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Internal Suspension Support Staff Job Description

	Role title
	Internal Suspension Support Staff

	Working hours
	35 hours per week, term time only, permanent

	Line Manager
	SLC Manager

	Grade of Post
	Scale 4 (£27,060 - £28,419 pro-rata)



Key Duties:
1. Ensure students complete work log, including checking and signing off the work.
2. Review students exiting the SLC/SO1b/Central Detention supervision.
3. Attendance calls
4. Progress/concern calls to parents
5. Liaise with staff/departments to ensure work tasks are set/completed.
6. Completion of EHA application/referrals
7. High expectations in terms of behaviour management to ensure positive working environment.
8. Recording attendance.
9. Updating SIMS when appropriate.
10. Completion of workshop materials and delivery on specific tasks.
11. Regular contact with parents regarding progress feedback.
12. Cover lessons as required
13. Other tasks as directed by SLC Manager and/or SLT.
[bookmark: _GoBack]

All support staff are expected to:
· Support the school values and ethos
· Follow school policies, practices and procedures
· Participate in the annual appraisal system
· Support equal opportunities measures and promote anti-discriminatory practice
· Support safeguarding and child protection measures and promote the welfare of students
· Undertake any other reasonable duties commensurate with the role and grade as determined by the Headteacher or line manager.

Sometimes support staff may be required to work beyond the usual hours e.g. to support at parents evenings or other school events. Time Off In Lieu is available in such circumstances.
This job description is not prescriptive. If the needs of the school change, the job description may be revised or amended at any time following appropriate consultation with the post holder.

	Name of employee:


	Signature:
	Date:

	Name of line-manager:


	Signature:
	Date:
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