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	Job Title:
	Student Support Manager 
	Salary:  
£28,522 
	Scale 6, Point 
18 
	Work Schedule:
	37 Hours, Term Time + 5 PD Days

	Location of Role:
	Hadley Learning Community

	Trust Mission and Vision

	Mission Statement: Providing a formidable education, within the classroom and beyond, to inspire the next generation of global citizens 

	Vision: Developing compassionate, resilient and inspirational young people who can thrive within an ever-changing global community.

	Role Specific Information

	Main purpose of role
	To assist the Leadership Team, teachers and support staff in providing a safe, orderly and secure environment for students and staff. The Student Support Manager will provide pastoral support, promote positive behaviour, improve attendance and punctuality, work closely with parents and external agencies, and support students in overcoming barriers to learning so they can achieve their full potential.


	Duties and Responsibilities
	Student Support and Pastoral Care
· Mentor, support and encourage students in their academic learning and personal development.
· Support positive behaviour and promote high standards of conduct.
· Meet and greet students and parents to ensure a smooth start to the school day.
· Support transition arrangements for new students and those joining from other schools.
· Ensure smooth induction arrangements for all new students.
· Act as a key point of contact for parents regarding behaviour, attendance and student welfare.
Attendance and Behaviour
· Monitor attendance and punctuality in liaison with Form Tutors, Attendance Officer, EWO and parents.
· Provide first response to incidents of student behaviour causing concern.
· Investigate incidents, gather statements and maintain appropriate records.
· Support the administration and implementation of rewards and sanctions systems.
· Monitor and enforce standards of school uniform.
· Support behaviour meetings and complete follow-up actions.
· Take breaktime, lunchtime and after-school detentions as required.
Safeguarding and Inclusion
· Support the Lead DSL in ensuring students remain safe at all times.
· Assist with safeguarding and child protection processes.
· Deal with students, staff and parents with sensitivity and confidentiality.
· Manage the Inclusion Unit when timetabled.
· Maintain accurate student records and update systems appropriately.
Working with Parents and External Agencies
· Liaise with external agencies and attend meetings as required.
· Prepare reports and supporting documentation.
· Build positive relationships with families to support student engagement and progress.
Personal Development and Careers
· Support Project: Hadley activities and student personal development programmes.
· Assist Future Focus activities to reduce the number of students becoming NEET.
· Support the organisation and monitoring of work experience placements.
· Complete Year 11 references when requested.
General Duties
· Organise year group events and activities.
· Support Parents' Evenings and school events.
· Assist with educational visits and trips.
· Organise school photographs in liaison with external providers.
· Be a confident user of ICT.
· Undertake training and professional development as required.
· Administer first aid and medication following appropriate training.
· Undertake any other reasonable duties commensurate with the grade and responsibilities of the post.


	Other supervisor responsibilities
	To work collaboratively with Form Tutors, teaching staff, pastoral teams, senior leaders and external agencies to improve attendance, behaviour, safeguarding and student outcomes. The postholder will be expected to exercise initiative, maintain confidentiality and contribute positively to the ethos and values of Hadley Learning Community. 
The postholder will comply with all safeguarding, health and safety, confidentiality and data protection requirements and undertake any other duties commensurate with the grade of the post.
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	This job description may be reviewed as part of the appraisal process and may be subject to amendment or modification after consultation with the post holder

It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the Academy in relation to the post holders' professional responsibilities and duties, including the provision of high-quality teaching and learning across the Academy and the pastoral care of the pupils in their charge.

Elements of this job description and changes to it may be negotiated at the request of the principal or the Learning Community Trust or the incumbent of the post.



The Learning Community Trust is committed to safeguarding and promoting the welfare of children and young people. All post holders are subject to an enhanced DBS check (including a check on the children’s barred list) and an online search for the successful applicant. References will be checked following the Learning Community Trust recruitment and selection process.   
In line with the Statutory Guidance Keeping Children Safe in Education an online check will be undertaken for all shortlisted candidates prior to the interview. 
  
We are committed to equality and diversity and follow the Safer Recruitment practices as set out in the Statutory Guidance - Keeping Children Safe in Education.    
   
For more information regarding our school’s commitment to safeguarding, please see our Child Protection & Safeguarding Policy.  Child Protection and Safeguarding Policy | HLC Secondary
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	Essential 
	· Experience of working with children or young people. 
· Excellent communication and interpersonal skills. 
· Ability to build positive relationships whilst maintaining professional boundaries. 
· Experience of managing challenging behaviour. 
· Ability to work effectively with parents, carers and external agencies. 
· Strong organisational and record-keeping skills. 
· Ability to work under pressure and prioritise workloads. 
· Good ICT skills including Microsoft Office applications. 
· Commitment to safeguarding and promoting the welfare of children.
· 

	Desirable
	· Experience working in a secondary school pastoral role. 
· Knowledge of attendance and behaviour systems. 
· Experience of supporting students with additional needs. 
· First Aid qualification. 
· Knowledge of safeguarding legislation and guidance. 
· Experience of multi-agency working.
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