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Main purpose of the role

The Workforce Co-ordinator will co-ordinate and manage the dag-to-da.g operationa[
deplogment of staﬁ across Riverside Bridge School, ensuring eﬂective staﬂmg arrangements are
maintained to support the safe and efficient running of the school.

The postholder will lead the organisation of dailg staff cover arrangements, agency staffing co-
ordination, worlaforce deplogment and recruitment administration within a lo.rge spec‘Lo.['Lst

SEND environment.

The role will co-ordinate recruitment, onboard.ing and workforce deplogment processes, ensuring
staﬂing procedures are organised, compllant and eﬁectivelg managed in line with safeguarding,
Trust and operational requirements.

The Work](orce Co-ordinator will work closely with the Senior Leo.d.ership Team, operations &
administration oﬁlcer, safeguard.mg team, f'mance staff and external agencies to support

work_force plo,nn.lng, sto.f_flng continuity and opero,tiono,[ ef_fectlveness across the school.

The su.ccessfu.[ candidate must be hi.ghll_.l organi.sed., calm under pressure, proactive and able
to respon.d. qu.ichlg and profession.allg to cho.ngi.ng operati.onc.l. demands.

Context of the school
Riverside Bridge School supports pu.p'Lls from EYFS to Post-I6 with a wide range of complex needs,
including:

o Autism Spectru.m Condition (ASC),

e Severe, profou.n.d and complex learn'mg dlﬂlculti.es,
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e Non-verbal or m.'m'Lmo.|.|.9 verbal communication prof'Lles,
. Sen.sorg processing d.i.ﬁerences,

. Physical and medical needs,

° SocLa[, emotional and behavioural regu[atton needs.

Mo,n.g pu.p'L|.s use alternative and augmentative communication (AAC), visual systems and total

communication o.pproqches to support understandtng and expression.

The Worlaforce Co-ordinator p[ags an 'Lm.porto.nt opero,t'Lono,[ role within a hi.ghl.g spec'Lal'Lst SEND
environment where staﬁlng con.s'Lstencg, so.fegu.o.rdln.g, communication and operati.onal.
organisation are critical to supporting pu.p'Lls safely and eﬂ:ectlvelg throu.ghout the school dag.

The role involves regu.l.o.r communication with sto.ﬁ, fam'L['Les, o.genc'tes and external professionals
and requires the G.bi.l.i.ty to remain calm, orgo.nlsecl and so[ution—focused within an environment
that can at times be fast-po.ced, emotLona[[g demo.nd.mg and operatlonallg comp[ex.

The postho[der must be able to work with sensi.ti.v'Ltg, discretion and profess'tonali.sm when

ho.nd.l'mg conﬁdential PU.Pi.l., sto_ﬁi.ng and fino.n.cial ’Lnj:ormation.

Strong orgo,ni.so,tlon.o.l. skills, attention to detail, emotional resilience and the o.bll.i.ty to remain

calm U,nd.er PI"QSSU.I"Q are QSSQF\.tLG.I..

Keg responslbi.li.ti.es
l. Workforce deployment and daily cover co-ordination
e Co-ordinate d.o.i.l.lj sto,ff cover arrangements across the school in response to sto.ff absence
and operational need from 7am onwards.
e Monitor staff absence reporting procedures and maintain accurate daily absence records.
e Check and respond. to staﬂ absence not'Lf'Lco,t'Lon.s and messages within requ.ired
timescales.
e Record staff absences accurately on Bromcom and maintain up-to-date staffing
information.
e Allocate internal cover arrangements and co-ordinate agency staﬁing where requ.'Lred.
e Liaise with su.pp[g agencies to secure suitable cover staﬁ within reqqued timescales.
e Co-ordinate staffing deployment to ensure safe staffing levels are maintained across the
school.
e Ensure sto.ﬁin.g deployment supports pu.p'Lls' communication, medlcal, sensory, behavioural
and so.fegu.o.rding needs.
e Maintain accurate cover records, staﬂmg dep[ogment 'Lrtformo_tlon and agency staﬂ:mg
trackers.

e Produce and distribute d.o.i.lg sto._ffing and cover 'Lnformo,tlon to relevant sto.ﬁ.



INSPIRE, EMPOWER, ACHIEVE

Co-ordinate plo.rm.ed. cover arrangements for training, educational visits, meetings and
opero.ti.ono.l activities.

Support worleforce p[cmn'mg dur'mg periods of operationa[ pressure, educational visits,
whole-school events and staﬁ absence.

Monitor agency staffing usage and overtime arrangements and maintain associated
records.

Liaise with senior leaders regardlng staﬂ:mg pressures, opero.tlonal concerns and
workforce deployment decisions.

Ensure sto.ffi.ng o.rrangements complg with school proced.u.res, so,fegu.arding expectati.ons
and operati.onal requirements.

2. Agen.cg sta.ff and workforce administration

Co-ordinate agency staﬁin.g book’.in.gs from 7am onwards and maintain positive work.i.ng
relationships with external agencies.

Conflrm agency staﬂmg arrangements 'mc[ud'mg role, timings and opero.ttono.l
requirements.

Ensure agency staﬁ are approprlately checked, recorded and s'LgrLed. in on arrival.
Ensure all statutory safegu.c.rding, vetting and so.fer recruitment checks for agency staﬁ
are received, verified and compliant before agency staff are permitted to work within the
school.

Ver'Lf9 and record Enhanced DBS, Ldentitg checks, rlght to work documentation,
so.fegu.o.rding declarations, training records and agency compliqnce documentation in
line with statutory and Trust requirements.

Maintain and update the live S'Lngle Central Record (SCR) daLLg for all agency, temporary
and visiting staﬁ.

Ensure all new agency sto.ﬂ comp[ete requ'Lred_ induction, so.feguarding and comp[tance
documentation before first placement within school.

Check that all requ.'tred training documentation and so.fegu.o.rding declarations have
been comp[eted in accordance with the school’s Agen.cg Comp[io.nce Agreement and
operational procedures before agency staff commence work within the school.

Ensure no agency staff member enters classrooms or works with pupils until all required
so,j:egu,o.rding and compliance documentation has been checked and confered.
Welcome and oversee agency sto.ff on arrival each morning, ensuring sign-in procedures,
sa_feguardlng checks, induction processes and requ.'tred documentation are comp[eted
before deployment.

Ensure agency staﬁ receive o.ppropriate opero,t'Lonal 9U,'Ldo.nce, so.fegu.c.rding 'mformo.tlon,
class 'Ln.formation packs and school procedu.res before beginn.ing work.

Monitor the dag—to—dag dep[oyment, conduct and eﬂ:ectlveness of agency staﬂ across the
school to ensure staff are working appropriately within allocated classrooms and

_fu.lfi.llin.g expected responslbilitles.
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Carry out reqular operational checks within classrooms and around the school to monitor
agency staf_f practice, pro_fesslonatism., engagement and compti.o.nce with school
expectations.

Carrlj out operat'Lonat spot checks regarcting agency sta](]t cteptogrnent, classroom
allocation and workforce coverage where required.

Obtain and record feedbacte. from class teams, senior leaders and other staf_f regardlng
agency staﬂ performance, su'Ltab'Lt'Ltg and operational eﬁecttveness.

Liaise with agencies regarding perj:ormance concerns, safeguarctlng issues, conduct
matters or operat'Lonat standards where requ.i.rect.

Escalate safegu.ard.ing, conduct, professlonatlsm., attendance or su.'Ltab'Lt'Ltg concerns
relating to agency staff promptly and appropriately to senior leaders and safequarding
staﬁ.

Support the devetopment of consistent operatLonal expectations and professionat
standards for agency staff working across the school.

Maintain a visible and active presence across the school during the school day to support
work’.force deptogment, agency sta_f]t overnght and operational consistencg.

Maintain accurate records retatlng to agency staff performance, deplogment,
safequarding compliance and operational monitoring.

Monitor and record agency staj:]t attendance, punctuatitg and operati.onat feedbacle.
Liaise with agencies regardlng concerns, feedbacle or staﬁlng issues where necessary.
Maintain accurate records retati.ng to agency staﬂ:ing, overtime and worleforce costs.
Support monitoring of agency and overtime expenditure in liaison with finance staff and
senior leaders.

3. Recruitment co-ordination and onboardi.ng

Co-ordinate recruitment administration processes across the school.
Upload and manage job advertisements through agreed recruitment platforms and
systems.
Co-ordinate recruitment  timelines, interview arrangements and candidate
communication.
Liaise with senior leaders regardlng shortllsting, interview schedules and recruitment
processes.
Prepare interview schedules, candidate pacles and recruitment documentation.
Co-ordinate interview d.alj tog'Lst'Lcs 'anlu.d.'tng candidate sign-in, safegu.arding
documentation and operational arrangements.
Requ,est and monitor references and pre-em.ptogment documentation.
Support safer recruitment procedu,res 'anlu,d.'Lngz

o DBS checks,

o references,

o ri.ght to work documentation,
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o quo.tlflco.tion checks,

o safequarding compliance documentation.
Maintain accurate recruitment and onboardlng trackers.
Co-ordinate onboarding arrangements for new st<1](]t 'antuct'Lng induction schedules,
training and systems access.
Liaise with ICT staff rego,rd.'Lng email accounts, togi.ns and sgstems access for new
starters.
Support induction administration and ensure relevant documentation is completed and
recorded.
Liaise with the operat'Lons & administration of_ficer regarding sto,ﬁlng records, contracts
and onboarding compliance processes.

Maintain organ'Lsect and auditable recruitment records and sta_f_fing documentation.

L. Staﬂing sgstems and com.pt'Lo,nce

Maintain accurate recruitment, deptoument and workforce 'Lnj:orrnation on Bromcom and
other agreed. systems.

Support the accurate maintenance o_f sto.ﬁing compti.o.nce documentation and workforce
records.

Liaise with safequarding staff regarding Single Central Record updates and compliance
processes.

Ensure sto.ffi.ng data is accurate, secure and maintained in line with GDPR and school
procedures.

Maintain organised and confidential staffing filing systems and documentation.
Support audit and comptlo,nce checks retating to sto.fflng and recruitment records.
Mon.itor operati.onat sto.ffing trackers, absence records and deptogment 'Lnforrnati.on.
Prepare staffing information and reports for senior leaders where required.

5. Communication and operational co-ordination

Act as a professionat po'Lnt of contact for staﬂ:Lng, recruitment and opero.t'Lono.t worla_force
enqu'Lr'Les.

Liaise eﬂ:ectivetg with sto.ﬁ, agencies, farnllies and external organisations.

Maintain positive and professiono.t worki.ng retationshtps across the school community.
Support operattonat communication retatlng to staf_fing arrangements and deptogment.
Co-ordinate communication regardlng interview processes, onboarding and sto.f_fing
administration.

Support the smooth opero.t'Lono,t running of the school through effectlve organisation and
communication.

6. Administrative and opero.ti.ono.l. support

Support wider administrative and opero.ti.ono.t j:unct'Lons of the school where requi.red.
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Assist with maintaining effective administrative systems and procedures.

Support operational processes during periods of increased staffing pressure or
organisationa[ demand.

Contribute poslttvelg to the professtorw.[ culture and operth'LoncLl eﬂectlveness of the
school.

Flex'Lb'Lli.ty of work.'mg

The postholder will be expected to work flexibly to meet the operational needs of the
school.

The role includes eo.r[g morning operati.onal responsi.b'L['Lt'Les linked to staﬁ absence and
cover co-ordination.

Occasional attendance at recruitment events, meetlngs or opero.tiorw.[ activities outside
normal work.i.ng hours may be requ.ired,.

The role requires ﬂexlbilitg, responsiveness and the o.b'L['Ltg to prioritise eﬂect[velg within
a busy specialist school environment.

General duties

Participate in training and professional development.

Promote equalitg, inclusion and positive worla'mg re[ationships.

Undertake any reasonable duties commensurate with the level of the post.
Maintain professi.on.al. standards and conduct at all times.

Support the wider aims and values of Riverside Bridge School.

Sa_feguard.ing

The Workforce Co-ordinator Pl.al:JS an i.mporto.nt role in su.pportin.g the sa.fe and eﬁectlve

operation o_f Riverside Bridge School.

Al.thou.gh the role is not classroom-based, the postholder will work dailg within a spec'Lo.li.st

SEND environment and must maintain a so.feguardlng—focu.sed o.pproo,ch at all times.

The postho[der must:

understand and follow all so,_fegu,o.rding, child protectLon and so.fer working pro.ct'Lce
poli.c'Les;

report concerns prompt[g in line with school proced.u_res;

maintain confid.entlo.[itg regardmg pu.p'LL ](o.milg, sto.ﬂing and organisatlonal
Lnformation;

demonstrate professiono.[ism, emotional resilience and sound judgement within sensitive
situations;

contribute to a culture of sqfetg, inclusion and respect across the school community.
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The role involves handling sensitive staﬂlng, so.feguo,rd.ing and recruitment 'Ln_formo,tlon and
there_fore requires high levels of conﬁdentlalltg, organisation and pro_fesslonal ju.d.gement.

All stc.ff are expected to so.fegu.o.rd. and promote the welfq.re of children and young people and
maintain appropriate professional boundaries at all times.

Riverside Brldge School is committed to safeguo,rd.ing and promot'mg the welfo.re of all pup’L[s
and expects all staff and volunteers to share this commitment. A criminal record check via the
DBS will be undertaken for any successful candidate.




2 SN

RIVERSIDE BRIDGE SCHOOL
INSPIRE, EMPOWER, ACHIEVE

Points for appllcants to consider

This is a hlgh[g specialised. SEND environment supporting pupL[s with complex additional needs.

Puplls may communicate distress, anxietg or dgsregulation n.on.-verba[[g throu.gh
behaviou.r, sensory responses, withdrawal or changes in presentatlon.

Staﬁing dep[ogment decisions dlrect[g impact pu.p'L|. safetg, regu.l.atlon, communication
support and continuity of provision throughout the school day.

The school environment can at times be fast-paced, emotlonallg demand'mg and
operationallg comp[ex.

The role requires early morning operational decision-making and responsiveness to
urgent sta_fflng situations.

The Postholder will regular[g co-ordinate sensitive staﬁ'mg arrangements, agency
deplogment and recruitment processes.

Strong organlsatlona[ skills, emotional resilience and the ab'Ll'Ltg to remain calm under
pressure are essential.

The role requlres profess‘LorLaL‘Lsm, discretion and effective communication when worle'mg
with staﬁ, families, agencies and external organisations.

Applicants should understand that effective workforce deployment and staffing co-
ordination are critical to maintaining safe, stable and well-sapported [earnlng

environments for autistic PU.Pi.I.S and pupl[s with comp[ex needs.



