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Job Description


Position:		Alternative Education (AE) Attendance, Transition Support and Data/Num & Lit Support

Responsible to:	Alternative Education Manager

Purpose:	Cashmere High School (CHS) is contracted by the Ministry of Education as the managing School to provide an Alternative Education (AE) programme for students who have disengaged from their learning programme and typically are not attending school or not regularly enough for them to have an effective mainstream learning programme. Cashmere HS has contracted a number of AE providers. 
To provide support for the enrolled schools, the AE Management team, the AE Providers, the whanau and the students who are transitioning into mainstream schooling, employment and Tertiary Training Courses.


Key Relationships: 	AE Pedagogy Leader and Administrator, CHS Board of Trustees through the Principal
AE Provider managers/lead teachers, Attendance Service, Transition Support
Family/whanau, Students

Below is a list of Key achievement areas:
A = Attendance Support
B = Transitions Support
G = General Support (Num/Lit and Data)

	Key achievement areas
	Key deliverables/outcomes

	A1: Support Provider Students and personnel with student truancy matters
	· Discuss student truancy matters with the AE Provider Manager and staff
· Collaborate with and assist the MoE attendance team and AE Provider staff to develop a plan to promote the return of the truant student
· Collaborate with family/whanau to re-engage the truant student 
· UA Referrals
· Comparative truancy data will be favourable.


	A2: Provide administration support for the Alternative Education team

	· Ensure monthly attendance report is completed.
· Set up weekly attendance form for providers.


	T1: Provide support for AE Providers and students who are transitioning
	· Work independently within the Whanau (AE) programmes with the students and staff to develop transitioning plans. (ensuring all students in AE have a transition plan at age 15.6 years) 
· Arrange student placement into schooling, employment and Tertiary Training Courses as appropriate.
· Keep a record of engagement and inform all through the AE Database
· Liaise with whanau, school, tertiary providers and students to complete the ELX (Early Leaving Exemption) for students transitioning into the tertiary environment who are not yet 16 years of age.
· Share information with the Alternative Education Manager.
· Organise a Transition Day at a Tertiary Provider where students are encouraged to discuss, share ideas and experience options to develop their transition plans. 
· Create opportunities for students to experience work placement within the chosen interest of the student. (see Appendices A18 – About Work Experience)
· Complete a google doc to track the engagement of the student with tertiary organisations, schools and employment/workplace opportunities.
· Complete a “Where are they now?” document to show the progress after AE.
· Report to Advisory Group in term-by-term report – in collaboration with the AE Manager
· 

	General Tasks
	· Complete the student data update weekly
· Where needed support the Pedagogical Leader to complete the required Literacy and Numeracy Diagnostic Assessment
· Enter the Diagnostic results into AED




Hours of Work:
The position is for 40 hours per week, 52 weeks of the year.
	
Terms & Conditions of Employment:
The position is covered by the Support Staff in Schools Collective Agreement (SSCA), Grade 4 under Administration Support Staff Remuneration. Commencing pay rate will depend on qualifications and experience.
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