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JOB DESCRIPTION - 1 

	JOB TITLE: COORDINATOR, PUPIL REFERRAL UNIT (PRU)


	MINISTRY

Social Services


	DEPARTMENT

Education
	SECTION
	UNIT



	GEOGRAPHIC LOCATION

The Valley


	TITLE OF IMMEDIATE SUPERVISOR


Principal (ALHCS)

	1.
MANDATE
         Provide leadership and management of the instructional programmes and related 

         operational services at PRU in accordance with the Education Act, Regulations, and 
         established policies, plans and programmes of the Ministry and Department of   Education           and ALHCS.      



	2.
KEY FUNCTIONS
(i) Provide leadership, management and administrative support to staff at PRU.

(ii) Prepare, implement and monitor the development plan for PRU to ensure that actions are undertaken and priorities met.

(iii) Ensure that the curriculum at PRU meets the needs of all the students 

(iv) Ensure that policies and procedure are established and adhered to.

(v) Ensure ongoing monitoring and assessment of students’ behavior



	3.
KEY DUTIES
(i) Assume responsibility and accountability for the effective operation of PRU in accordance with the agreed school policies and procedures.

(ii) Provide leadership to a small team of  teachers and support staff 

(iii) Create and implement PRU development plans as part of the School Development Plan
(iv) Ensure that adequate budgetary provision is made for the delivery of the PRU Programme
(v) Monitor the implementation of the PRU curriculum,  to ensure that the special needs of students are met 
(vi) Maintain good order and discipline among all students and safeguard their health and safety.
(vii) Develop and implement  behavior modification programmes  including social skills activities for students who exhibit emotional and behavioural  difficulties 
(viii) Assist students in developing their abilities, self -esteem and confidence, facilitating holistic development and independence.
(ix) Plan for and assist with the development, and implementation  of Individual Education Plans and provide ongoing monitoring and assessment of students in partnership with the school, support services and parents
(x) Devise suitable methods of, recording and reporting students’ progress in accordance with the School’s and /or DOE’s requirements.
(xi) Allocate teaching tools, equipment and materials and provide adequate control and accountability of existing stock.  
(xii) Encourage good teaching practices and promote high quality performance among teachers
(xiii) Conduct staff appraisals, identify their development needs and ensure the creation and implementation of appropriate training programmes.



	JOB TITLE: Coordinator, PRU

	3.         KEY DUTIES CONT’D

             (xiv)      Participate in disaster management activities designed to prepare for, mitigate

                          against and respond to disaster events.


             (xv)       Develop and implement strategies for improving and maintaining a high level of

                         Customer Service in the public sector.
(xiv) Carry out  such duties that are required to ensure the delivery of an effective support service to this group of students, their parents and the school including classroom teaching duties if and when required.
(xv) Perform any other duties as required by the job function.


	


	4.
KEY RELATIONSHIPS
              Report to the Principal ALHCS; 

              Supervise Teachers and Teaching Assistants and other support staff 

              Liaise with Deputy Principals, Counselors, Year Heads,  Educational  Psychologist,                        Liaise with  Probation, Youth and Culture and Social Development, 

              Liaise with Business Sector and Parents.



	5.
KEY AUTHORITIES


Authorised to: 
(i)  determine, disseminate, evaluate and modify the curricula for PRU.

(ii)  develop and implement  behavior intervention programmes  for students.
(iii)  carry out quality checks on teaching methods and teaching practices.

(iv)  carry out quality checks on physical resources.

JOB TITLE: Coordinator, PRU 

	6.
KEY REPORTS
(i) Weekly Reports at SMT meetings

(ii) Annual School report

(iii) Student progress reports

(iv) Reports on student behaviour


	7.
PERFORMANCE PARAMETERS
(i) The extent to which the approved curriculum meets the needs of the students.

(ii) The quality of teaching methods and practices.

(iii) The extent to which students meet their learning/behaviour targets.

(iv) The number of students who return to the main campus
(v) Levels of satisfaction among staff, students and parents, referral agencies.


	8.
SCOPE OF THE JOB
          The Coordinator, PRU ensures  that the educational provision at PRU  is              
           consistent with established  national, regional and international standards



	9.
PERSONAL QUALIFICATIONS
              Given the scope of the job, the incumbent must be fully conversant with the principles 

              and practice of School Administration, be aware at all times of the socio-psychological                 status of the student and teacher populations and be able by using mainly moral                            suasion to persuade persons and agencies outside of the school system to expend                       some of their efforts and energies in contributing to the development and maintenance                 of the equilibrium of the social system of the school.

              Such qualities are normally obtained in the process of reading for a degree in a subject                 relevant to the school’s curriculum together with considerable post graduate training in                Applied Behaviour Science with particular reference to team building , human interaction               and human systems diagnosis techniques,  and not less than three to five years’                             experience in teaching and managing sub functions of the school.

	

	


This document is intended to reflect those factors considered necessary to describe the principal functions of your job and should not be construed as a detailed description of all work requirements that may be inherent in the job.
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