LIGHTHOUSE FUTURES TRUST
JOB DESCRIPTION   

Job Title		Pre-Internship Job Coach  

Job Status	Permanent, Part-time, and Temporary  

Hours of work. 	37.5 hours per week Termtime only plus 2 weeks

Report to 		Pre Lead 

Line Management  	None (potential role in supervising volunteers)

Location 	The college has two sites based in Headingley, Leeds. This role may require teaching across both sites and potential delivery at an employer site.
 
This job description is not exhaustive, and it is expected that the post holder will undertake additional duties on occasion, within their capabilities. This document will be regularly reviewed, and changes will be made in consultation with the post holder.


	
Job Purpose

	Develop positive relationships with each student, ensuring the programme helps develop self-confidence, alongside social and employability skills, tailored to meet their individual needs.      

	Principal Responsibilities

	Student-related

· Read all background data on students and fully understand their EHCP targets, medical needs, PEEP and/or IPRA requirements and preferred learning styles 
· Record all safeguarding incidents and ensure appropriate referrals are made to safeguarding team. 
· Identify any social, emotional, mental health and/or pastoral needs of students and discuss with lead regarding referral routes 
· Key contact for all allocated students and ensuring all pastoral, learning needs are met. 
· Meet with SENCO & Safeguarding & Equity Lead on a weekly basis and monitor and implement relevant interventions. 
· Ensure and carry out regular contact with family members/carers via phone calls as well as other communication methods.  
· Ensure ongoing involvement of family members/carers regarding student progress including co-ordination of, and participation in, Next Steps and other meetings  
· Provide cover at breaks when required 
· Identify travel training support needs for individual students, create action plans and liaise with appropriate LFT staff  
· Ensure students all allocated students arrive safely to college and leave college safely.  
 




	Curriculum & Employability

· Lead for allocated curriculum area, working with Lead and wider SLT to produce Curriculum Maps and learner journey.  
· Facilitate engaging quality first sessions with support from Assistant.  
· Lead student induction programme and initial vocational profiling for students. 
· Support assistant JCs to lead on allocated sessions, where appropriate. 
· Ensure that students are actively engaged in participating in all sessions, addressing those that are not. 
· Collaborate with the wider team, including Maths and English and employability Job Coach to ensure design and delivery of programme 
· Identify learning needs of individual interns and work closely with SENCO and team.  
· Ensure Maths & English is delivered and embedded wider in programme and provide specific support if required  
· Collaborate with SENCO/Lead to implement strategies of support within the curriculum.  
· Ensure plans for exams are fully understood by parents/carers and interns, and that interns are well-prepared and have been notified.  
· Support examination process by acting as invigilator, reader/scribe, as required 
· Act as Trip Lead where you are organising a visit/ trip and seek support from Educational Visit Coordinator to complete risk assessment. 
· Contact and liaise with partners in the external employer engagement programme to help prepare them, and interns, for specific sessions.  
· Provide cover when needed across other sessions 





	Monitoring and Evaluation

· Follow annual framework for the programme and ensure Expedition/project Planner is complete and implemented. 
· Lead for attendance with allocated students- recording, monitoring and follow up.  
· Set up of all student files on Google Suite.  
· Ensure all student information is accurate on Arbor and initial assessment of students is recorded and monitored 
· Ensure student development plans are in place, targets are set and team are following 
· Set, monitor and review personal objectives for each intern, ensuring regular reviews take place and any areas for development are addressed  
· Ensure daily monitoring and recording of intern progress (including observations and evidence gathering), ensuring this is completed accurately and in a timely manner 
· Attend weekly student group meetings with SENCO/ Safeguarding to identify need for any interventions and implement.  
· Draft/implement action plan for all students who may not be making anticipated progress with regards personal development and/or not meeting expectations and standards with regards behaviour  
· Gather and share appropriate evidence required for annual EHCP review meetings and attend EHCP Annual Review 
· All communication with Parents/ carer recorded on Arbor. 


	Supervisory /other responsibilities  

· Oversee work of Assistant JC on daily basis 


	Other

	
Contribute towards building and developing a positive culture and ethos within the charity including positive team working and collaboration amongst all staff. 

	Act with honesty and integrity and uphold the values of the charity. 

	[bookmark: _Int_0w92seRM]Maintain high standards in attendance and punctuality with good, personal time management.

	Ensure that all relevant policies and procedures are always followed including (but not exclusively) Health and Safety, Equality Opportunities and Safeguarding.

	Take opportunities to continuously learn and grow with a willingness to attend and participate in relevant meetings/professional development opportunities as appropriate.

	Be flexible and work according to needs, performing any reasonable duties as requested by the CEO/Line Manager which may involve assisting other areas which are commensurate with the grading of the post.

	To ensure all aspects of work are done to the highest standards.



