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JOB DESCRIPTION
Role:


Assistant Director of Year
Accountable to:
Director of Year, SLT
Grade:

NJC Grade 6
	PURPOSE
	To ensure that students behave well and conduct themselves appropriately in order to support their learning. To be responsible for the behaviour, conduct and standards of identified students and provide support, where necessary.
To proactively support students and staff with effective behaviour support.

	

	Main duties and responsibilities  

· To support the year team by providing proactive supervisions and behaviour support with you identified year group and wider school

· To closely monitor students throughout the school day and identify students at risk of displaying poor behaviour

· To effectively administer the behaviour policy within the academy and work with students to manager their own behaviour

· To support staff with effective use of the academy’s behaviour policy

· Working with your identified year group to manage transitions between lessons and intervene with students 

· Managing a case load of students at risk of exclusion to provide mentoring and support working with staff to identify existing and potential barriers to pupils learning and progress 

· planning relevant & appropriate support to help remove identified barriers to learning that prevent pupils achieving their full potential

· working with key staff and identified pupils to develop, agree and implement an action plan for those pupils based on an assessment of their individual needs

· keeping up-to-date records on the progress of pupils including observations and agreed targets

· providing appropriate programmes of 1:1 or group support that enable pupils to take a full and confident part in all aspects of their learning & school life

· supporting staff in classes to de-escalate student behaviour

· To work with the year team to effectively support all students in their personal development and wellbeing

· working alongside teachers, support staff and families to promote the effective use of behaviour management strategies

· working with teachers to provide support for pupils and their families who join the school during the course of the academic year.

· liaising regularly with staff to provide and receive up-to-date feedback on the monitoring and progress of all identified pupils

· developing, identifying & sharing strategies that have shown themselves to be effective in meeting the needs of individual and groups of pupils in order to ensure consistency and continuity of practice and the maintenance of positive outcomes

· contributing to the development and implementation of appropriate support which will assist students in modifying inappropriate behaviour, developing positive self images, enhanced educational achievement & reduce the likelihood of exclusion
· creating an atmosphere of trust & support by providing opportunities in which pupils feel able to discuss their progress, insights, opinions, targets and are confident to self refer 

· promoting students’ equality, diversity, rights and encouraging responsibilities
· maintaining appropriate professional boundaries in all contacts and support of pupils and their families
· being fully aware of school policies and following school procedures in maintaining regular contact with families/carers of children in need of support, keeping them informed of needs and progress, with the purpose of securing family support and involvement.  This will include developing knowledge of Child Protection procedures

· developing knowledge and making the best use of the range of activities, courses, external agencies and individuals that might be used and drawn on to provide additional support for pupils.

· supporting the work of the student services team and providing cover for colleagues as appropriate. 

· To work alongside the Director of Year to carefully track attendance and punctuality, reward and sanctions, exclusions and behavior logs and attainment data and ensure interventions and timely and effective

· To work with the SENCO and HOFs to ensure that students have appropriate personalised provision and intervention to meet their needs

· To proactively role model interactions ensuring that these are productive and positive

· To work with the Attendance and Safeguarding team to ensure the year group meets its targets for attendance and punctuality

· To work with external agencies and organisations to ensure that any barriers to learning for individuals are overcome
Generic Responsibilities for All Support Staff Roles
· To play a full and active part in the life of the school through contributions to initiatives, student facing projects and extra-curricular events, where appropriate or reasonably requested
· To complete duties such as; lunch or break supervision, before or after school duties as directed by the rotas

· To undertake CPD that is relevant to role and working with students and families
· To complete first aid training and be part of the first aid rota 

· To work collaboratively and supportively with colleagues to achieve the vision and mission of the academy

· To undertake reasonable requests from the academy headteacher 



This Job Description may be reviewed by the Headteacher, as necessary,

and may be amended at any time after consultation with you. 

Where the postholder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  If, however, a certain task proves to be unachievable, job redesign will be fully considered.
PERSON SPECIFICATION

POST: Assistant Director of Year 
	Attributes
	Essential/

Desirable
	How 

Assessed

	Qualifications, Skills and Experience

	GCSE (or equivalent) in English and Maths
	Essential
	Application

	Experience working with young people in an educational or pastoral setting
	Essential
	Application / Interview

	Strong behaviour management and student mentoring skills
	Essential
	Application / Interview

	Excellent organisational, communication and record-keeping skills
	Essential
	Application / Interview

	Ability to monitor data (behaviour, attendance, progress) and support interventions
	Essential
	Application / Interview

	Ability to manage challenging situations calmly and effectively
	Essential
	Interview

	Relevant qualification (education, youth work or similar)
	Desirable
	Application 

	Experience working with students at risk of exclusion or disengagement
	Desirable
	Application / Interview

	Experience of multi-agency or family engagement work
	Desirable
	Application / Interview

	Knowledge
	
	

	Understanding of behaviour management and school pastoral systems
	Essential
	Application / Interview

	Knowledge of safeguarding and child protection (KCSIE) 
	Essential
	Application / Interview

	Awareness of barriers to learning and strategies to support student engagement
	Essential
	Interview

	Knowledge of behaviour tracking and school data systems 
	Desirable
	Application

	Awareness of inclusion, SEND and student wellbeing strategies
	Desirable
	Interview

	Behaviour and Values

	Commitment to improving outcomes and wellbeing for young people
	Essential
	Application / Interview

	Resilient, calm and solution-focused approach
	Essential
	Interview

	Commitment to safeguarding, inclusion and equality
	Essential
	Application / Interview

	Commitment to supporting the aims and ethos of the Academy
	Essential
	Application / Interview

	Willingness to adhere to all Trust and school policies
	Essential
	Application

	Ability to maintain professionalism, complete confidentiality and discretion, demonstrating sound judgement and a calm approach
	Essential
	Interview

	Ability to work co‑operatively and effectively as part of a team
	Essential
	Interview

	Willingness to engage actively in professional learning, development and training as agreed
	Essential
	Interview
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