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Cardinal Wiseman Catholic School

Job Description

	Post Title:
	Assistant Head of Year (non-teaching)

	Responsible to:
	Head of Year

	Purpose:
	Under the direction of the Head of Year
· Working to improve the behaviour, attendance and outcomes of those students.
· Providing pastoral support for students in the allocated year group
· Maintaining good communication with staff, parents/carers, outside agencies to ensure high standards of progress and behaviour
· Tracking progress, welfare and attendance for students who are participating in an alternative curriculum.
· Tracking performance within year groups to agree intervention plans.
Whilst this post will be attached to a Year Group, the postholder will be expected to assist with other Year Groups if requested.


	Working Time:
	Up to 37 hours per week, term-time only plus 5 training days (39 weeks)

	Salary/Grade:
	Romero Grade 5

	Disclosure level
	Enhanced

	Key Responsibilities:









	· To act as a learning mentor to specific students.
· To co ordinate progress reviews and annual reports to parents.
· To take part in Parents Evenings.
· Complete pastoral and restorative work, following the use of any sanctions and Inclusion.
· Establish productive working relationships with students from the allocated year group providing feedback to them in relation to progress and achievement.
· To liaise with other staff regarding provision for students at risk or harm ensuring individual learning needs are provided for and progress is monitored. 
· To make contact with and attend meetings with parents and carers to discuss student progress and behaviour. 
· To monitor attendance and punctuality preparing intervention plans where needed to improve attendance of students with poor attendance, liaising with the attendance team at all times
· To provide reports on behaviour and note take at meetings..
· To investigate incidents of poor behaviour, collecting evidence and liaising with the Head of Year.
· Attendance at re integration meetings following fixed term exclusions/internal exclusions.
· Be aware of, and implement the school anti bullying strategy.
· Meet regularly with the Head of Year to review and improve the progress and behaviour of the Year group.
· Support the implementation of programmes designed by other professionals such as educational psychologists and speech and language therapists for target group.
· Liaise sensitively and effectively with other professional staff and when reporting information from/to parents/carers contributing to meetings to discuss a specific child’s progress as appropriate.
· Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and pupil progress 
· Assist at an appropriate level and within the school’s protocols, with the provision of general care and welfare of pupils.
· Be aware of and comply with policies and procedures relating to child protection, health and safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Support and contribute to the overall ethos/work/aims of the school.
· Participate in personal and professional development activities to meet the changing demands of the job, and encourage and support other staff in their development and training.
· Attend and participate in relevant meetings as required.   
· To support colleagues in implementing behaviour plans for individual students.


	General Responsibilities:









	Health & Safety
You have a legal duty to take reasonable care of your own health and safety and that of others and you are expected to be familiar with and adhere to the Romero Health and Safety Policy.

Child Protection/vulnerable adults statement
The Romero MAC is committed to safeguarding and promoting the welfare of students and expects all staff and volunteers to share this commitment.  You will be expected to support this approach in the context of your role and to adhere to and ensure compliance with the school’s Safeguarding policies and procedures at all times.  If in the course of carrying out your duties you become aware of any actual or potential risks to the safety or welfare or children in the school s/he must report any concerns to the school’s Designated Safeguarding Lead.
School values
Ensure your work, communication and approach conforms to the school values of the School and the wider Academy.  Keep up to date, and comply with the School/Academy Rules, Policies and Procedures at all times, as detailed in the School Code of Conduct.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

Catholic Life
To make a positive contribution to the wider life and ethos of the school in supporting the school in meeting its legal requirements for worship.

Special Conditions
Education is an ever-changing service and all staff are expected to participate constructively in schools and to adopt a flexible approach to their work.

The job description will be reviewed annually during the performance review process and will be varied in light of the business needs of the school.

The job description sets out the main duties of the post at the date when it was drawn up.  Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.   



	Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.







Signed…………………………                    Date………………………………….


















Person Specification – Assistant Head of Year (non teaching)
	
	Essential
	Desirable
	Evidence

	Qualifications/Education:
	
	
	

	4 GCSE'S or equivalent Grade A-C or equivalent to include English & Maths
	
	
	

	Educated to degree level or equivalent, or substantial relevant experience that demonstrates a high order of literacy, numeracy and analytical  skills.
	
	
	

	Knowledge, Skills & Experience: 
	
	
	

	Understanding of the distinctive nature of a faith school
	
	
	

	Working successfully and  cooperating as a member of a team.
	
	
	

	Experience of using a database to include inputting student data and manipulating reports.
	
	
	

	Experience of working around children/young persons, preferably in a school setting.
	
	
	

	Knowledge of the requirements of the national literacy and numeracy strategies.
	
	
	

	Knowledge and understanding of  the National Curriculum including the literacy and numeracy strategies.
	
	
	

	Understanding of  behaviour management strategies.
	
	
	

	Understanding of statutory requirements concerning safeguarding, including Child Protection, Equal Opportunities and Health and Safety.
	
	
	

	Willing to undertake training to fulfil the needs of the role.
	
	
	



	Personal Qualities:
	
	
	

	Understanding of the distinctive nature of a faith school.
	
	
	

	A practising  Catholic.
	
	
	

	Sympathy with the Catholic ethos of the school, including a commitment to co-operation and helpfulness and a concern for the well-being of others.
	
	
	

	Excellent timekeeping.
	
	
	

	Flexible attitude to work to include;
0	Working hours
0	Demands and changes in the role
0	Willingness to be involved in the school
	
	
	

	Smart, professional appearance.
	
	
	



	Professional Skills, Qualities & Abilities
	
	
	

	Ability to deal with all people (colleagues, parents, students etc.) in a polite and courteous manner, showing firmness, when necessary.
	
	
	

	Excellent organisation skills.
	
	
	

	Ability to prioritise workload and to work to, and to  meet deadlines.
	
	
	

	Excellent communication skills  - written, verbal and listening.
	
	
	

	Ability to work calmly under pressure and also offer the flexibility required with regards to the hours worked during the course of the day.
	
	
	

	Exercise initiative.
	
	
	

	Ability to supervise students both in and out of the school in line with the school's behaviour policy.
	
	
	

	Ability to organise the classroom activities, e.g. preparing and setting out resources.
	
	
	

	Ability to deal with sensitive information in a confidential manner.
	
	
	

	Ability to provide a good role model to young people.
	
	
	

	Ability to work using own initiative and as part of a team.
	
	
	

	Ability to work in partnership with all staff, teaching and support at school and within the academy, with resilience and enthusiasm.
	
	
	

	Commitment to  safeguarding and protecting the welfare of children and young people.
	
	
	

	Commitment to Health and Safety
	
	
	

	Commitment to Equality and  Diversity.
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