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6TH FORM STUDY SUPERVISOR 















Scale H3              30hrs per week, term time only
JOB DESCRIPTION

Purpose of job:  To supervise students in the 6th Form Silent Study Room and support them with study skills.  To supervise the Library before school from 8am to 8:30am and at break and lunch times. To monitor students on Stage 2 effort report.
Supporting the students
1. To ensure that the 6th Form Common Room or Library atmosphere is silent and conducive to productive learning.
2. To support students with their learning by giving advice on study methods and skills.
3. To contact subject teachers and/or form tutors if students claim they have no work to do or if they are not using their time in silent study effectively.
4. To monitor students on Stage 2 effort report by seeing the relevant students for 5 mins each day and discussing their progress on report (this is unlikely to be more than one or two students in any given week). To feed back to the 6th Form Team about whether or not a student has made improvements.
5. To establish a supportive relationship with the students.
6. To follow the NHHS Behaviour Policy fairly and consistently.
7. To support students writing personal statements during UCAS week in July.  Time will be given in lieu for this.

8. To support students during enrolment/registration in the first week of September.  

Supporting the 6th Form team
1. To supervise the 6th Form students Periods 1 to 4 Monday to Friday and Periods 5 and 6 on Monday, Wednesday and Friday.
2. To supervise the library from 8.00 – 8.30am.
3. To contribute to the UCAS/Careers programme by one-to-one interviews.
4. To provide regular feedback about the students and their progress in a weekly meeting with the Deputy Head of 6th Form.
5. On a rota basis with other members of staff, to be on duty at the student entrance for 15 mins between 8:45-9am to challenge lateness and dress code issues.
6. On a rota basis with other members of staff, to supervise the late detention at break time for 6th Form students.
7. To implement the NHHS Behaviour policy and use the agreed sanctions to ensure excellent behaviour.
8. To complete administrative tasks as required for the 6th Form team.
Supporting the school:
1. To be aware of school procedures.
2. To be aware of confidential issues linked to home/student/teacher/school work and to keep confidences appropriately.
3. To safeguard and promote the welfare of children.
4. To be available one morning on either the GCSE results day or the A level results day in the summer holidays on a rota basis; this will not be every year. The time will be taken in lieu at a mutually convenient time.
5. Willing to undertake and make future use of any training which the school deems necessary or desirable.
6. If you are bilingual or intermediate in another language, to be prepared to attend, occasionally and by prior arrangement, Parents’ Evenings to support in translating for parents, for which time off in lieu will be given.
7. To invigilate examinations as required, for which time off in lieu will be given if the work falls outside of normal working hours.
8. To carry out duties and responsibilities commensurate with the post necessary for the smooth running of the school as required by the Headteacher.
Responsible to: - Head of Y12/Head of Y13/AHT KS5


6TH FORM STUDY SUPERVISOR
PERSON SPECIFICATION
Essential:
· Ability to relate effectively with 6th form students.
· A clear understanding of, and ability to promote, good study habits amongst 6th form students.

· To maintain clear boundaries with 6th form students, insist on high standards of student behaviour and to be confident and firm in dealing with students.

· Willingness to develop own expertise.






· Commitment to develop the ethos of the school in general and to promote 6th form achievement in particular.
· Commitment to LEA and School Equal Opportunities Policy and practice.
· Clear verbal communication.



· Ability to communicate with a range of people including parents and other professionals.
· Able to communicate clearly in writing.
· Able to work well as part of a team, and independently as required.




· An understanding of the use of ICT.
· Good attendance and punctuality.



· Some experience of working with children in an informal/formal setting.

· Ability to be flexible.







Desirable:
· UCAS/Apprenticeships/Careers knowledge and/or background.

· Experience of working in an educational setting

· Experience as an academic mentor/tutor
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