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	You must be able to: 

	1. Understand administration within a school environment.

	1.1 Analyse the scope, use and requirements of a school administrative system.
	
	
	

	1.2 Explain how their own role contributes to the achievement of a school’s goals.
	
	
	

	1.3 Describe the policy context, issues and initiatives that affect the work of a school administrator.
	
	
	

	1.4 Explain a school’s administration policy and procedures for dealing with others.
	
	
	

	1.5 Explain the requirements and procedures for dealing with child protection and student welfare.
	
	
	

	1.6 Explain when it may be appropriate to override the requirement to maintain confidentiality.
	
	
	

	2. Be able to provide administrative services.

	2.1 Be able to provide administrative services.
	
	
	

	2.2 Present a professional and friendly image in line with school policy.
	
	
	

	2.3 Coordinate the content and publishing of documents in accordance with the brief.
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	2.4 Organise trips, events, placements, secondments or work experience in accordance with the brief.
	
	
	

	2.5 Maintain facilities to the required standard.
	
	
	

	2.6 Adhere to organisational policies and procedures, and legal and ethical requirements when providing administrative services.
	
	
	

	3. Be able to operate school administrative systems and procedures.

	3.1 Maintain accurate records.
	
	
	

	3.2 Maintain the currency of registers, licences and contracts.
	
	
	

	3.3 Present reports and statistical returns on time in the agreed format.
	
	
	

	3.4 Select analysis and evaluation techniques that are appropriate to the purpose of the report and the nature of the information.
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