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The Marlborough Science Academy
Job Description

	Name: 
	Date: December 2020

	Job Title: Reintegration Room Supervisor

	Job Purpose: To reintegrate students back into timetabled lessons and to support pastoral systems in school

	Salary Grade:  H5
	Hours: 31.25 hours a week 8.30-3.15 daily with a 30 min unpaid break

	Line managed by: Assistant Head Student Welfare, behaviour and standards
	Line manager for: 

	Key Accountabilities:
1. Manage day to day running of the school’s Reintegration Room and maintenance of the room ensuring that students are effectively supervised and that high standards of behaviour are achieved
2. Monitor and report on the use of the Reintegration Room
3. To produce and analyse termly behaviour reports
4. To successfully reintegrate students back into mainstream learning through proactive interventions and the use of restorative justice.
5. To communicate to staff the daily internal exclusion registers
6. To support the pastoral team with tasks and administration as required


	Key Tasks 

1. Day to Day running:
a) Basic administration and liaising with staff including Directors of Learning, Heads of Faculties, Senior Leadership Team and Specialised Learning Department
b) Maintain a calm and positive environment in which students can learn and is conducive to good behaviour.
c) Liaise with relevant staff to ensure that work is provided and is appropriate to the students learning needs.
d) To focus students back on their learning and reintegrate them back into lessons
e) To liaise with Directors of Learning on student issues
f) To support pastoral admin when and where directed, this may involve for example supporting attendance calls and rewards and sanctions data entry or any other appropriate admin support
g) Ensure that students and parents understand the standards of behaviour required in the reintegration room and the consequences of not meeting these.
h) Supervise students at breaks and lunchtimes so that they can’t interact with the rest of the school community.
i) Take responsibility for the co-ordination of the Life Skills Programme.
2. Monitoring
a) Monitor age, ethnicity, gender and vulnerable groups to produce a termly behaviour report, highlighting issues to inform decisions about standards of behaviour.
b) Maintain appropriate records of discussions with students, reporting these to relevant staff.
c) Complete exit interviews with students for internal exclusions.
Support /inform other staff who work in the reintegration room
Provide pivot tables to relevant staff of data tracks relating to behavioural issues
3. Re-integration
a) To develop student skills so that they can cope in a classroom environment following:
· Periods of exclusion
· Long periods of absence
General responsibilities

1. To be aware of and work in accordance with the school’s safeguarding policies and procedures in order to safeguard and promote the welfare of children, and to raise any concerns relating to such procedures which may be noted during the course of duty
2. To produce risk assessments, user manuals or training procedures in line with the Academy’s procedures
3. To be aware of and adhere to applicable rules, regulations, legislation and procedures e.g. County Council (Equal Opportunities Policy/Code of Conduct), national legislation (Health and Safety, Data Protection)
4. To maintain confidentiality of information acquired in the course of undertaking duties for the department
5. To be responsible for your own continuing self-development, undertaking training as appropriate
6. To attend and contribute to relevant management meetings within the Academy as and when 
7. To up hold the ethos and standards established within the Academy and contribute to improvement at all levels
8. To undertake other duties appropriate to the grading of the post as required
9. To attend CPD/INSET when required to do so


	
Person Specification Academy Specific (all staff)

· Excellent communication skills and the ability to communicate effectively at all levels - Essential

· Ability to organise and prioritise tasks effectively - Essential

· Ability to use initiative – Essential

· Ability to work well under pressure - Essential

· Ability to demonstrate the flexibility and “can do” attitude required in a role that is critical to the Academy – Essential



Role specific

· Good organisational and interpersonal skills
· Ability to use own initiative as well as being part of a team
· Experience of working in a secondary school or with young people would be an advantage
· Excellent communication skills, both verbal and written
· Good ICT Skills particularly, Outlook, Word, Excel and PowerPoint
· Experience of SIMS desirable, however training will be given if required 



The Job Description above has been reviewed and agreed by me and is a true reflection of the role that I undertake at The Marlborough Science Academy

Signed

Employee                                                                      Date

Line manager                                                               Date
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