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ALTERNATIVE PROVISION COORDINATOR 
 

Grade and Salary Grade 4: £20,977 - £22,988 per annum (£24,496 - £26,845 FTE) 

Working pattern 37 hours per week, 39 weeks per year (term time plus INSET days) 

Contract term Permanent  

 

The school: 

The Manor Academy has an excellent reputation for its high standards of teaching, student behaviour 
and academic achievement. Ofsted recognised the journey we have been on when grading us as a 
“good” school, citing that the quality of education has been transformed since the previous inspection. 
 
The role:  
 
We are looking for a student focused, highly skilled, resilient, emotionally literate person to work with 
students who have been identified as at risk of permanent exclusion or who have had repeated fixed 
term exclusions in order to maintain their attendance at school and ensure that they are accessing 
education appropriate to their needs.  
 
The person:  
 
The successful candidate may be either a teacher or a non-teacher and will be responsible for 
devising alternative curriculum timetables for a small cohort of individuals for whom a mainstream 
curriculum is not suitable. The successful candidate will deliver some provision directly to the students 
on an individual or group basis and will coordinate the work of other teachers at The Manor Academy 
and/or alternative providers to ensure that students remain in education.  
 
The successful candidate will need to be able to quickly form excellent relationships with vulnerable 
young people and their parents/carers and will have a creative and optimistic approach to re-
engaging these young people. You will need boundless energy, a good sense of humour and a 
strong sense of social justice. You will be accountable for the attendance, behaviour and outcomes of 
the small cohort of students you are working with. 
 
Why join us? 
 
There are many reasons to choose The Two Counties Trust as a great place to start or continue your 
career. 
We recognise the importance of a happy, healthy, rewarded and well-motivated workforce and as 
such we have developed our HR strategy to invest in our employees. We have removed appraisal and 
appraisal related pay progression, changing the focus from validation to professional growth and 
enabling all our employees to get better all the time. 
We are fully committed to supporting your career and professional growth through a range of routes 
both within schools and across the Trust and we offer extensive professional learning opportunities 
for all employees. 
 
We offer: 
 
• Highly competitive pay and pay progression opportunities.  

• An array of employee benefits and lifestyle options including discounted healthcare, gym 
membership and extensive high street retail discounts. 

• Entry to a career average pension scheme. 

• Opportunities to experience and share practice in our partner schools across the Trust. 

• A stimulating, supportive and rewarding working environment with a dedicated team of like-
minded professionals. 

• Excellent opportunities to develop your skills and experience and to progress your career. 
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• We take the wellbeing and health of employees seriously. We have a range of support mechanisms 
and benefits available to employees and the Trust has signed up to the Education Staff Wellbeing 
Charter. 

 

The closing date for applications is:  Sunday 17 September 2023 at 11:59pm  

Interviews to be held:  Friday 22 September 2023 from 8.00am 

 

It is an offence to apply for this role if you are barred from engaging in Regulated Activity 
relevant to children. 

We are committed to safeguarding and promoting the welfare of children and young people. An 
offer of employment will be subject to the receipt of a satisfactory enhanced level DBS 
disclosure with a children’s barred list check, two satisfactory references and successful 
completion of vetting procedures. 

In accordance with the statutory guidance Keeping Children Safe in Education (KCSIE), an online 
search will be conducted as part of due diligence on shortlisted candidates and a social media 
check will be required as a condition of employment.  

We are committed to recruiting and retaining a diverse workforce and candidates with a 
disability who meet the essential job criteria will be given an opportunity to demonstrate their 
abilities at interview. 
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JOB PROFILE  
 

 

 

Corporate responsibilities:  

• To ensure that the responsibilities of the role are carried out in a way which reflects the mission and 
the values of the Trust. 

• To be aware of and observe all policies, procedures, working practices and regulations, and in 
particular to comply with policies relating to Child Protection, Equal Opportunities, Health and 
Safety, Confidentiality, Data Protection and Financial Regulations, reporting any concerns to an 
appropriate person. 

• To uphold our commitment to safeguarding and to promote the wellbeing of children. 

• To contribute to a culture of continuous improvement.  

• To comply with all reasonable management requests. 

 

Key responsibilities:  

• To work with the Pastoral Team (Heads of Year and SLT) to identify students who would benefit from 
alternative provision and/or timetable modifications. 

• To work with relevant Heads of Faculty to ensure effective delivery in relation to English, Maths and 
Science subject support. 

• To inspire success in all students and help raise the achievement and aspiration of all students.  

• To source, plan, deliver and/or coordinate the delivery of bespoke education packages with a 
combination of functional skills, life skills and a vocational element for students identified as in need 
of timetable modifications. Content of taught sessions negotiable depending on candidate. 

• To maximise the use of pupil premium funding, where applicable, ensuring maximum impact on 
pupil progress and good value for money. 

• To work closely with parents, teachers and other stakeholders to ensure the identified cohort of 
students achieve the best possible academic, vocational and personal outcomes including formal 
qualifications and attendance and post-16 pathways. 

• To provide support and advice to alternative provision students in line with promoting their social 
care and personal development with respect to learning and health and safety. 

• To respond to and take steps to resolve relationship issues between alternative provision students 
and other members of the school community. 

• To follow up attendance matters for alternative curriculum students and contact or meet with 
parents/carers where necessary. To attend/facilitate attendance panel meetings with parents/carers. 

• To provide advice and guidance to teaching staff working with alternative curriculum students to 
ensure provision meets their social, emotional and academic needs. 

 

 

Job title: Alternative Provision Coordinator  

Responsible to: Assistant Headteacher  

Salary / Grade: Grade 4: £20,977 - £22,988 per annum (£24,496 - £26,845 FTE) 

Working hours / weeks: 37 hours per week, 39 weeks per year (term time plus INSET days)  

Core purpose: Effective targeting and coordination of personalised provision for students at 
risk of permanent exclusion or repeated fixed term exclusions through external 
provision and in-house timetable modifications and small group work. 
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• To support the Inclusion Unit with day to day running of unit, interventions and behaviour and 
attendance support for example, collecting and collating statements relating to incidents, following 
up directly when appropriate and monitoring on-going situations; contributing to the compilation 
and delivery of Pastoral Support Plans and Individual Education Plans; supervising detentions etc. 

• To be aware of and comply with policies and procedures relating to Child Protection and all aspects 
of safeguarding children. 

• To liaise with, track involvement of and refer to where appropriate, external agencies. 

• CAF/Risk Assessment – take the lead in writing or and monitoring the implementation across the 
school for identified students. 

 

Communication 

• To be the first point of contact for parents/carers of alternative curriculum students, being 
responsible for and dealing with issues when appropriate and referring to other staff for action, 
support or guidance where appropriate.  

• To ensure contact is made with parents/carers whenever incidents are dealt with by self or when 
delegated to contact by others. 

• To produce appropriate records of incidents dealt with – e.g., bullying, racial incident files. (SIMS 
updates). 

• To arrange for work to be set and collected for exclusion and other pupil absence. 

• To seek/Facilitate/Coordinate reporting on pupil progress from school staff and external providers. 

• To meet regularly with parents to discuss provision and progress. 

 

Evaluation 

• To quality assure the provision on offer and evaluate the impact of alternative provision on progress 
of particular students 

• To arrange visits to see alternative curriculum students on work experience or other placements and 
make judgements about suitability of provision. 

 

General 

• Actively interact with targeted students in lunch time and break.  

• Assist with on call duties if appropriate. 

• Assist in break/lunch detention supervision if required in the isolation room. 

• Assist with the induction/support of new starters/ transients. 

• Represent the School in a manner consistent with its ethos and values. 

• Contribute to school development through identified communication and consultation channels. 

• To respect the confidential nature of information relating to the School and its students. 

• Contribute with Heads of School to the writing of the School Improvement Plan. 
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Notes:  

This document is an overview of the role. The responsibilities will include but will not be limited to those 
listed above and it is anticipated that the role will evolve over time and as such the duties may change. 

This document does not form part of the contract of employment.  

This post will have regular contact with children and as such a satisfactory enhanced disclosure from 
the Disclosure and Barring Service (DBS) with a Children’s Barred List Check is required as a condition 
of employment.  

In accordance with the statutory guidance Keeping Children Safe in Education (KCSIE), an online search 
will be conducted as part of due diligence on shortlisted candidates to identify incidents or issues that 
may have happened, and which are publicly available online, which we may need to explore with 
shortlisted candidates. 

A check will also be completed of current prohibitions, restrictions, sanctions or those who have failed 
induction through Teacher Services which may prevent teachers from working in this role with 
satisfactory clearance required as a condition of employment. 

It is an offence to apply for this role if you are barred from engaging in Regulated Activity relevant to 
children. 

Employees engaged in management positions will also require a Section 128 check. 

 

Our Mission:  

Why do we exist? To provide our students with opportunities and experiences to enhance their 
   life choices, making a positive contribution to the world we share.  

Our values:  

How do we behave?  Ambition:  we maximise our potential through striving for excellence.  

Teamwork:  we give 100% effort, displaying kindness and humility for 
the benefit of all.   

Honesty:  we are respectfully open about our successes and areas for 
growth. 

 

Our strategic anchors:  

• Create a healthy organisation, free from politics and confusion through clarity following 
the empowered to lead operating model. 

• Build a compelling school culture built on strong professional relationship where all can achieve. 

• Craft and implement a high-value curriculum which is knowledge rich to allow meaningful 
application of skills. 

• Put people first through high impact professional development and instructional coaching.  
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PERSON SPECIFICATION 
Role: AP Centre Coordinator  E/D A I 

Qualifications & Training 

1 Level 2  qualification in maths and English E ✓  

2 Teaching Assistant qualification or equivalent  E ✓  

3 Evidence of continuing professional development. E ✓  

Experience 

4 Experience of mentoring, working with or coaching young people E ✓ ✓ 

5 Experience of providing learning resources and packages to you people E ✓ ✓ 

6 Experience of evaluating success of learning and engagement of young people  E ✓ ✓ 

7 Previous experience in an educational setting  E ✓ ✓ 

8 Experience of using data to inform decision making  E ✓  

9 Experience of working with challenging behaviour  E ✓ ✓ 

Knowledge & Understanding 

10 An understanding of the mission and values of the Trust. E ✓ ✓ 

11 An understanding of safeguarding issues and promoting the welfare of children. E  ✓ 

12 Understanding of the national curriculum at key stage 3 and 4 E ✓  

13 Knowledge of how young people grow and develop E  ✓ 

14 Knowledge of behaviour management skills and strategies  E  ✓ 

Skills & Abilities  

15 Ability to form and maintain appropriate professional boundaries with children. E  ✓ 

16 Ability to form and maintain appropriate professional boundaries with children. E  ✓ 

17 Has the ability to form positive relationships with young people  E  ✓ 

18 Holds excellent organisational skills E ✓ ✓ 

19 Is able to manage behaviour on a one to one level  E  ✓ 

20 An ability to show initiative and work independently within a variety of situations E ✓  

Personal Attributes 

21 Flexibility and adaptability. E  ✓ 

22 An empathetic, non-judgmental and ethical approach. E  ✓ 

23 Tenacity and resilience E  ✓ 

24 A strong and supportive team player E  ✓ 

25 Personal presence and confidence; warmth & sensitivity E  ✓ 

26 Enthusiastic and determined E  ✓ 
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27 Courteous and tactful.  Relates well to young people  E  ✓ 

28 Able to work on own initiative and manage diverse work pressures E  ✓ 

Other  

29 A commitment to uphold and promote equality of opportunity.  E  ✓ 
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HOW TO APPLY 
TES is our recruitment platform so please go to www.tes.com/jobs to apply for this role online. 

If you do not wish to apply online you can download an application form from this link and then email 
your application to HR-Team@ttct.co.uk. 

Please ensure that you set out in your application on no more than 2 sides of A4, why your experience 
and ambition is a good fit for the role of Alternative Provision Coordinator within Manor Academy. 

In order to comply with Safeguarding requirements, you must complete either an application form or 
apply online via TES. We cannot accept a Curriculum Vitae as an application for this post.  

Please note that we receive a large number of applications and so unfortunately cannot provide 
feedback to everyone. If you have not been contacted within four weeks of the closing date you 
should assume that your application has not been successful on this occasion.  

 

Applications must arrive by 11:59m on Sunday 17 September 2023  

Interviews to be held on Friday 22 September 2023 from 08.00am  

 

http://www.tes.com/jobs
mailto:HR-Team@ttct.co.uk
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