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   DESCRIPTION

   Job Title: 
Student Guidance Manager

    
    Location:           Humberston Academy

	Job Purpose:
	To support the attainment, behaviour and pastoral/safeguarding care of students within a year group/s. To lead by example, promoting our warm, strict approach and upholding our high expectations with consistency. To support, nurture and develop our students through effective communication with relevant members of staff.

	
	

	Background: 

	The David Ross Education Trust (DRET) is a network of academies with a geographical focus on Northamptonshire, Leicestershire, Lincolnshire, Yorkshire/Humberside and London.  

Our aim is to be the country’s leading academy chain, committed to delivering the highest educational standards alongside an unrivalled package of sporting and cultural enrichment.

	
	

	Reporting To:
	Assistant Principal (Personal Development and Wellbeing)

	
	



David Ross Education Trust | Charnwood College| Thorpe Hill | Loughborough | Leicestershire | LE11 4SQ
KEY RESPONSIBILITIES 

MAIN RESPONSIBILITIES
· To uphold our high expectations and embed the behaviour policy with consistency (warm: strict).
· To demonstrate a relational and trauma-informed approach to all students.
· Monitor student attendance, attainment, behaviour and welfare, implementing necessary interventions when appropriate.
· Monitor and support daily report students and liaise with parents/carers regularly to rectify behaviour.
· Attend line management, pastoral and safeguarding briefings every week.
· To be a part of the wider safeguarding team and to support/attend pastoral/ safeguarding meetings and interventions.
· To know the 4 types of abuse and be able to spot early signs and symptoms.
· Effective communication with professionals within the academy such as: tutors, subject departments, SLT, DSL/DDSLs, SEND team and attendance.
· To work closely with students, teachers and parents/carers and other support staff as well as outside agencies to ensure that students flourish within the Academy environment and thereby achieve their potential;
· To work with individual students, using a range of strategies, to ensure that they achieve personal goals;
· To attend year group parent evenings and other relevant events.
· To assist with the development and implementation of appropriate behaviour and pastoral strategies.
· To promote the inclusion and acceptance of all students, and support Team Humberston to achieve/ renew the Rainbow Flag Award.
· To advise and signpost wellbeing support to students, and make referrals to external agencies as required (e.g. Compass Go, YMM, School Nurse, Integrated Front Door, Neuro Pathway).
· To participate in the induction of students, both at the start of the year and in-year as necessary;
· To support supervision within the Internal Exclusion unit, ensuring students are upholding high expectations. 
· To conduct restorative practice with students as required.
· To support the admissions process and primary-secondary transition, and liaise with the SLT member responsible.
· To be associated with one/two year groups and offer support and guidance to these students as necessary. 
· To promote and support our rewards system.
· To respond to staff requests for behavioural support in lessons, advising on strategies, providing in-class observation, removing students and supervising them as appropriate;
· To evaluate progress with individuals/groups of students against agreed targets on a regular basis;
· To keep accurate and timely records on Bromcom and Safeguard, ensuring the appropriate interventions are implemented to ensure the student has the best possible support.
· To contact parents/carers regularly by telephone/meetings to discuss specific issues; and to keep accurate records of agreed outcomes
· To be aware of and comply with policies and procedures on: behaviour, wellbeing, safeguarding, health and safety, confidentiality, data protection.

CREATIVITY AND INNOVATION
Because every child has different needs, unexpected demands are almost a daily occurrence.  The post-holder will be required to deal with new situations on a regular basis and to show initiative.  The degree of difficulty is likely to vary according to the particular set of circumstances.
Under normal circumstances, guidance and support are available from Student Services staff, Heads of Year and/or members of the Senior Leadership Team.  There will also be opportunities for CPD and dissemination.

WORK ENVIRONMENT
Work Demands – The post-holder will normally work within an agreed routine which may be varied dependent upon the needs/behaviour of students. Time management and being able to prioritise are key elements of this post.  The co-ordination of support for targeted students requires consultation and negotiation with a range of staff, service providers and students. There is a need to be vigilant and responsive to students’ needs, often at very short notice.
PHYSICAL DEMANDS – Normal physical demands of an office/classroom based post.  The role may involve travel locally to meetings or to conduct home visits (occasionally).
WORKING CONDITIONS – The post-holder will work within the Academy environment and have access to a computer. 
WORK CONTEXT – Normal office/classroom context within an Academy environment.  Some external visits to meetings/homes may be required, dealing with students and parents.

COMMUNICATION AND RELATIONSHIPS
· Communicate with parents and carers over pupils' progress and participate in parent workshops, and other whole school events. 
· Develop and maintain positive relationships with their staff and parent/carers. 


PROFESSIONAL DEVELOPMENT 
· Participate in regular in-service training (INSET), twilights, weekly CPD sessions and personalised continued professional development.
· Undertake critical self-evaluation and participate in CPD designed to enhance the quality of teaching or other working practices. 

SAFEGUARDING 
· To do all that you should to ensure that you safeguard and promote the welfare of students in the Academy.
KNOWLEDGE AND SKILLS 
KNOWLEDGE, SKILLS AND UNDERSTANDING 
ESSENTIAL: 
· Enthusiastic, hardworking and dedicated
· A genuine passion for supporting young people
· Promoting and embedding a consistent approach in relation to the behaviour policy.
· Understanding where to signpost students in relation to their wellbeing.
· The ability to adapt to new situations as they arise.
· The ability to form strong working relationships with students and adults.
· The ability to interpret student progress data.
· Knowledge of safeguarding procedures.
· Understanding of effective assessment and target setting procedures
· Competent in the use of ICT
· Team working skills
· Effective and adaptable communication and interpersonal skills
· Motivation and leadership skills
· Ability to promote and develop a vision for high quality education promoting inclusion, equality and diversity
· A determination to progress school improvement
· A desire to allow each child he opportunity to fulﬁl their potential, both academically and on a personal level.
· Commitment to equality of opportunity and raising achievement for all.
· Leading by example. 

DESIRABLE: 
· Experience of implementing strategies to promote social inclusion, personal and social development.
· Experience of working with children from a variety of backgrounds and/ or vulnerable groups of pupils.
· Experience of challenging under performance.
· Understanding of Health and Safety issues.

ESSENTIAL EXPERIENCE: 
· Demonstrate pastoral care towards students.
· Ability to act as a positive role model to staff and students.

QUALIFICATIONS

ESSENTIAL: 
· Minimum 5 GCSE passes at Grade C or above, or equivalent, including English and Mathematics
· Excellent numeracy/literacy skills - equivalent to NVQ Level 2
· Current first aid qualification [*or a willingness/preparedness to undergo training in first term in post]

· DESIRABLE:
· Qualification in related area [Classroom Support; Social Work; Police; Health Service; Counselling; Mentoring]
· Safeguarding qualifications: level 1 and/or 2.

PERSON SPECIFICATION
Your application will be reviewed against the essential and desirable criteria listed below.
Applicants are strongly advised to explicitly state and evidence how they meet each of the essential (and desirable) criteria in their application.

	
	Essential 
	Desirable 

	Experience 
	
	

	· Be able to demonstrate pastoral care towards students
	· 
	

	· The ability to act as a positive role model to staff and students.
	· 
	

	Skills and Knowledge 
	
	

	· Able to show evidence of the use of technology.
	· 
	

	Personal Qualities 
	
	

	· Well-motivated, enthusiastic with a can-do attitude. 
	· 
	

	· Honesty and integrity. 
	· 
	

	· Good organisation and time management skills. 
	· 
	

	· To be a positive role model to our pupils.
	· 
	

	· Be flexible and resilient in response to a changing educational environment.
	· 
	

	· Demonstrate a relational approach
	· 
	

	Equal Opportunities 
	
	

	· A commitment to promoting equality and diversity, providing an inclusive and co-operative environment in which all students and individuals working for and on behalf of the organisation feel respected and able to give of their best. 
	· 
	

	Safeguarding 
	
	

	· Committed to promoting the welfare of all children and creating a safe environment in which children can learn; considering, at all times, what is in the best interests of the child. 
	· 
	

	· Play an important part in the wider safeguarding of children – identifying concerns, sharing information and taking prompt action to safeguard and protect them.
	· 
	

	· Aware that the Trust will take all steps to prevent those who pose a risk of harm from working with children. Recruitment procedures ensure rigour in identifying and rejecting people who might abuse children.
	· 
	

	Health and Safety 
	
	

	· Aware of Health & Safety and Safeguarding as appropriate to role
	· 
	



Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.
The Academy 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 time of printing but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.
The David Ross Education Trust is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo vetting appropriate to the post, including a social media presence check and Enhanced DBS check. The successful applicant will be expected to adhere to all safeguarding, welfare and health and safety policies and procedures of the Trust. 
All pre-employment checks are in line with "Keeping Children Safe in Education" statutory guidance.
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