[image: ]Our Vision:
 To develop aspirational learners who strive for excellence academically, creatively and culturally, benefitting from a wide range of opportunities led by inspirational educators.


Shirley High School
Performing Arts College

“Striving for Excellence”

Job Description:
 
Post:		Assistant Head of Year
Line Manager:	Head of Year

[bookmark: _GoBack]The Assistant Head of Year is responsible for supporting the learning and promoting the welfare of pupils within the Year Group.

Areas of responsibility and guidance:

Core Duties:

The Assistant Head of Year is responsible for supporting the learning and promoting the welfare of pupils within the Year Group.

· To assist in the operation of the day-to-day management of pupils; 
· To assist in ensuring that high standards of behaviour and high levels of achievement are maintained throughout the year group;
· To promote a secure, purposeful and friendly working environment for pupils and staff;
· To encourage pupils to contribute positively to the wider life of Shirley High School;
· To promote the inclusion and equalities agenda;
· To promote the whole school pastoral ethos of entitlement and inclusion;
· To support the Head of Year in promoting an inclusive environment where every pupil matters and support a high quality of pastoral care and pupil support in the year group;
· To support the Head of Year in establishing and fostering a strong and supportive identity among the tutors and pupils of  the year group;
· To support school policies related to the pastoral system and to develop a positive ethos within the year group;
· To support school assemblies and encourage tutors and pupils to do likewise;
· To support in the encouragement of achievement and enjoyment in the year group;
· To be a good role model.

Administration:

· Inputting data and extracting reports as requested by the Head of Year or SLT;
· Collating and sending ePEPs for LAC pupils to the LA Virtual School;
· Issuing pupil bike permits and maintaining records of those who have been issued with them;
· Collating, updating and publishing the extra-curricular activities list, intervention lists and revision session lists as applicable for the year group;
· Collating information as required by the Head of Year for inclusion in the school newsletter; 
· Updating display boards as required by the Head of Year;
· Completing post seclusion, exclusion and Discipline Panel Meeting paperwork, liaising as necessary; with the Senior Leader i/c Pastoral and the respective Head of Year;
· Completing post Attendance Panel Meeting paperwork, liaising as necessary with the AWO and the respective Head of Year;
· Managing and updating Behaviour Support Programme (BSP) review dates and paperwork, liaising as necessary with the respective Head of Year;
· Being responsible for the booking, organisation, and administration of year group trips;
· To manage and coordinate the Year Council process;
· Undertaking pupil surveys for the year group – in liaison with the Senior Leader i/c Pastoral and the Head of Year; 
· To minute the Year Team meetings and submit them to the Senior Leader i/c Pastoral;
· Undertaking clerical / administrative support, e.g. photocopying, typing, filing as required;
· Social Media;
· Statements;
· Uniform.

Pastoral:

· Management of behavioural issues that arise throughout the day if the respective Head of Year;
· Management and coordination of uniform / equipment etc. loans as well as the recording and monitoring of the pupils and liaising with parents / carers regarding repeat offenders;
· Organising investigations as required for serious breaches of the school behaviour policy and compiling executive summaries to support the outcomes and actions required following the investigation;
· Organising the collection and management of the delivery of work for absent pupils as required.
· Liaising with the Safer Schools’ Officer and overseeing the booking process for reintegration meetings, as required;
· Liaising with Heads of Year regarding rewards for pupils, including organising certificates and prizes;
· Following up on pupils missing from their Middle/Senior Leader, poor punctuality and Saturday detentions; 
· To attend Pastoral / HOY Meetings.

Pupils:

· To provide information advice and guidance to specific pupils and their parents/carers as required;
· To be a keyworker for identified pupils and liaise with colleagues and external agencies to support academic and personal progress;
· To plan and deliver intervention programs and supportive interventions to a small cohort of pupils to develop their social and emotional skills e.g. managing emotions, healthy relationships, self-confidence / self-esteem – tracking and evidencing progress;
· Be available for On Call as per the On Call Rota;
· Undertaking lunchtime duty / supervision at lunchtimes;
· Supervising the use of G02 and processing the pupils who are either ‘on called’ or isolated from lessons according to the G02 rota with the other AHOYs;
· Supervising pupils in Seclusion according to the seclusion rota with the other AHOYs.

Tutors:

· To offer support to tutors in their pastoral role as required or directed by the Head of Year;
· To cover for absent Form Tutors as required by the Co-ordinator; 
· To minute the Year Group meetings and distribute the meetings to the team and the SLT i/c Pastoral;
· Being aware of pupil problems / progress / achievements and liaising with relevant members of staff, as required;
· Supporting staff in managing pupil behaviour in and out of lessons;
· Gathering / reporting information from / to parents / carers as directed.

Parents / Carers:

· To organise the School Cloud inputting for the Year Group’s Parents’ Evenings and be present at the Year Group Parents evening and Information Evenings;
· To support at Parental Meetings as required;
· To liaise with and contact parents / carers as required.

Liaison:

· To attend Pastoral Meetings and share in the formulation of school policy;
· Pupil’s attendance and the involvement of the Educational Welfare Officer (EWO) is thought desirable;
· To refer matters of Child Abuse to the designated member of the SLT;
· To refer to the SENCO for the inclusion of pupils and to initiate PSPs when appropriate;
· To work with external agencies as required.

Inset / CPD

· To keep up-to-date with issues and ensure continuous professional development by involvement in In Service Training/ CPD.

Specific Responsibilities for each Year Group

· Supporting the Head of Year 7 with primary liaison, the induction process and Summer School;
· Supporting the Head of Year 8;
· Supporting the Head of Year 9 with the Option process;
· Supporting the Head of Year 10 and the Work Experience Coordinator with Year 10 WEx;
· Supporting the Year 10 Acting Prefects’ process;
· Supporting the Head of Year 11 in promoting pupil success at KS4 examinations, in guiding pupils in post-16 options and tracking pupil destinations; 
· Supporting the Head of Year 11 in the organisation of the Prom and Yearbook;
· Supporting the Year 10 Acting Prefect’s process;
· Supporting the Head of Sixth Form in promoting success at KS5, in guiding pupils in post-19 options and tracking pupil destinations;  
· Undertaking additional or other duties as may be appropriate to achieve the objectives of the post and as directed and deemed appropriate by the SLT i/c Pastoral.

Responsibilities:

· Being aware of and complying with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person;
· Contributing to the overall ethos/work/aims of the school;
· Appreciating and supporting the role of other professionals;
· Attending and participating in relevant meetings as required;
· Participating in training and other learning activities and performance development as required;
· To enrich personal knowledge by consulting up-to-date resources;
· Promote and ensure the health and safety and good behaviour of pupils at all times.

Personal Qualities:

· Reliable and conscientious pastoral leader with high expectations in line with the school;
· Demonstrate great communication skills with all within the school community;
· Neat appearance in line with the school policy;
· Ability to work as part of a successful team and work effectively under pressure;
· Have the determination and resilience to ensure that all pupils are challenged in all aspects of school life.

Think Green:

· Support the school in demonstrating good environmental practice (such as energy efficiency, use of sustainable materials, recycling and waste reduction) wherever possible in day-to-day work.

Safeguarding and Child Protection:

· To reinforce and enforce the school’s commitment to safeguarding and promoting the welfare of children and young people.
· Uphold the duty of care to ensure that if there are any concerns relating to the welfare or safety of a child they are immediately relayed to the Designated Person(s) with responsibility for safeguarding children.

	Essential
	Desirable

	NVQ 3 or equivalent qualification or experience in relevant discipline
	Working knowledge of relevant polices/codes of practice and awareness of relevant legislation

	Effective use of ICT and other specialist equipment/resources
	Very good organisational skills

	Very good numeracy/literacy skills
	Ability to relate well to children and adults

	Demonstrable attention to detail
	Ability to work constructively as part of a team, understanding school roles and responsibilities and your own position within these

	Experience of development, management and operation of administrative systems
	Ability to self-evaluate learning needs and actively seek learning opportunities



We want all at SHS to believe in and maintain the values of our school: 
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Signature: ……………………………………………………………………… Dated: …………………………………………………….
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