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Job Description for: 		       14–16 Alternative Provision Key Worker

Location:		       Eastbourne and Hastings (possible hybrid working on some days)

Hours:		       Monday to Friday 8:30 to 3:00 (32.5 hours) TTO 39 weeks

Salary:	               LSEAT scale H19 - H22 (from £22,603pa actual)
                                                          	                   		
Responsible to:                            Headteacher 

Start date:		       ASAP
				
MAIN PURPOSE OF THE JOB: 
1. To oversee and coordinate the transition of 14–16 pupils from mainstream schools to part-time vocational courses at independently run FE colleges in East Sussex.
2. To act as the key liaison for LSEAT/ESA and overseeing body, ensuring high standards of attendance, safeguarding, and pupil support.
3. To liaise effectively with FE colleges, mainstream schools, pupils, and families to promote successful engagement and outcomes.

KEY RESPONSIBILITIES OF THE JOB HOLDER: 
Monitor and verify pupil attendance at FE colleges, ensuring accurate records and prompt follow-up on concerns.
Maintain safeguarding oversight for pupils attending alternative provision, acting as the link between colleges, LSEAT, and home schools.
Support pupils’ transition and engagement in vocational courses, including multi-skills and horticulture.
Facilitate communication between all stakeholders, including mainstream schools, FE colleges, and families.
Ensure compliance with statutory guidance and LSEAT policies on safeguarding, health and safety, and equal opportunities.
Contribute to the development and review of alternative provision strategies and transition processes.
Maintain records and reports on attendance, safeguarding, and pupil progress.
Participate in relevant meetings, training, and professional development activities.
Main Professional Duties
· Work in partnership to promote effective inclusion and engagement in vocational courses.
· Advise and support LSEAT, mainstream schools and FE colleges on attendance and safeguarding matters.
· Work closely with home schools to ensure pupils receive appropriate support and continuity of care during their transition to alternative provision
· Act as a link between home schools and FE colleges to coordinate support strategies and share relevant information
· Oversee pupil behaviour at FE colleges, ensuring concerns are addressed promptly and liaising with all stakeholders (mainstream schools, FE colleges, families, and LSEAT) to promote positive conduct and engagement.
· Monitor and verify pupil attendance and behaviour at FE colleges, ensuring accurate records and prompt follow-up on concerns.
· To liaise effectively with FE colleges, mainstream schools, pupils, and families to promote successful engagement and outcomes
· Facilitate communication between all stakeholders, including mainstream schools, FE colleges, families, and pupils
· Maintain regular contact with families to support pupil transition, attendance, and wellbeing
· Produce and maintain records and reports, including communication with parents and agencies.
· Participate in the delivery of training relevant to the needs of the post.
· Attend team meetings and contribute to the maintenance of LSEAT values and ethos.
· Undertake responsibilities as defined in the Health and Safety Policy.
· Promote an understanding of cultural diversity and inclusive education.
· Carry out other duties appropriate to the post as required by the Senior Leadership Team.

General
1. To promote the safeguarding, behaviour and attendance of children
2. To carry out the duties and responsibilities of the post in accordance with LSEAT policies and relevant to health and safety guidance and legislation
3. To use IT systems as required to carry out duties of the post in the most effective manner
4. To participate in performance management and undertake training and professional development as appropriate
5. To undertake other duties appropriate to the post that may reasonably be required by SLT
6. To ensure that all services within the areas of responsibility are provided in accordance with the LSEAT/ESA commitment to high quality provision
7. At all times carry out the responsibilities of the post with regard to the LSEAT Equal opportunity policies
8. Attend school-based meetings and complete relevant administrative tasks.
9. Undertake any other duties commensurate with the level of the post, as required to ensure the efficient and effective running of ESA

The scope of this profile reflects the needs of the programme at the present time; it is not intended to be a fully inclusive or exhaustive list.  The post holder may therefore be expected to work flexibly and perform such other duties other than those given in the job description.
The particular duties and responsibilities attached to the post may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  The profile will be subject to continuous review as the needs and requirements of the academy change over time.









PERSON SPECIFICATION:  LSEAT 14–16 Alternative Provision Transition Co-ordinator

	Qualifications:
	Essential
	Desirable

	Qualified teacher status or equivalent experience in education
	√
	

	Experience in alternative provision, vocational education, or safeguarding
	√
	



	Knowledge and Experience:
	Essential
	Desirable

	Experience of working with mainstream schools and FE colleges
	
	√

	Knowledge of safeguarding legislation and procedures
	√
	

	Experience of monitoring attendance and pupil engagement
	√
	

	Understanding of vocational education pathways
	√
	



	Skills and Competencies:
	Essential
	Desirable

	Strong organisational and communication skills
	√
	

	Ability to build excellent working relationships with a range of partners and stakeholders.
	√
	

	Ability to use ICT systems for record keeping and reporting
	√
	

	Strong interpersonal skills and an ability to communicate clearly both orally and in writing
	√
	

	Commitment to inclusive education and safeguarding
	√
	

	Ability to deliver services to customers LSEAT’s standard for customer care 
	√
	

	Ability to prioritise competing demands and manage own workload without supervision
	√
	



	Other Qualities:
	Essential
	Desirable

	Capacity to work flexibility and to adapt to the changing needs the 14-16 provision and that of East Sussex Academy
	√
	

	A commitment to providing a responsive and supportive service and a willingness to constantly seek ways of improving the service.
	√
	

	Ability to form and maintain appropriate relationships and personal boundaries with children and young people
	√
	

	A commitment to continuous professional development 
	√
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