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COLLEGE VALUES

The post holder will subscribe to and model the ideal that we want all members of our College community to value: every single person in our college community through; mutual respect; courtesy; empathy; integrity; and taking individual responsibility;

JOB DESCRIPTION
Post:



Seclusion Manager
Scale:



Grade F
Location:


Denton Community College

Responsible To:

Deputy Headteacher and Assistant Headteacher 
Weekly Hours:

35 hours per week 

08:30-16:00
Weeks Per Annum:

Fixed Term, Term Time Only
MAIN AREA OF RESPONSIBILITY:

· To coordinate and manage the Seclusion unit provision which is an alternative to exclusions from College with a focus on behaviour modification. 
· To act upon referrals from SLT and Heads of Year and decide upon appropriate behaviour strategies and programmes, establishing positive working relationships with students and their 
parents in seclusion. 
MAIN DUTIES
· To coordinate and manage Seclusion on a daily basis.

· Managing and working to modify the behaviour of students whose behaviour is persistently challenging or have been involved in an incident which would warrant exclusion from school.  

· Liaising with subject teachers to ensure consistency of approach for students whilst working in Seclusion as well as organising appropriate work. 

· Establishing and maintaining effective working relationships with various outside agencies and stakeholders.

· Be responsible with the Assistant head teacher for monitoring and evaluation of Seclusion. 
· Liaise with Assistant head teacher responsible for behaviour, Heads of Year, Learning Mentors, Child Protection Lead and Senco as appropriate.

· To coordinate and manage monitoring systems and procedures, to evaluate impact and inform SEF.  

· Support with behaviour issues across school as and when required.

· Assist the Deputy Headteacher, the Head of Years and Assistant Head of Years with behaviour/ attendance with administrative tasks as required

· Provide data and written reports as requested and undertake other general admin tasks such as display work and letters etc.

· To ensure contacts are established and maintained with the family or carers to promote active and continued involvement and to facilitate opportunities to work with school.

· To carry out such duties which reasonably correspond with the general character of the post and are commensurate with its level of responsibility.
Additional Duties:

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

Other Specific Duties:

· To promote actively the college’s corporate policies. 

· To continue personal development as agreed.

· To actively engage in the staff review and development process.

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

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The college will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.

DIMENSIONS:

Supervisory Responsibility:
The job may involve the demonstration of duties to support and train new employees or trainees.

Financial Responsibility:
Responsibility for basic financial record keeping, including accounting for and processing invoices, income and monies.
Resource Responsibility:     
Limited responsibility for ordering and stock control of school supplies and stocks.

Physical Effort: 
Primarily office based with some requirement for standing, walking, lifting and carrying.
Working Environment: 
Limited exposure to unpleasant or hazardous situations.       


PERSON SPECIFICATION

Seclusion Manager

Personal requirements of a successful postholder - 

Education/Qualifications/Membership of Professional Institutions 

GCSE or equivalent including Mathematics and English at grade C or above
E

GCE Advanced Level or equivalent qualification

        


D

Degree or equivalent







D

Experience


Experience of dealing with a variety of people




E

      Experience of communicating orally and in writing



E

      Experience of working in an educational setting   



D


Experience of working with students with challenging behaviour

D
Track record (at least 12 months) of supporting young people to achieve         E                

their potential

Key Skills


Good communication skills



                             
E


Good administrative skills



                                            
E


Good behaviour management skills





D

      Ability to relate to students, teachers, parents and other professionals

E

      Ability to work as part of a team
   





E

      Ability to manage time effectively, prioritise and be well organised

E

      Ability to develop systems to improve efficiency

               

D

      Skills using ICT








D

      Attention to detail








E

      Confidence and good interpersonal and networking skills


E


Enthusiasm








E


Initiative and self motivation






E


Flexibility and creativity







E


Stamina and capacity for hard work





E


Ability to be reflective and self critical





E

Key Knowledge

Understanding of/familiarity with education and schools



D

An understanding of educational issues





E

A belief that everyone can benefit from and has entitlement to high quality 

educational opportunities







E

A personal commitment to lifelong learning and continuous professional 

development








E

Commitment to high standards, best value and continuous improvement
E

A can do approach and positive attitude to innovation and change

E

For information

Category (E) – ESSENTIAL - without which the candidate would be unable to carry out the duties of the post

Category (D) – DESIRABLE FEATURES which would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience etc.

