Job Description: Behaviour Manager
Title:                              Behaviour Manager
Salary Grade:

   Band 5
Contract Type:             Permanent, part-time (20 hours per week), term time only
Responsible to:
   Head of Lower School 
The post holder will have responsibility for supporting the school’s Positive Discipline system both in administrative terms and through the supervision of students in the school’s Isolation Unit. 

The post holder will work closely with the Heads of Lower and Upper School using PD statistics to produce regular reports so that they can plan further interventions for identified students. Administrative support will also be provided for the Head of Inclusion
Summary of Key Tasks:

	1.


	Responsibilities/Key Tasks



	1.1
	Supervision of students in Isolation (internal exclusion area).

	1.2
	Administration of isolation systems.

	1.3
	Liaison with teaching staff for the provision of learning materials.

	1.4
	Communication with parents re isolation issues.

	1.5
	Attendance at pastoral team meetings as required.

	1.6
	Monitoring of outcomes of the use of isolation systems.

	1.7
	Updating behaviour database.

	1.8
	Updating attendance records.

	1.9
	Monitoring quality of isolation environment.

	1.10
	Helping to supervise students at breaks and lunchtimes.

	1.11
	Produce detention lists from the PD returns and help monitor detentions.

	1.12
	Organising and helping to supervise detentions

	1.13
	Chase missing PD counts and add to system.

	1.14
	Be aware of and comply with policies and procedures relating to child protection, safeguarding and safe working practices. 

	1.15
	Be aware of and comply with policies and procedures relating equal to opportunities, health and safety, security, confidentiality and data protection.

	1.16
	Attend relevant briefings and school meetings as required.

	2.


	Aptitudes

	2.1
	Communicate effectively with staff, students and parents.

	2.2
	Work under pressure.

	2.3
	Work to high levels of accuracy.

	2.4
	Organise and develop effective systems.

	2.5
	Be supportive of an effective safeguarding culture within the school.

	2.6
	Relate well to young people. Empathise and interact in an appropriate manner

	2.7
	Engender trust and respect from students and colleagues.

	2.8
	Prioritise and plan to ensure completion of tasks.

	2.9
	Take initiative and work independently.

	2.10
	Take responsibility for personal CPD needs.

	2.11
	Evaluate achievements and deliver improvement. 

	2.12
	Work well as part of a team.

	4.

	Skills

	4.1
	Good level of ICT competence (Microsoft Office & knowledge of spreadsheets and databases)

	4.2
	Negotiation skills.

	4.3
	Time planning.

	4.4
	Problem solving.

	4.5
	Organisational/administrative.

	4.6
	Communication.

	4.7
	Forward thinking.

	4.8
	Ability to work positively and effectively with young people.

	5.


	Characteristics

	5.1
	Excellent attendance record.

	5.2
	Sense of humour.

	5.3
	Committed to achieving success.

	5.4
	Willingness to be flexible and work to meet the best interests of the school.

	5.5
	Self-motivated.

	5.6
	Team worker. 

	5.7
	Hard working.

	5.8
	Willing to undertake training and professional development.

	5.9
	Presence.
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