
JOB DESCRIPTION

SCHOOL:  HOMEWOOD SCHOOL AND SIXTH FORM CENTRE

ASSOCIATE STAFF    

STAFF NAME:		

[bookmark: _GoBack]POST TITLE:			HUB MANAGER

DEPARTMENT:		LEARNING SUPPORT

LINE MANAGEMENT OF:	LEARNING SUPPORT ASSISTANTS

	

1  -  JOB PURPOSE AND ACCOUNTABILITY

1.1	Your immediate responsibility is to the Director of Learning Support.

1.2	All staff are ultimately responsible to the Principal  


2  -  GENERIC – ASSOCIATE STAFF

2.1	All staff play a part in the establishment and on-going development of the school and		 take a positive approach to the raising of standards and the development of the school.		 They can expect to be involved in appropriate meetings.  You will meet weekly with your 	line manager to review the week’s work and work for the coming week.

2.2 	Staff will carry out the related duties as agreed and in accordance with their job			 description.  Be prepared to undertake appropriate training if and when required.

2.3 	All staff are expected to adhere to the schools principles and policies which underpin 	good practice and the raising of standards. 

2.4	All staff share with other colleagues the responsibility for the maintenance of good order 	and adherence to school rules across the student population. All staff are expected to 	deal with issues that they encounter in an appropriate manner.

2.5	All staff are responsible for their own health and safety and the health and safety of 	students within their care, both on and off school premises and when engaged in school 	activities.

2.6	All staff provide support to the management of the school and assist in supporting the		 teaching and learning process of the school and provide support for school functions as		 appropriate.

2.7	To support the learning process and good administrative practices in the school. 

2.8	To respond to the requests of teaching staff. 

2.9	To support other associate staff by covering their duties if they are absent from work. 

2.9a	To carry out other duties as may be reasonably required by the Principal from time to 	time.   


3  -  GENERAL – APPRAISAL PROCESS


3.1	All staff are expected to contribute to the Associate Staff Review process which involves	 	the setting and reviewing of individual targets.

3.2	Review targets may include: 
o	An empirical target to ensure that progress is measured accurately and effectively
o	A  target based on the School Improvement Plan
o	A target which will encourage personal and professional development

4  -  SPECIFIC DUTIES – HUB Manager

4.1	To oversee day to day running of The Hub in terms of students accessing it for			 interventions and when students are not in lessons and working in The Hub 
4.2      To collate work from teachers for students to complete
4.3	Coordinate cover for absent staff
4.4	Register all students in The Hub each lesson
4.5	Oversee provisions such as time-out cards and toilet passes
4.6	Lead on all Reboot Programmes for students following alternative to exclusions (ATE)	 	and exclusion or as a preventative before such issues
4.7	To manage students when brought to The Hub by duty staff
4.8	Oversee any students doing IECs/ATEs with us not in the LIFE Centre
4.9	Liaison with Life Centre staff to coordinate and monitor provision in place for students		 accessing both facilities
4.10	Adhere to the whole-school policies on learning and teaching and school ethos
4.11	Monitor the attendance and punctuality of students in your care and take appropriate		 action in case of concern
4.12    To support colleagues in the development and implementation of effective approaches to		 differentiate and personalise learning for all students 
4.13    Liaise with the Principal Teachers, Heads of College and Assistant Heads of College and		 form tutors as necessary to address any issues of concern about students
4.14    To undertake performance management for allocated LSAs and HLTAs
4.15    To contribute to the departments’ focus on literacy and numeracy support for all students,		 including the development of reading and spe;lling
4.16    To contribute to opportunities for the sharing of good practice within the Learning Support		 department and across the school.
4.17    Take your part in the Performance Management cycle, agreeing targets with your team	 	leader, having your lessons observed and meeting to review the targets
4.18    Take account of and implement all health and safety requirements relevant to your		 department
4.19     Carry out reasonable tasks to contribute to the management of the department
4.20     Work with the Director of Learning Support to manage, monitor and review all available		 resources to ensure the enhancement of the quality of learning and improved		 	achievement
4.21     To contribute to the identification of students with Special Educational Needs and			 Disability and to help in the development and implementation of their programmes of	 	study including Health Education Plans
4.22     Provide information as required to ensure that the Director of Learning Support is fully	 	informed about the work you are doing
4.23    Contribute to the development of an organisation in which all staff recognise that they are		 accountable for the success of the school
4.24     Contribute to the ethos of the school in which students, staff, governors, parents and		 visitors to the school are given a warm welcome, treated with respect and their			 concerns are dealt with efficiently and effectively
4.25    Keep abreast of new educational initiatives and developments relevant to your area of	 	responsibility and bring new ideas forward for discussion with colleagues as appropriate		 to promote academic progress and personal development
4.26   To support the admissions process for all new students to the school

 Note
1.  	The above job description may be reviewed during the academic year. It may also be	 	amended at any time but before this happens you will be given appropriate opportunities 	to discuss any proposed amendments.

