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	Post Title:
	Reset Room Supervisor

	
	

	Purpose:
	· To administer and supervise the internal exclusion of students in the Reset 
Room and co-ordinate students completing work to the best of their ability which 
mirrors their classroom work. 

· To provide administrative support to the whole school behaviour policy. 

· To complement the professional work of teachers by taking responsibility for implementing the school’s behaviour policy and restoratively improving the 
behaviour of identified students where this is a barrier to their academic 
success. 

	
	

	Reporting to:
	Vice Principal (Pastoral)

	
	

	Responsible for:
	-

	
	

	Liaising with:
	Leadership Team, Teachers, Support Staff, Students, Parents/Carers

	
	

	Working time:
	37 hours per week

39 working weeks per annum (term time + training day and twilights)

44.6 paid weeks per annum

	
	

	Salary/Grade:
	F (£11.22 - £12.22 per hour)
£21,645 - £23,575 gross per annum

£18,515 - £20,165 pro-rata per annum (reduced for term time working)

	
	

	Disclosure level:
	Enhanced

	
	


MAIN (CORE) DUTIES

	Operational/

Strategic Planning/ Pastoral:
	· To ensure a calm, positive and focused learning environment in the reset room. 
· To maintain a professional and tidy environment in the reset room. 

· To maintain the highest expectations of students when they are in the reset room. 

· To facilitate students working to the best of their ability in the reset room, 
providing students with work that mirrors the classroom work/subject curricula. 

· To maintain appropriate standards of behaviour in the room in accordance 
with the school policy. 

· Understand what reasonable adjustments need to be made in regards 
to SEND students without compromising high expectations. 

· To generate weekly and fortnightly reports that are routinely sent to key 
staff. 
· To provide half termly statistical reports and analysis on internal 

exclusion referrals.

· To send out administrative messages that may be required eg. detention 
reminders, personal text messages, teacher updates etc. 

· To manage the detentions system and ensure detention slips have been handed to students in advanced.

· To manage and distribute Merit reward badges

· To carry out restorative and reflective practices that support students to improve their behaviour, and build positive relationships with other students and staff. 
· To complete exit interviews with students, complete the appropriate records and communicate with staff.

· To maintain appropriate records of discussions with students, reporting to the relevant staff.

· To challenge and motivate students to promote and reinforce high levels of self-esteem. 13. 
· To attend whole staff meetings and pastoral meetings to remain fully aware of the teaching and learning programmes and behaviour management strategies relevant to the College, and to make positive contributions to their development.
· To actively track and monitor behaviour data and trends, supporting the Behaviour Lead in identifying the need for additional targeted intervention. 

	
	

	Staffing

Staff Development:

Recruitment/

Deployment of Staff:
	· To take part in the College’s staff development programme by participating in arrangements for further training and professional development.

· To engage actively in the Performance Management Review process.

· To work as a member of a designated team and to contribute positively to effective working relations within the College.

	
	

	Quality Assurance:
	· To help implement College quality procedures and to adhere to those.

· To seek/implement modification and improvement where required.

· To review from time to time methods of teaching and programmes of work.

· To take part as may be required, in the review, development and management of activities relating to the curriculum, organisation and pastoral functions of the College.

	
	

	Management Information:
	· To maintain appropriate records and to provide relevant accurate and up-to-date information for SIMs, registers, etc.

· To complete the relevant documentation to assist in the tracking of students.

· To track student progress and use information to inform teaching and learning.

	
	

	Communications:
	· To communicate effectively with the parents of students as appropriate.

· Where appropriate, to communicate and co-operate with persons or bodies outside the College.

· To follow agreed policies for communications in the College.

	
	

	Marketing and Liaison:
	· To take part in marketing and liaison activities such as Open Evenings, Parents’ Information Evenings and liaison events with partner schools.

· To contribute to the development of effective subject links with external agencies.

	
	

	Management of Resources:
	· To contribute to the process of ordering and allocation of equipment and materials.

· To co-operate with other staff to ensure a sharing and effective use of resources to the benefit of the College, Department and students.


OTHER SPECIFIC DUTIES

	· To play a full part in the life of the College community, to support its distinctive mission and ethos and to encourage staff and students to follow this example.

· To support the College in meeting its legal requirements for Worship.

· To actively promote the College’s corporate policies.

· To continue personal development as agreed.

· To comply with the College’s Health and Safety Policy and undertake Risk Assessments as appropriate.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.




PERSON SPECIFICATION

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Education and

Training
	Attainment of GCSE Grade C or above in Maths and English (or able to demonstrate equivalent numeracy and literacy skills to a Level 2 standard of education)

Relevant ICT skills


	Student Behaviour Management training

Parent Support Advisor training

TIS Practitioner training

Knowledge of SIMs/Classcharts


	Application Form / Interview

	Experience 


	Experience of working with students of the relevant age in a learning environment

Experience of engaging with families and supporting parents/carers
	Working with small groups on learning objectives

Constantly improve own self practice/knowledge through self-evaluation and learning from others

Experience of organising programmes for young people


	Application Form / Interview

	Specialist Knowledge and Skills
	Displays commitment to the protection and safeguarding of children and young people, awareness of current national legislation for safeguarding

A knowledge and understanding of the needs and issues concerning young people

A knowledge and understanding of the available range of support services/providers

Practical skills relating to planning and utilising individual learning programmes

Excellent listening and communication skills, with the ability to build relationships with students, staff and parents/carers

Understanding of principles of child development and learning processes and in particular barriers to learning

Ability to maintain accurate records and present information when required


	Have a knowledge and understanding of a Secondary school environment

Awareness of the SEND Code of Practice and guidance on meeting SEND

Basic counselling skills


	Application Form / Interview

	Personal Qualities


	Self-motivated and able to work constructively as part of a team as well as individually

Ability to relate well to young people and adults

Effective time management skills, with a methodical approach to work and ability to work to deadlines

Be able to multi-task and to complete set tasks to ensure a consistent and effective environment.


	Able to work without close supervision

To communicate and manage conversations effectively providing a clear narrative and justification.
	Application Form / Interview

	Any Additional Factors


	Self-motivated.

Enjoys working with children/young people.

Ability to work on own initiative and as part of a team.

Displays an awareness, understanding and commitment to the protection and safeguarding of children and young people.
	
	Interview.


	Values and Beliefs
	The qualities and skills of individuals are underpinned by their values and beliefs.  So as our starting point, we are looking for someone who believes in the same things we do and has similar values.  These are:



	
	· Sets high professional standards

· A team player

· Sets the highest expectations of attitude and behaviour

· Aspirational and ambitious for all

· Learning-focussed

· Outward-looking: believing in partnerships and willing to contribute to networks

· Seeking technology based solutions which will change practice

· Forward thinking

· Positive about innovation and creative approaches

· Committed to praise and celebration of success

· Open and communication-focussed

· Passionate about staff and student potential

· Honest and trustworthy, displaying integrity

· People-centred: caring and supportive of individuals

· Demonstrates conviction about the transformational power of education

· Strives of justice and fairness

· Willing to listen and be persuaded by rational argument and evidence

· Striving for perfection yet tolerant of unavoidable mistakes

· Encouraging of risk taking

· Relationship focussed

· Accepting of student opinion and using their views to inform practice


Statement of Safeguarding

This role gives the postholder access to children and young people.  Bodmin College has a statutory obligation to check with the Disclosure and Barring Service (DBS) in order that any criminal background including unprotected, spent convictions, bind-over orders or caution is disclosed to the Governing Body.  

Only those who have been checked can be employed by Bodmin College.   In the event of a successful interview you will be asked to complete a DBS application.

The successful applicant will be offered the post subject to the receipt of a satisfactory DBS check, health declaration, references and other pre-appointment checks required of the post.
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