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Job Description: Alternative Provision Manager 
 
Accountable to: Associate Head in charge of Behaviour and Safeguarding 

Vice-Principal – Head of Site 

Headteacher 

 
Salary (Pt 30 £35,751 – Pt 32 37,722 pro rata (36 hrs - 45.6 wks) 

 
In September 2021, Holy Family Catholic School will be opening its onsite satellite 
alternative provision. The provision will be used by students across the borough who have 
been referred as a result of their mental health and anxiety. The provision will provide both 
a therapeutic and academic support package to support our young people so that they are 
able to return to their mainstream school with confidence and tools to help them complete 
their education. 

 

This is an exciting opportunity for both the school and the families within the borough. To 
ensure that we provide a first class quality provision we are looking to appoint a manager 
who will have day to day oversight and management of the provision and who will embed it 
as part of our overall school Ethos that is grounded within our Catholic values. 

 
Please see below for the overall job description, which is not exhaustive and will be reviewed 
and developed further following the opening of the provision: 

 

 
Day to day management 

 
 To be onsite and set up for an 8am start 
 To welcome students into the provision on arrival 
 To ensure that all students are in their allocated session. 
 To create a duty rota for social times using allocated staff. 
 To ensure attendance is monitored and usual attendance protocols are in place in 

liaison with our attendance officer. 
 To ensure that they are monitored off site when leaving at the end of the school day 

 
 

Curriculum development 
 

 To work the vice-principal to create the overarching curriculum and curriculum 
map for the students within the provision 

 To coordinate personalised student timetables in line with the overall curriculum map 
utilising the network of other professionals, so that each student has their bespoke 
provision developed in line with their needs. 

 To ensure that the curriculum is implemented on a day to day basis and to alter and 
adapt at key evaluation points to recognise any developments or changes in the 
progress of the student. 

 To amend the curriculum if providers are unwell and therefore unable to facilitate the 
designate session. 
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Liaison with home schools and professionals 
 

 To develop a schedule that has regular contacts with home to discuss context and 
progress. 

 To liaise and network with appropriate professionals relevant to the needs of each 
child. 

 To hold professional meetings at appropriate intervals to monitor and evaluate 
progress of each child within the provision. 

 To source further support and professional intervention as and when appropriate 
 To utilise our SENDCO team to support the academic needs of the child and to 

arrange any assessments as required. 
 To liaise with home school to ensure that students are provided with learning material 

specifically in English, maths and science. 
 To set up an individual Google classroom for each child with the home school link 

copied in and other key professionals so that the communication and transfer of work 
is easily accessible and to ensure appropriate marking and feedback. 

 To ensure key information from home school is obtained including any safeguarding 
information. 

 

Safeguarding 
 

 Obtain safeguarding information from home schools including risk assessments. 
 Ensure that safeguarding practices are applied when necessary via Holy Family's 

practice and policy 
 To develop a Google safeguarding log for each student that is shared with the DSLs 

and home school to log any referrals and follow up action points, so that home 
schools have an accurate chronology of events, that can then be transferred to the 
home school’s electronic system. 

 To make MASH or any other referrals as and when necessary. 
 To liaise with home school and DSL if referrals are required, or when there are any 

major safeguarding concerns that present. 
 The students in the provision to be a regular agenda item at the weekly safeguarding 

meeting. 

 

Monitoring and evaluation 
 

 The provision manager to be in daily contact with the Associate Head in charge of 
safeguarding and behaviour. 

 A weekly meeting to take place between the Associate Head and the Provision 
manager. 

 The Provision manager to report to the main safeguarding meeting on a weekly 
basis. 

 A Google folder for all documents linked to each child to be developed. 
 A half termly report to be written up to communicate provision and progress for the 

child. This should also include the voice of the child and feedback from other 
professionals. This should be shared with parents. An action plan/ reviewed 
curriculum design to be implemented as and if necessary following each review 
period. 
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Reporting 
 

 A half termly report to be presented to the headteacher and to the safeguarding link 
governor. 

 Attendance at the PWS governing body committee meeting where a termly report will 
be presented. 

 A report to the full Governing Body once a year 
 Participation and reporting at borough level as and when required. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Postholder’s signature Date   
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Holy Family Catholic School & Sixth Form 

Person Specification: Alternative Provision Manager 
 

The Postholder will: 
 Embed and support the School’s Catholic Ethos through this provision 

 Be reliable 

 Be educated to a degree level or have equivalent experience of working with 

vulnerable children in a school setting. 

 Have knowledge and proven experience of dealing with Child Protection and 

Safeguarding issues 

 Be able to communicate with colleagues, a variety of external agencies and 

home schools 

 Be able to liaise with relevant colleagues from HFCS to ensure the 

highest quality support provision and curriculum 

 Be able to listen and communicate effectively with students 

 Be able to work on own initiative and within a team 

 Be able to lead and manage other colleagues who work to support 

the provision 

 Be able to deal confidently with sensitive issues and seek support 

when necessary 

 Understand and be practiced with the “Keeping Children Safe in 

Education Legislation” 

 Be organised and have excellent record keeping skills 

 Have a desire to safeguard and support vulnerable students 

 Maintain a moral purpose to support students from our local community 

 

 
Personal Circumstances & Safeguarding 

 Be legally entitled to work in the UK. 

 No contra-indications in personal background or criminal record 

indicating unsuitability to work with children/young people/vulnerable 

individuals. 

 This post is not subject to the provisions of the Rehabilitation of Offenders Act 

and an enhanced DBS check is required. 

 Be fit to carry out the duties required of this role. 

 Ability to maintain appropriate relationships and personal boundaries with 

children and young people. 

 Display commitment to the protection and safeguarding of children and young 

people. 

 


