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JOB DESCRIPTION
	Job Title:
	Outreach Manager 

	Grade:
	PO5 scales 38-41 £47,754 - £50,788
37 hours per week 
52 weeks per year. 
6 weeks annual leave

	Directly responsible to:
	Senior Leadership Team 

	Directly responsible for:
	Quality of Education and Teaching 

	Conditions of service:
	As detailed in the contract of employment


The following information is furnished to assist staff in understanding and appreciating the work content of their posts and the role they are to play in the organisation. However, the following points should be noted.
· Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Therefore, Broad headings may have been used below; in this case, all the usual associated routines are naturally included in the job description.
· Officers should not refuse to undertake work not specified on this form but should record any additional duties required. These will be taken into account when salaries are reviewed.
	Prime Objectives of the Post

	· To lead and deliver curriculum and education 
· Write innovative and creative schemes of work and lesson plans
· To monitor and review the progress and attainment of pupils.
· To monitor and review the teaching, Learning and assessment
· To coordinate the quality assurance and registrations with awarding bodies 
· To ensure exam guidelines and policies are adhered to. 
· To manage and analyse the progression data for all pupils at Prism


	SUPERVISORY/MANAGERIAL RESPONSIBILITIES

	· Supervise student placements and volunteers where appropriate
· To work within an agreed budget
· To Manage the quality assurance 
· To Manage the team of outreach teachers and support staff
· To manage the safeguarding and health and safety of the outreach provision


	SUPERVISION AND GUIDANCE

	· Personal initiative and self-organising abilities expected to be exercised by post holder complex problems would be referred.
· To attend managerial supervision sessions 
· To chair and attend staff meetings and keep accurate records of these


	RANGE OF DECISION-TAKING

	· Responsible for all decisions made in connection with their duties
· To ensure all activities have a complete, current and signed risk assessment.


	RESPONSIBILITY FOR ASSETS, MATERIALS ETC

	· Confidential files held about staff, young people and providers
· Consumable office items and computer equipment
· Personal protective equipment


	MAIN DUTIES

	· To manage the quality assurance process, including the external requirements by awarding bodies. 
· To ensure all work is stored, marked and updated in line with PRISM Policies. 
· Fully participate in PRISM’s communication structure
· Produce reports against set targets
· To work alongside other in-house projects to ensure pupils receive a seamless service.
· To ensure the implementation of PRISM Independent School’s Policies.
· Write and develop schemes of work for curriculum and enrichment areas
· Deliver sessions to an agreed standard as monitored by the observation timetable.
· Ensure that the work delivered is current and relevant
· To enable pupils to organise and take responsibility for activities, events and projects. 
· To work with pupils and be responsible for their supervision and guidance whilst using the provision.
· Build positive relationships with stakeholders
· To be an advocate for PRISM both within and outside the organisation.
· To ensure PRISM maintains a healthy relationship with all partners, particularly district-wide schools.
· To make appropriate referrals to other specialist agencies 
· To promote and develop work with pupils and the community
· Work to set time scales
· Attend and deliver training as required – this may involve weekend and residential training
· Manage delivery staff. 
· To complete quality assurance of external centres and provisions to be used by the pupils
· Manage outreach staff team 
· Ensure Robust transition/Reintegration. 
· Ensure a broad curriculum is planned for all pupils linked to in-house teaching to support reintegration. 
· Half-termly data drops onto MIS 
· Ensure Economical and time-efficient timetables for staff and pupils. 
· Ensure Health and Safety and safeguarding requirements 
· Manage and follow lone working Policy + Procedures 
· Ensure welfare checks completed Minimum of twice weekly
· Behaviour plans and risk assessments for all Pupils.
· Grab files for each pupil to keep them up to date. 
· Responsible for ensuring effective communication with Parents/careers and Professionals. 
· Responsible for completing necessary paperwork for local authority / Referring agency. 
· Minimum of 50%. delivery 
· Responsible for ensuring sessions for staff are covered 
· Weekly team meetings + weekly update of engagement tracker
· To carry out such tasks and duties from time to time as required by the Head of PRISM Independent School
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