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JOB DESCRIPTION
	Employment Details

	Job Title
	Program Manager

	Reports to
	Vicky Stevens

	Salary Band
	WHFNJC N Grade



Safeguarding Commitment:
The White Horse Federation is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. We therefore expect all staff and volunteers to work to and within school policies and procedures, including safeguarding, child protection and health and safety.
This post is subject to satisfactory references which will be requested prior to interview, an enhanced Disclosure and Barring Service (DBS) check, medical clearance, evidence of qualifications and verification of the right to work in the UK.
	Purpose of the Role

	The Programme Manager is responsible for the proactive and effective planning, execution, and administration of the Initial Teacher Education programme for Whitehorse Federation, as well as supporting the management and delivery of our ECF and NPQ programmes.  We are an Associate College of The National Institute of Teaching (NIoT) and work with them to deliver our provision.  The National Institute has an unswerving commitment to high quality, evidence-informed teacher education, and is on a mission to improve the quality of teacher and leader development across the system.  




	Responsibilities

	
Ensure high quality programme management principles are embedded in all aspects of The Whitehorse Federation’s delivery that are delegated to them by the Teaching School Lead and senior colleagues.
  
· Manage the Initial Teacher Education (ITE) onboarding process, ensuring all trainee teachers receive an excellent first impression and transition smoothly from recruitment onto the programme. 
· Manage the programme management of the Early Career Framework (ECF) across The White Horse Federation, ensuring high‑quality delivery, effective communication with stakeholders, and strong alignment with national expectations. 
· Programme management of the National Professional Qualifications (NPQs) delivered through the Associate College, working collaboratively with NIoT colleagues to ensure consistency, compliance, and an excellent participant experience. 
· Manage the administration of recruitment, onboarding and retention of participants across all Associate College programmes (ITE, ECF, NPQ), ensuring high levels of engagement, clear communication and robust programme support throughout the learning journey. 
· Maintain accurate and compliant records, ensuring all documentation meets contractual, regulatory and quality‑assurance requirements. 
· Ensure consistently effective communication with trainees, mentors, facilitators and programme members across all pathways guided by Teaching School Lead and Tutors. 
· Coordinate venues, resources, facilitators, coaches and placement schools to deliver a high‑quality, well‑organised programme experience in conjunction with Teaching School Lead and Tutors. 
· Ensure the administration of digital platforms, to support a seamless digital experience for programme members, optimising the use of platforms, systems and online learning tools. (Training is provided for these platforms) 
· Support the production of reports on recruitment, progress, attrition and programme outcomes for the DfE, governance boards and senior leaders. 
· Support the preparation and administration of interim and final trainee reviews, including recommendations for QTS and Academic Board processes. 
· Collaborate closely with the NIoT to support the Teaching School lead delivery of national programme elements, ensuring alignment and high‑quality local implementation. 
· Build strong, positive working relationships with NIoT colleagues, contributing to consistent national delivery and sharing of excellent local practice. 
· Represent the Trust and National Institute of Teaching professionally at events, meetings and stakeholder engagements 
· Adhere to safeguarding, health and safety, security and reporting procedures, promoting a safe and compliant environment for all participants. 
· Be the outward facing point of contact for all aspects of the Associate College. 




	Safe Working Practices with Children

	It is the responsibility of each employee to carry out their duties in line with The White Horse Federation’s ethos and culture of safe working practices for adults working with children and be sensitive and caring to the needs of the disadvantaged, promoting a positive approach to a harmonious working environment. Each employee should act as an exemplar on these issues and must, where appropriate, identify and monitor training for themselves and any employees they are responsible for.



	General Data Protection Regulations 

	The post holder is required to comply with GDPR regulations and to maintain awareness of Trust policies and procedures in this area. Attention is specifically drawn to the need for confidentiality in handling personal data and the implications of unauthorised disclosure.



	Equality and Diversity

	There is a requirement for the post holder to promote the equality and diversity agenda within their own role and areas of responsibility and across the department. In fulfilling the requirements set out in this job description, the post holder will apply The White Horse Federation’s commitment to equality by treating all employees fairly and without discrimination.


This job description sets out the duties of the post at the time when it was drawn up. Such duties may vary from time to time without changing the general character of the duties or level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the post. The job description will be reviewed regularly to ensure that it relates to the role being performed and to incorporate reasonable changes that have occurred over time or are being processed. Any review will be carried out in consultation with the post holder before any changes are implemented.
	Developed by:
	


	Issue Date:
	

	Post Holder signature:
	


	Signature Date:
	





PERSON SPECIFICATION 
	Qualifications and Training

	Essential 
	Desirable

	
· A commitment to the aims of Whitehorse Federation and the National Institute of Teaching  
· Strong track record of delivering against tight timelines.  
· Exceptional interpersonal and written communication skills.  
· Excellent organisational skills and attention to detail.  
· The ability to quality-assure programme experience across multiple programmes.  
· A commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults.  
· 
	
· Qualified Teacher Status  
· A good understanding of ITE, ECF and/or NPQs  
· Previous work experience in Microsoft Teams and Dynamics  
· A degree and/or professional qualification relevant to the post and/or equivalent learning through professional experience  
· Experience of compliance, in relation to teacher training and trainee onboarding/recruitment  


	Skills and Experience

	Essential
	Desirable

	· 
	· 

	Specialist Knowledge

	Essential
	Desirable

	


	

	Personal Traits

	The successful candidate will:

	· Appreciate the differences between people regardless of ability or background and treat peoples’ values, beliefs, cultures and lifestyles with respect and dignity at all times.
· Understand the boundaries of appropriate behavior when working with children and young people and always act in a way that respects these boundaries.
· Understand the principles of confidentiality and adhere to them in respect to the information available within the workplace.
· Have values that align with the ethos and culture of The White Horse Federation.
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