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Job Description 

	Role
	Assistant Phase Leader (non-teaching)
	School/Department
	Trust Schools 

	Grade
	Grade 6, SCP 18–24
	Reports to
	Heads of Year

	Purpose 
	To support the raising of attainment for all students in the relevant Key Stage by working closely with teaching Heads of Year, pastoral teams and inclusion colleagues, contributing to whole-school improvement through effective support for behaviour, attendance, punctuality, welfare, safeguarding and positive engagement with learning.

	Scope 
	Staff responsibilities:
	Financial Accountability:

	
	No line management responsibility. Staff group: none. Fixed-site, with occasional support for other Maiden Erlegh Trust schools where required.
	No budgetary responsibility.

	Key accountabilities

	
Teaching and Learning: promote a positive ethos of learning through high expectations of student interactions, conduct, behaviour, punctuality, uniform and equipment.

Assessment: monitor and track behaviour, attendance and punctuality information for selected year groups, identifying patterns and supporting timely intervention.

Behaviour Management, Student Wellbeing, Pastoral and Inclusion: oversee and monitor low-level behaviour concerns, support behaviour operations where necessary and promote great behaviour through positive role modelling, high expectations and proactive measures. Take a proactive role in the welfare and pastoral care of students within selected year groups, including those at risk of disengagement, and support Heads of Year, tutors, year teams, families and external agencies as appropriate.

Trust Culture and Other: work in line with school and Trust policies, including safeguarding requirements, and contribute to positive communication with families and stakeholders. Undertake any other duties that reasonably fall within the purview of the post after consultation with the postholder.


	Relationships
	The postholder will build positive, professional relationships with a wide range of stakeholders, including Trust and school leaders, colleagues across Maiden Erlegh Trust, students, parents and carers, plus external partners. These relationships are central to creating a collaborative, supportive environment that enables shared success and strong outcomes for all.

	Supporting Maiden Erlegh Trust
	The postholder may occasionally support other Maiden Erlegh Trust schools, promoting collaboration, professional growth, and the sharing of effective practice. This cross-Trust work provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community.

	Main duties and accountabilities

	Teaching and Learning
· Promote a positive ethos of learning through high expectations of all student interactions, conduct, behaviour, punctuality, uniform and equipment. 
· Promote great behaviour across selected year groups by being a positive role model, setting high expectations and using proactive measures. 
· Act as a positive advocate for students, promoting an inclusive atmosphere and supporting their engagement with school life to strengthen students’ readiness to learn. 
· Support tutors, Heads of Year and year teams to provide strong pastoral support for all students. 
· Support the Heads of Year in maintaining positive communication with families and stakeholders.
Assessment
· Support Heads of Year in monitoring students who are on report, Individual Behaviour Plans or Pastoral Support Plans. 
· Support Heads of Year and the Attendance Officer in monitoring students’ attendance in selected year groups, with a specific focus on students whose attendance is between 96% and 90%. 
· Liaise with Heads of Year and the Attendance Officer to monitor and track attendance, identify patterns and address issues impacting attendance. 
· Monitor students’ punctuality to school and lessons, communicating with Heads of Year and tutors to promote proactive measures to address poor punctuality. 
· Use behaviour, attendance and punctuality information to identify patterns and support appropriate action..
Behaviour Management and Student Wellbeing
· Oversee and monitor low-level behaviour concerns within selected year groups and support appropriate actions. 
· Identify and work with students at risk of disengagement, applying appropriate strategies and interventions. 
· Support school behaviour operations where necessary. 
· Communicate and meet with parents and students where appropriate to promote positive attendance and punctuality. 
· Take a proactive role in the welfare and pastoral care of students within selected year groups
 Pastoral and Inclusion
· Support Heads of Year and the safeguarding team where necessary, ensuring any concerns are reported in line with policy and in a timely manner. 
· Promote a positive and inclusive atmosphere for students. 
· Liaise with external agencies as appropriate. 
· Support students, families, tutors, Heads of Year and year teams through positive communication and appropriate pastoral action. 
· Contribute to the identification and support of students whose behaviour, attendance, punctuality or welfare may place them at risk of disengagement to promote sustained inclusion and participation.
Trust Culture
· Work in line with school and Trust policies, including safeguarding, equality, welfare, conduct and behaviour expectations. 
· Maintain high expectations of students and contribute to a positive culture across the relevant year groups. 
· Work collaboratively with Heads of Year, tutors, pastoral colleagues, inclusion colleagues, safeguarding colleagues, families and external agencies. 
· Share in Maiden Erlegh Trust’s commitment to safeguarding, equality and promoting the welfare of children and young people. 
· Support the effective working of the school and Maiden Erlegh Trust through professional conduct, positive relationships and appropriate communication.
Other
· Undertake any other duties that reasonably fall within the purview of the post which may be allocated after consultation with the postholder.
· Participate in consultation where changes to the job description or person specification are required to reflect changes in the demands of the post. 

	Other requirements and responsibilities

	· Enhanced DBS clearance required.






Person Specification 

	
Role 


	Assistant Phase Leader (non-teaching)
	School/Department 
	Heads of Year

	Qualifications, training and education 
	
• NVQ Level 2 or equivalent.


	Skills and abilities 
	Pastoral and inclusion
• Recent experience of working within a pastoral environment.
• Knowledge of the standards of work expected from students to support consistent expectations across the relevant year groups PLACEHOLDER to support consistency for students.
• Ability to understand and respond sensitively to student needs.
• Caring and positive approach when working with students.

Behaviour management
• Ability to support positive behaviour management.
• Ability to remain calm under pressure and adapt approach where needed.

Communication
• Clear communication and interpersonal skills.
• Ability to maintain confidentiality at all times.
• Ability to work as part of a team and independently.
• Ability to use own initiative responsibly.

Technical skills
• Ability to use ICT effectively to support learning.

Personal qualities
• Sense of responsibility.
• Good sense of humour.
• Adaptable, energetic and flexible approach.
• Commitment to ongoing service and personal development through self-evaluation and learning from others.



	Requirements specific to the role 
	• All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.
• To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required.
• Suitability to work with children.
• Enhanced DBS clearance is required. 



Maiden Erlegh Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
	Signed:
Post holder
	

	Date:
	




Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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