Hours:                         Part time (32.5 hours per week), term time only 

                                    Mondays to Fridays: 8:15am to 3:15pm 

                                    (including 30 minute lunch break)                   

Salary:                         Grade D2, points 18-20
Line Manager:           Student Support Centre Manager         

Appraiser:                  Student Support Centre Manager        
Key Task:
Staffing the time out room for students on internal inclusion or rapid 

response by SLT.
Main Responsibilities:
· Setting, collecting, organising and supervising student work in the time out room.

· Keeping accurate records for the Time Out Room.

· Providing a weekly report to the line manager about the conduct of the students in the Time Out Room.

· Attending and participating in the School Open Evening.

General:

· When the Time Out Room is not in use the Time Out Coordinator will work in the Re-Start Centre.
· To undertake other appropriate duties as requested by the Headteacher or Line Manager.

Person Specification:

Essential:

· Calm, assertive manner and be able to demonstrate an understanding of young people and their needs.

· Good organisational skills.

· Good communicator.

· Able to work both as part of a team and independently. 

· Good ICT skills.

Desirable:

· To have worked in the secondary sector.
· To have some knowledge surrounding special educational needs and inclusion.
· To want to work with troubled young people.
Post-holder’s signature:___________________________ Date:______________
Headteacher’s signature:__________________________ Date:______________ 

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  If selected at an interview an Enhanced DBS check will be required before any appointment is confirmed.
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