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Assistant Year Leader 
GRADE: BP4 (£30,361 – Prorata £25,879) 
RESPONSIBLE TO: Academic Year Lead 
PATTERN: Full time, Term time + INSETs
CONTRACT: Permanent  
Key Purpose 
To provide support to the Academic Year Leader in their professional leadership and management of the year team and student cohort. To support the Academic Year Leader in managing, leading and developing systems and procedures to secure improved standards of learning and achievement for all students in the cohort. 
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· To monitor and evaluate student progress, via tutors and teaching staff, to promote student achievement and make a measurable contribution to the cohort/whole school targets.
· To ensure that team members and students understand and are actively implementing the key aspects of the school's values, beliefs and agreed policies, including the school’s behaviour, safeguarding and inclusion policies.
· To maintain records and provide feedback for and about students in a way that recognises best practice and supports their learning and progress.
· To work closely with the Inclusion team to maximise the opportunities and achievement of vulnerable pupils.
· Promoting behaviour for learning and identifying any barriers to each student’s learning to target support from school resources, Inclusion team, School/Home Support Service, Learning Mentors and external agencies.
· To work closely with external agencies to support vulnerable students, including those on the At Risk, Looked After Child and Child Protection register.

Main duties and responsibilities
· To work with the Year Leader to ensure a coordinated approach to the management of attendance and punctuality at school and behaviour in line with whole school policies.
· To work with the Year leader to establish positive relationships with families, offering an approachable and professional point of contact while respecting confidentiality at all times. 
· To support attendance processes for the year group, including tracking and monitoring attendance, punctuality and extended leave of students to identify students for appropriate intervention strategies to ensure school targets are met.
· To attend ACM meetings and Home Visits when necessary 
· To support the Year Leader with the Admissions process, including in-year admissions.
· To support a team of tutors and support staff in meeting the learning and pastoral needs of students in the cohort.
· To support the Year Leader to plan and organise parents’ evenings and other school events.
· To work with the Year Leader in the day-to-day management of the cohort and the tutor team.
· To work with the Year Leader to ensure that the team has a consistent approach to work with all students, including those on the SEN, EAL, and PRAG registers. 
· To work with the Year Leader and safeguarding team to ensure a coordinated approach to promoting safeguarding practices in the school, and to carrying out the Child Protection policy.
· To ensure effective transition between Key Stages through working closely with key staff
members and external agencies.
· To keep informed of developments relevant to the academic achievement and well-being of students.
· To develop effective liaison with the Inclusion team and Curriculum Leaders to ensure and support appropriate intervention for identified students at risk of underachieving, and to ensure that the educational needs of all students are met.
· To ensure that all behaviour concerns are dealt with effectively and in line with school policy.
· To support the Year Leader in the analysis, tracking and intervention of sanctions, including running detentions.
· To support the implementation of strategies for celebrating student achievement, e.g. regularly informing relevant parties in school and families.
· To coordinate and write/support the writing of Report Cards, Pastoral Support Plans, Round Robins and input into Individual Education Plans as appropriate.
· To inform parents quickly of concerns regarding progress with learning or behaviour reported through the use of data.
· To maintain a disciplined, calm and productive learning environment around school, whilst on Duty.
· To be part of the On Call and Reflection Room rotas
· To attend appropriate meetings and to provide opportunities for ideas/information to be fed back to and discussed with all team members.
· To coordinate professional and multi-agency meetings as directed by the Year Leader  
· To undertake administrative responsibilities where appropriate
· Undertake additional tasks as required from time to time to support the growth and operational requirements of the faculty/team.


These duties and responsibilities should be regarded as neither exhaustive nor exclusive, as the post holder may be required to undertake other reasonably determined duties and responsibilities.
This post is subject to the current conditions of employment for Class Teachers contained in the School Teachers' Pay and Conditions Document, the School Standards and Framework Act, the required standards for Qualified Teacher Status and Class Teachers and other current legislation. 
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