			


[image: ]

Job Description

	Job Title
	Alternative Provision (AP) Lead

	Pay Scale
	Scale 13 - FTE £29,064, Actual £25,389

	Department
	Inclusion Team

	Contract Type
	Permanent, Term Time Only

	Hours
	37 hours a week

	Reporting to:
	Assistant Headteacher

	Main Purpose

	[bookmark: _Hlk102981320]Forest High School is a fully inclusive secondary school committed to ensuring that every student receives the support they need to achieve academically, socially and emotionally.
The Alternative Provision (AP) Lead will play a key role within the Behaviour Team, co-leading the school's Alternative Provision and ensuring its effective day-to-day operation.
The Alternative Provision sits at the heart of the school's behaviour systems, enabling students across the school to learn in calm, disruption-free classrooms. For students who are temporarily removed from mainstream lessons as a result of their behaviour choices, the provision ensures that they continue to access a high-quality education in a structured and supportive environment.
The AP Lead will be responsible for ensuring that all aspects of students' educational, pastoral and behavioural provision are in place throughout their time in Alternative Provision, supporting successful reintegration into mainstream lessons.

	KEY RESPONSIBILITIES

	Operational AP Management

	· Ensure the Alternative Provision is fully operational each day and ready to receive students who have been removed from lessons in accordance with the school's Behaviour Policy.
· Maintain a calm, purposeful and highly structured environment that promotes learning and positive behaviour.
· Clearly communicate and consistently uphold the high expectations and standards of the provision, ensuring they are maintained by all staff and students within the setting.
· Ensure appropriate supervision and safeguarding arrangements are in place at all times.
· Coordinate and oversee the school's detention system, ensuring consistent implementation, accurate record-keeping and effective communication with students, staff and parents/carers.

	Student Support and Monitoring

	· Assess the needs of students regularly attending the Alternative Provision and identify any emerging behavioural, pastoral, attendance or SEND concerns.
· Liaise effectively with Heads of Year, Pastoral Leads, Tutors, Class Teachers, the SENDCo and other relevant staff to ensure appropriate support is provided.
· Escalate concerns and seek guidance from the Line Manager where necessary.
· Support students in reflecting on their behaviour and preparing for successful reintegration into mainstream lessons.
· Act as a Deputy Designated Safeguarding Lead (DDSL), supporting the school's safeguarding procedures and contributing to the protection and welfare of students.

	Administration and Record Keeping

	· Ensure all students are accurately booked into the provision and that attendance, behaviour and intervention records are maintained to a high standard.
· Follow and record all procedures relating to student placement within the provision, including communication with parents/carers and staff, in line with the school's Behaviour Policy.
· Monitor and maintain accurate records of Alternative Provision placements, detentions and behaviour interventions to support effective tracking, reporting and intervention planning.
· Monitor and supervise students' use of laptops and online learning platforms, ensuring appropriate engagement, safe use and adherence to school expectations.

	Educational Provision

	· Ensure students are allocated to the most appropriate learning environment within the provision, taking account of individual needs and any agreed SEND adjustments.
· Ensure students are provided with appropriate learning activities for the duration of their placement, including curriculum work appropriate to their key stage and access to reading materials.
· Organise and maintain learning resources from across subject areas to enable the provision to operate effectively and independently where required.
· Support the school's cover arrangements by undertaking lesson supervision in the absence of the Cover Supervisor when required, ensuring a calm and purposeful learning environment is maintained.
· Promote positive attitudes towards learning and encourage students to engage fully with the work provided.

	Behaviour and Reintegration

	· Liaise with the Line Manager regarding students who continue to demonstrate significant levels of defiance or fail to meet the expectations of the provision.
· Coordinate restorative conversations between students and staff, ensuring appropriate spaces are available and the process is completed effectively.
· Coordinate behaviour mentoring interventions for identified students.
· Ensure students are formally signed out of the provision at the conclusion of their sanction period and are appropriately reintegrated into mainstream lessons.
· Communicate any concerns, observations or recommendations arising from a student's placement to the relevant Head of Year and other key staff.

	Wider Responsibilities

	· Support the ongoing development and effectiveness of the school's behaviour systems and Alternative Provision.
· Undertake Form Tutor responsibilities if required.
· Carry out any other duties commensurate with the grade and responsibilities of the post as reasonably directed by the Line Manager or Senior Leadership Team.

	Staff Development

	· Continue to develop professionally in relevant areas, including behaviour management, safeguarding, pastoral support and educational practice.
· Engage actively in the school's Performance Management process.
· Participate fully in whole-school professional learning and development programmes.
· Take part in training and development opportunities that support both individual effectiveness and school improvement priorities.

	Safeguarding

	· Be fully aware of and committed to the responsibility for safeguarding and promoting the welfare of children and young people.
· Adhere to and actively implement the school's Safeguarding and Child Protection Policy and associated procedures.
· Report any safeguarding concerns promptly and appropriately in line with statutory guidance and school procedures.
· Maintain up-to-date safeguarding training and contribute to a culture of vigilance across the school.
· Act as a DDSL.





This job description is intended to outline the main duties and responsibilities of the post. It is not intended to be an exhaustive list and the postholder may be required to undertake other duties commensurate with the grade and nature of the role.

The successful applicant will be required to undertake an Enhanced DBS check with Children's Barred List clearance.

Forest High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.














































Person Specification 

The successful candidate will meet the following person specification. Please note that the listed criteria will form the basis of the selection process. Applicants should address all elements of the Person Specification, demonstrating experience and where appropriate citing supporting examples, within their application.
	Criteria  
	Essential  
	Desirable  
	Assessed by  

	Qualifications & Attainments 

	To have a good standard of education including literacy / numeracy 
	X
	  
	Application  

	GCSE Grade C/4 in English & Maths.
	X
	 
	Application  

	Be willing to participate in CPD 
	X
	 
	Application / Interview 

	Willingness to undertake further relevant study or training 
	 
	X 
	Application / Interview  

	Experience & Knowledge 

	Know and able to apply consistently a range of school policies, particularly those regarding health and safety, equal opportunities, behaviour management, safeguarding SEND AND GDPR 
	X
	  
	Interview / Reference  

	Understanding of young people’s social, emotional and educational needs
	X
	 
	Interview / Application   

	Good organisational and interpersonal skills 
	X
	  
	Application / Interview / Reference 

	Able to manage the behaviour needs of pupils 
	 X
	 
	Application / Reference  

	The ability to plan, review and carry out duties without supervision 
	X
	  
	Interview / Application   

	Experience and/or knowledge of safeguarding young people
	 
	X
	Interview / Application / Ref  

	Experience working in education 
	 
	X
	 Interview / Application / Ref  

	Knowledge & understanding of health and safety, safeguarding, preventing extremism & radicalisation and SMSC  
	 
	X 
	Interview / Application / Ref  

	  Skills & Abilities  

	Professionally confident with written & verbal communication & interpersonal skills  
	X
	  
	Application /Interview / Reference  

	Enthusiastic, optimistic with a sense of humour  
	X
	  
	Interview  

	Positive & practical approach to change & challenge  
	X
	  
	Interview  

	Capacity to innovate, inspire & motivate  
	X
	  
	Interview / Application / Ref  

	Effective organisational & administrative skills  
	X
 
	  
	Interview  

	Good team player, sharing accountability for achievement & success  
	X
	  
	Application / Reference  

	Ability to quickly adapt to change
	X
 
	 
	Interview / Application   

	Experience using IT within an administrative environment
	X
	 
	Interview / Application   

	Commitment to safeguarding policy and procedures
	X
	 
	Interview / Application   

	Efficient, accurate, excellent attention to detail
	X
	 
	Interview / Application   

	Essential Attributes 

	Initiative: Demonstrating the willingness & ability to use initiative – whether that means deciding on necessary action & following it through - or suggesting ways to work in a better way.   
	X
	  
	Application / Interview  

	Interpersonal Skills: The ability to communicate & interact with other people in a way that promotes cooperative relationships  
	X
	  
	Application / Interview  

	Teamwork: The willingness and ability to collaborate & work closely with colleagues in a mutually supportive manner   
	X
	  
	Application / Interview  
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