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Job Description 

Post Title:



Head of Year 

Reporting to :


Designated member of Senior Leadership Team

Location:



RSA Academy Arrow Vale

Scale:
SO1 - Points 23-25
Hours:
Term Time Only +   7 additional days 


37 hours per week

Disclosure Level:
Enhanced

Contract:
Permanent

Line Management:
N/A



Main Purpose of Role

· To work as a member of the Student Support Team to lead and manage the day-to-day organisation of student behaviour support strategies. 
· To encourage and support vulnerable young people by raising self-esteem and achievement.  
· To help manage all aspects of student behaviour. 
· To work with individual young people who are at risk of exclusion or have attendance difficulties.
·  To co-ordinate multi-agency planning.  
· To deliver Learning Support activities to students as part of the Learning Support Team.
Duties and Responsibilities

· To act as Head of Year for a year group and support other lead case workers and Year Team Leaders as required

· To lead a House Group as Head of House

· To monitor, review and intervene to improve student punctuality, lateness and attitude to learning.

· To be the second line of parental contact and to initiate the creation of individual student support plans.

· To monitor, review and intervene to ensure all students are managed and supported well, particularly those with specific learning support needs as well as behavioural/emotional.

· To co-ordinate the activities of internal and external support providers through managing student learning support plans.

· To work with students and their families in re-admission planning following minor Fixed Term Exclusions from school.
· To liaise with the wider Student Support Team, tutors and Senior Team to ensure effective and co-ordinated communication of information.

· To participate in team meetings, supervision meetings and training events as required.

Specific Tasks will include:

· To liaise closely with Year Team Leaders and tutors, and meet regularly with relevant student support staff to inform and help co-ordinate its work.

· Lead and coordinate House assemblies, support vertical tutor sessions when running, rewards events and other house related activities as required

· Regular liaison with the relevant Year Team Leader and relevant Student Support Team staff regarding individual student attendance, home visits and first day absence calling.

· Day to day management of students on report.

· Lunch break and end of day duties.

· Investigation, recording and reporting of incidents.

· Interrogate data on behaviour, attendance and achievement to ensure proactive as well as reactive work with students

· To create learning support plans and ensure regular contact with parents to follow up issues/incidents.

· Co-ordination of student documentation for formal purposes.

· Provide student information, advice and guidance on issues that present barriers to learning and wellbeing.

· To support the programme of study support sessions for students to attend during the school day and at specific holiday times.
· To attend Parents’ Evenings, Year Team meetings and Pastoral meetings/Multiagency meetings as appropriate.

· Meet regularly with the SENCO and the Assistant Principal with responsibility for students to review and plan proactively for students with year group.

Other Duties

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training.

· To undertake such other duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job.

· To undertake health and safety duties commensurate with the post and/or as detailed in the School’s Health and Safety Policy.

· To participate in the School’s emergency response arrangements as directed by the designated officer.

Contacts

In all contacts the post holder will be required to present a good image of the School as well as maintaining constructive relationships.

Internal:
Teaching Staff



Support Staff



Students

External:
Parents/Carers


External Agencies
Worcestershire County Council
NOTES

· The Trust reserves the right to alter the content of this Job Description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility.

· The duties described in this Job Description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Trust’s Equal Opportunities Policy.

· All staff are responsible for promoting and safeguarding the safety and welfare of children and young people.

· All duties and responsibilities must be carried out with due regard to Arrow Vale's Health and Safety Policy.

· Duties which include the processing of any personal data must be undertaken within the corporate data protection guidelines.
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