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Message from the Headteacher

I am very proud to be the Headteacher of The Birley Academy and 

feel honoured and privileged to work with our pupils, parents, 

carers, colleagues and community to be part of the team who are 

making The Birley Academy a brilliant place to learn and work. 

I am passionate about working with our staff in school and with 

colleagues across L.E.A.D. Academy Trust to ensure that the 

education we provide our pupils is of the highest quality, studying 

a broad range of subjects complemented by a clear personal 

development and wider curriculum offers. 

Victoria Hall, Headteacher 

About The Birley Academy 

The Birley Academy is a popular secondary academy in the southeast of Sheffield. We have a modern 

building set on a pleasant campus with excellent facilities.  

We believe that our students are entitled to nothing but the best and are fully committed to transforming 

the school into an exceptional place to learn.   

We can offer you students who are keen to become their best selves; student who will make you remember 

why working in a school is so special; staff who are hardworking and who want the best for our school; a 

leadership team who are passionate and dedicated to making The Birley Academy brilliant and a supportive 

and aspirational Trust.  

Our vision is simple: to ensure that we constantly challenge ourselves and our students to aspire to our very 

best, enjoying learning and being active members of the learning community. As part of the L.E.A.D. 

Academy Trust, we work with all stakeholders including parents, local businesses, community leaders and 

our partner primaries to represent and best meet the needs of our students.  





“Leaders are 
dedicated to 

ensuring pupils 

are safe and 

well cared for.” 

Ofsted report, 

March 2023



How to apply 

Please send a completed application form and covering letter explaining your interest in the role and how 

you meet the person specification to: hr@birleysecondaryacademy.co.uk 

CLOSING DATE: 25th October 9am

INTERVIEWS:  We expect interviews to take place week beginning 4th of November

Applications will be reviewed upon receipt, therefore shortlisted candidates may be contacted in advance 

of the closing date. 

L.E.A.D. Academy Trust is committed to safeguarding and promoting the welfare of children and young

people and we can expect all staff and volunteers to share this commitment. This post is subject to an

enhanced DBS check.

For an informal, confidential discussion about this opportunity, please 

email: hr@leadacademytrust.co.uk

mailto:hr@birleysecondaryacademy.co.uk
mailto:hr@birleysecondaryacademy.co.uk


Job description 

Key responsibilities and accountabilities 

Referral Room Manager 

Salary: NJC 19-24 (41 weeks per year, 37 hours per week) 

Line Manager: Assistant Headteacher 

To start:  As soon as possible 

Under the direction of the Senior Leadership Team, this role will be accountable for the leadership and 

management of the Referral Centre. This role will contribute to the provision of an effective environment 

for teaching and learning by securing the highest standards of behaviour from pupils in the Academy by: 

• Supporting implementation of the Behaviour Policy

• Leading and managing the Referral Centre

• Supporting improvements in pupil punctuality, attendance and behaviour

• Reducing disruption

• Raising pupil ambition, achievement and progress.

Key responsibilities  

The Referral Centre Manager will ensure: 

• Pupils work in silence for the duration of their time in the Referral Centre.

• Pupils comply with the Referral Centre curriculum so that no learning time is lost.

• That the entrance and exit of pupils to the Referral Centre is well-managed with a clear rationale

recorded for their referral including potential next steps (re-integration back into lessons, exclusion,

screening for unmet need, referral to the internal alternative provision, etc).

• Work produced by pupils is of a high quality.

• The writing of a Personal Support Plan (PSP) meets the needs of a pupil with repeat referrals to the

Referral Centre.

• Staff complete a restorative justice conversation with the referred pupil before their return to class

to avoid future referrals.



Effective systems are in place to stop repeat referrals to the Referral Centre 

• Pupils who are in the Referral Centre for a second day are escorted from the line-up in the playground

at the start of each day and/or met when they arrive on site.

• Pupils are escorted off-site in an orderly manner at the end of the school day.

• Pupils receive supervised breaks and lunch.

• There is strong communication with parents/carers and staff to avoid future referrals.

• A daily update of referrals is provided to the Senior Leadership Team (SLT) detailing individual pupil

behaviours.

• A weekly update of referrals is provided for review and analysis at SLT meetings.

• Staff receive weekly feedback around the reasons for referrals and strategies to address emerging

patterns.

• Systems for registering the pupils, informing parents/carers and ensuring all the administration

including the tracking, assessments and logs are completed in a timely manner.

• The curriculum leaders (CLs) contribute to the development of the Referral Centre curriculum for

pupils, including blended learning.

• Effective communication with the staff on duty supports the operational management of the Referral

Centre.

Relationships and Partnerships 

• Develop strong relationships and effective working arrangements with Trust and school staff.

• Work with individual staff who require support with behaviour management.

• Establish effective partnerships with other relevant professional organisations.

• Respond to staff, student, parents and other stakeholder queries in a timely and professional

manner.

Accountability 

• Be accountable for behaviour and outcomes for pupils during their time in the Referral Centre.

• Report findings of the Referral Centre on a regular basis and as required to the Senior Leadership Team.

Other Responsibilities 

• Champion the Trust’s principles of ‘Lead’, ‘Empower’, ‘Achieve’ and ‘Drive’.
• Contribute to the wider life of the Trust and the L.E.A.D. community.

• Comply with policies relating to safeguarding and child protection, health and safety, confidentiality, and

data protection, reporting all concerns to a nominated person.

• Work within school policies and procedures.

• Contribute to the provision of an effective environment for learning.



• Participate in appraisal, training and professional development opportunities as required to fulfil the

role.

• Support the promotion of positive relationships for parents and outside agencies.

• To act as a First Aider.

• Fire Marshall duties in the case of fire and/or emergency evacuation where applicable.

• Undertake other duties consistent with the scope of the post and within the competence of the post

holder as required, in accordance with the Academy’s aims and objectives.
• Carry out any such duties as may be reasonably required by the Trust.

Records Management 

• All staff who create, receive, and use records in the course of their job are responsible for ensuring that

records are managed appropriately. It is therefore likely that this post-holder will have responsibility for

record-keeping as part of the role.  Employees are required to be conversant with the Trust’s policies and
procedures on records management.

• As job descriptions cannot be exhaustive, the post-holder may be required to undertake other duties

which are broadly in line with above key responsibilities.

• The Trust is committed to safeguarding and promoting the welfare of children and young people and

expects all staff and volunteers to share this commitment and individually take responsibility for doing

so.

This job description is current at the date shown, but in consultation with you may be changed to reflect or 

anticipate changes in the job, commensurate with the grade and job title. This includes changes to any 

relevant national standards and other requirements of the professional role.  

As job descriptions cannot be exhaustive, the post-holder may be required to undertake other duties which 

are broadly in line with above key responsibilities. Job descriptions are reviewed periodically and update 

from time to time in line with requirements. 

The Trust is committed to safeguarding and promoting the welfare of children and young people and expects 

all staff and volunteers to share this commitment and individually take responsibility for doing so. 

At L.E.A.D we have a strong vision and four core principles, to lead, empower, achieve and drive, which you 

will be expected to demonstrate in your working practices. 



Person specification 

The person specification listed below outlines the competences, knowledge and behaviour of candidates 

who would be suitable for this role. The two right-hand columns provide guidance as to whether these 

items are essential (E) or desirable (D) criteria. 

Essential/ 

Desirable 

QUALIFICATIONS 

5 A*- Cs or 9 - 5 grades at GCSE including English and Maths. E 

Level 3 qualification (NVQ Level 3 or A Level) E 

A degree qualification or equivalent D 

Evidence of Continuous Professional Development in behaviour management training. D 

EXPERIENCE 

Proven track record of securing a successful and positive culture. E 

Outstanding behaviour management practitioner E 

Experience of leading behaviour. E 

Experience of undertaking school behaviour management audits D 

Coaching and mentoring colleagues D 

Able to demonstrate substantial and successful experience of inclusive practice E 

Proven experience of effective collaborative working and stakeholder engagement E 

Effective use of ICT packages, especially Word, Excel, Outlook and Microsoft Access, as well 

as Explorer and databases.   
E 

Effective use of e-mail systems/online platforms.  E 

Experience of SIMS computerised systems.  D 

Experience of gathering and analysis of information. D 

ABILITIES, KNOWLEDGE AND SKILLS 

Up to date knowledge in behaviour management including national policy, behaviour 

management strategies, inspection findings and statutory requirements 
E 

Knowledge and understanding of key partnerships and processes that meet the needs of 

children and young people 
D 

A profound understanding of the elements which comprise effective behaviour 

management 
E 

Strong interpersonal and communication skills E 

Well-developed coaching and mentoring skills D 

The ability to embrace, adopt and put in to practice the school’s approach to behaviour 
management 

E 

The ability to develop, maintain and nurture positive professional relationships and work 

effectively with staff of varying experience 
E 



Ability to work effectively and sensitively with a range of groups and individuals. E 

PERSONAL ATTRIBUTES 

Commitment to working flexibly before and after school hours as required. E 

An inspiring leader with personal drive and tenacity to motivate, empower and support 

individuals 
E 

Confident and willing to challenge traditional assumptions E 

Energetic, enthusiastic and resilient, along with being action and solution focussed E 

Highly organised, literate and articulate. E 

Politically sensitive in the complex environment of safeguarding E 

Committed to self-development and the development of others E 

Highly resilient and determined in the face of challenges E 

A passionate belief in the school’s mission statement. E 

Highest levels of professional and personal integrity. E 

Personal resilience, persistence and perseverance. E 

A strong belief in the value of education in developing citizens. E 

A strong commitment to the Trust value of ‘Lead’. E 

A strong commitment to the Trust value of ‘Empower’. E 

A strong commitment to the Trust value of ‘Achieve’. E 

A strong commitment to the Trust value of ‘Drive’. E 

Commitment to support L.E.A.D. Academy Trusts agenda for safeguarding and equality and 

diversity.   
E 



Email address:  

hr@leadacademytrust.co.uk 

Phone number: 

01142 392531 


