   Job Description: Year ManagerJob Purpose

Take responsibility for a year group of students (250 plus) ensuring the highest standards of student attendance, punctuality, standards of uniform and dealing with day-to-day pastoral issues. Working in conjunction with the Head of Year to support student progress, welfare and academic achievement.
Base:			North Durham Academy
Responsible to: 	Head of Inclusion
    Grade:              Grade 5Main Responsibilities


Provide effective support to an allocated year group, building and delivering effective pastoral care. 
Act as Deputy Safeguarding Lead for an allocated year group.
Provide daily care, guidance and counsel to all students and parents in an allocated year group. 
Assist in the identification of ‘at risk’ or vulnerable students.
Monitor and manage student attendance and punctuality on a daily basis, putting support in place for low attendees and school refusers. 
Be a first port of contact for parents/carers and external agencies.
Work closely with the SENCO, SEN team and SEN students to identify barriers to learning, to support producing and communicating to parent/carers/teacher’s student ILP’s. 
Devise, implement and deliver (in consultation with colleagues as appropriate) programmes of personal development and/or support in improving their learning and behaviour for students.
Liaise with SLT, HOD and teachers in relation to behaviour for learning of individuals and groups of students, including about social or behavioural issues or changes affecting a student’s behaviour and/or wellbeing.  
Have awareness of students with complex mental health, signposting families to appropriate support. 
Support students and families at multi agency meetings.
Represent the academy and support families/students at child protection conferences, assisting in decisions to safeguard and promote the welfare of a child who is suspected of, or likely to be, suffering significant harm.
Work in partnership with external agencies to provide the best possible support to students in the year group. 
Chair meetings with parents/carers and external agencies providing minutes and updates on agreed actions. 
Work closely alongside SLT on behaviour and attendance, chairing reintegration meetings with some of the Academy’s most challenging students and parents. 
Liaise with outside agencies to intervene and support hard to reach families to removed barriers to learning.
Promote positive behaviour by embedding the academy’s Behaviour for Learning policy.
Carry out investigations into behaviour incidents in order to ensure sanctions are applied appropriately in line with the Behaviour Policy 
Be on call as required to assist with behaviour management defusing difficult situations as required. 
Respond to all incidents of bullying, including racist and homophobic bullying ensuring they are effectively dealt with and recorded as appropriate. 
Support the process of referrals to the Behaviour Panel, completing all associated paperwork as required. 
Record data and monitor students moving through the support and strategies of the Behaviour Policy. 
Review the progress of students, keeping accurate and appropriate records. 
Analyse behaviour data to be utilised to record and implement Good Decision Reports.
Support the Head of Year to lead a group of tutees, developing and enhancing their practice. 
Investigate and complete referrals for Alternative Education. Keep updated records for students at Alterative Education, completing regular student visits. 
Take responsibility for producing paperwork connected to permanent exclusions. 
Support the Head of Year on transition from and to the next stage for all students in the year group. 
Promote student voice, assisting students to actively take part in academy life. 
Support/lead assemblies.
On rare occasions, supervise whole classes during the absence of teachers, ensuring students are on task and Behaviour for Learning is adhered to at all times. 
Develop effective professional relationships with colleagues, knowing how and when to draw on advice and specialist support.
Take reasonable care of own health and safety and that of others and informing relevant staff of any concerns.
Notwithstanding the detail in this job description, the jobholder will undertake such work as may be determined by relevant senior leaders from time to time, up to or at a level consistent with the main responsibilities of the job.
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Person Specification: Year Manager
	Criteria
	Essential
	Desirable
	Method of Assessment

	Qualifications and training
	Evidence of recent professional development 
A minimum of 4 GCSEs (Grades A-C/Grade 4 or above) including English and Maths (or equivalent qualification) 
	Degree (or equivalent) 
Current First Aid certificate
	Application form

	Experience
	At least 2 years’ experience of working with young people
Track record of making a positive impact on students and their families
Evidence of working with external agencies to support students and their families
	Experience of successfully mentoring students in a secondary education setting
Experience of supporting vulnerable students
Experience of running out of school activities and/or leading assemblies
	Application form, Interview/Assessment,
References

	Professional Skills & Knowledge
	Ability to develop and maintain productive working relationships with a range of staff, stakeholders and external agencies
Excellent written and verbal communication skills including the ability to engage effectively with a range of audiences
Understands and acts on responsibility for the safeguarding and welfare of students
Maintains appropriate professional boundaries with students and parents
Ability to deal with sensitive, potentially upsetting issues whilst maintaining strict confidentiality
	Familiarity with statutory regulation and guidance around safeguarding, student attendance and exclusion
Strong behaviour management skills
Good IT skills and knowledge of Arbor/CPOMS/Class Charts/Provisions Maps or equivalent systems

	Application form,
Interview/Assessment,
References

	Personal attributes
	Ability to inspire and motivate students
A positive role model of professional practice and conduct to others
A high level of personal effectiveness including good organisational, planning and prioritisation skills and ability to meet deadlines 
Ability to work effectively as part of a team
Personal resilience including ability to work effectively under pressure and responding positively to change
Suitability to work with children
	
	Application form,
Interview/Assessment,
References
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