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LEARNING WITH PRIDE AND JOY





JOB DESCRIPTION
ASSISTANT HEAD OF YEAR (Non-Teaching)
Grade 7 SCP 23 – 27

37 hours/week x 39 weeks per year

Actual Salary £28,699.25 - £31,855.09
PURPOSE:

· Provide effective pastoral management with appropriate levels of support for pupils’ welfare and guidance.
· Support the Head of Year and PD/PSHE Coordinator in the delivery of the Personal Development Curriculum.
· Support and advise the work of the Year’s Pastoral Assistant.
· Co-ordinate the work of form tutors.
· Be a lead professional in the provision of effective behaviour management.
· Lead and manage the relevant band within the year group.
· Monitor the behaviour and engagement of pupils in the relevant band and utilise re-track strategies as required.

· Monitor the academic achievement of the year band and play a prominent role in the Key Stage Achievement Intervention Programme.

· Be a point of contact for parents/carers and external agencies.
REPORTING TO:

Head of Year
KEY TASKS:

	· Ensure Form Tutors are supported, appreciated, guided, and held accountable in the discharge of their duties.

· Support the delivery of the Personal Development Curriculum including assemblies and PSHE.
· Fulfil their designated responsibilities within the Key Stage Achievement Intervention Programme and Staged Behaviour Interventions of Re-track and Re-engage.
· Implement the policies and procedures in respect of attendance, punctuality, anti-bullying and social inclusion within their band.
· Implement all processes and policies which underpin values of Equality and Inclusion.

· Implement the school Rewards and Consequences systems with specific reference to the school Behaviour Policy.
· Communicate with parents and external agencies and attend meetings with such parties as appropriate.

· Implement those aspects of the Pastoral Priority Action Plan which relate to their role and year band.

· Help to organise all year events appropriate to their band.

· Promote and facilitate the involvement of pupils in the life of the school and celebrate success at every opportunity.

	SUPPORTED BY THE FOLLOWING ROUTINES & PROCEDURES:

	· Weekly timetabled meeting with Head of Year.
· Lead year band briefings and meetings.

· Identify areas of success and underachievement through interim data.  Co-ordinate intervention strategies with Form Tutors and Head of Year
· In consultation with the Head of Year, manage the early stages of Staged Behaviour Intervention.

· Support and contribute to the year band assemblies.

· Maintain an up-to-date year band noticeboard.

· High profile/regular walkabouts particularly at registration time.

· Conduct regular monitoring on pupil attendance/punctuality.

· Correspond and communicate with parents and external agencies as appropriate.

· Advise Assistant Headteacher about possible internal isolations/time outs.

· Oversee follow up action with daily lesson score detention.
· High profile presence at breaks and lunchtimes.

· Support the whole school systems of 'On-Call' and Isolation Supervision.
· Attendance at Pastoral Group.

· Monitor and respond to information on the behaviour tracking system

· Maintenance of appropriate pupil records and files.


