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Shirley High School

Performing Arts College

	
	JOB DESCRIPTION

SECLUSION UNIT MANAGER (Including COVER SUPERVISION)

	Job Title:

Reports to:
	Seclusion Unit Manager (including Cover Supervision)
Member of the Senior Leadership Team (SLT) with responsibility for Seclusion.



	Main Areas of Responsibility
	KEY ELEMENTS

· Day-to-day management of the Seclusion Room.

· Working with students excluded for a fixed period.

· Supervising classes of students in the absence of a teacher.

· Working alongside staff responsible for student support.

	General Duties and Responsibilities
	This will involve :

	Seclusion Unit
	· To be the identified person with responsibility for students referred to the unit.

· Liaising with the HoDs / HoYs and other teaching staff regarding the work to be covered in lessons.

· Collecting in all work at the end of the day and returning it to the relevant member of staff.

· Working with children at risk of exclusion as directed.
· To undertake mentoring with the students in Seclusion to prepare the students for their reintegration meetings and for return to mainstream lessons.
· To complete daily reports on the students in Seclusion and copy them to the Head of Year prior to the student’s reintegration meeting and return to mainstream lessons.
· To report on matters relating to Seclusion at Pastoral Team meetings.
· To complete Seclusion data on request from the Member of the Senior Leadership Team (SLT) with responsibility for Seclusion

	Support
	· To implement and monitor the progress of students and their individual learning programmes.

· To support students enabling them to access the curriculum, achieve their full potential, work independently and collaboratively, and participate fully in school life.

· To set targets and use performance and other relevant data to monitor the performance and progress of targeted students.

· To attend meetings with tutors, outside agencies, parents/carers, Heads of Year and members of the Student Support team to share information concerning targeted students, as required.

· To assist the Heads of Year in the identification of students who require additional intervention.

· Providing support and help to facilitate the students’ learning; for example, by undertaking some additional research such as speaking to teachers, reading through textbooks, using the internet.

	Cover
	· Supervising the students during the cover lesson, ensuring that they behave well and complete the work set.

· Completing registers and all necessary forms, as appropriate, in line with school procedures.

· To cover The School House when the AEP teacher is not present. To support as required in The School House as required.

	Other
	· When supervising students at any time (including lunchtime), ensuring the students abide by school rules.

· Supervising other school activities, e.g. lunch / detention.

· When invigilating examinations, ensuring that examination rules and regulations are adhered to under the direction of the Lead Invigilator / Examination Officer.

· To work as part of a flexible and supportive team to further the ethos of the school.

· To undertake relevant training to enhance personal development and use the knowledge to the benefit of the school and its students 

· Any other appropriate tasks as directed by the Member of the Senior Leadership Team (SLT) with responsibility for Seclusion.


	
	GENERIC DUTIES AND RESPONSIBILITIES



	Child Protection

Green Responsibilities

Data Protection


	· Being responsible for child protection and promoting the welfare of all students and staff, ensuring that they are protected from harm. All staff have a duty of care to ensure that if there are any concerns relating to the welfare or safety of a child their concern is immediately relayed to the Designated Person with responsibility for safeguarding children.

· Demonstrating good environmental practice (such as energy efficiency, use of sustainable materials, sustainable transport, recycling and waste reduction) wherever possible in day-to-day work.

· Being aware of the school’s responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of personal data held and ensure that all administrative and financial processes comply with this by maintaining records in accordance with the Act’s guidance.

	Confidentiality


	· Treating all information acquired through your employment, both formally and informally, in strict confidence.  


	Equal Opportunities and Anti Discrimination


	· Understanding, complying and enforcing equal opportunity within the work place.  Undertaking any appropriate training and challenging racism, prejudice and discrimination or any unacceptable behaviour.

	Health and Safety


	· Being responsible for your own Health & Safety, as well as that of colleagues, students, parents and visitors.  Employees should follow the School’s Health and Safety Policy and Procedures, co-operate with management, follow established systems of work, use protective equipment where necessary and report defects and hazards to management.

	Contributing as an effective and collaborative member of the School Team


	· Participating in training to be able to demonstrate competence.

· Participating in first aid training if required

· Participating in the ongoing development, implementation and monitoring of the school and department improvement plans

· Championing the professional integrity of the School 

· Supporting Teaching and Learning Focus, Best Value and electronic management of processes.

· Actively sharing feedback on School policies and interventions 

· Undertaking any other reasonable request as required.



	Professional Standards


	· Supporting high uniform standards by maintaining smart appearance and dress appropriate to the job for which staff have been employed which reflect the expectations we have for students (Headteacher’s decision is final)

· All staff should arrive on time to commence their duties as described by contracts.

· All staff are expected to attend on the days covered by their specific contract.  When unable to do so the school should be contacted at the earliest available opportunity, advising the reason and when they will return and report to their line manager on return to work.

· All staff are reminded that in their behaviour and conduct they are required to be positive role models for young, developing and impressionable minds.

· All staff are expected at all times to treat each other, parents, students and members of the public with respect.



	
	PERSON SPECIFICATION



	Physical Requirements
	· Good health.

· Neat well presented appearance.

	Experience
	· Experience of working with children either informally (as a helper / volunteer) or formally (as part of paid employment) in a disciplined setting.

· Experience of working with students with behavioural problems an advantage.

· A good standard of general education to at least A level or equivalent is required.

	Skills
	· Good communication skills, (written / verbal) are an essential part of the work.

· Good planning and organisational skills.

· Good interpersonal skills.

· Able to liaise effectively with parents/carers / teachers / outside agencies.

· Sensitivity.

· Patience.

· Good behaviour management.

· Accurate record-keeping.

	Abilities
	· Ability to work as a team member.

· Able to offer encouragement / motivate students.

· Possessing a keen interest in education and the welfare of children.

· An awareness of equal opportunities.

· To make decisions and to meet deadlines.

· Able to be responsive to changing demands and new methods of working by demonstrating flexibility.

· A positive approach to supporting young people who manifest challenging behaviour.

	Special Conditions
	To undergo a successful enhanced DBS check.




I, the undersigned, confirm that I agree and understand the duties in this job description:

Name (Print)……………………………………… Name (Signed)…………………………………....
Date:…………………………………
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