

ASSISTANT HEAD OF YEAR
Job Details

Post title: Assistant Head of Year 
Salary Range: Band (23-27)
Accountable to: Head of Year 
Overall Purpose of the post

The Assistant Head of Year (AHOY) plays a vital role in supporting the pastoral leadership of a year group. Working under the direction of the Head of Year, the post‑holder ensures students are known, valued and supported, and that barriers to learning are addressed swiftly and effectively through high‑quality pastoral intervention.
This is a non‑teaching, student‑facing role focused on: relationship building; early intervention; behaviour and attendance support; safeguarding; and creating a safe, calm and positive school culture.
 Main purpose of the post

Support the Head of Year in maintaining high expectations, positive attitudes and a strong year‑group ethos and actively contribute to the development of a positive year-group culture where students feel safe, valued, known and challenged to achieve their best.
· Address barriers to learning through targeted and timely pastoral support.
· Ensure students are ready for learning, including equipment/uniform checks and practical support.
· Contribute to monitoring attendance, behaviour, punctuality, wellbeing and academic indicators.
· Act as a key contact for parents, building strong and supportive relationships.
· Uphold safeguarding culture and ensure concerns are identified and escalated appropriately.
· Support consistency across tutor‑time, pastoral routines and year‑group activities.
· Promote participation in enrichment, leadership opportunities and school community life.
· Support transition arrangements for students joining or leaving the year group, including primary-secondary transition where appropriate.
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[bookmark: _heading=h.jqsb5ul1p1c2]1. Student Support, Behaviour and Relationships
The Assistant Head of Year will:
· Maintain a visible presence around school (including corridors, social times), promoting calm and purposeful conduct.
· Conduct ready‑to‑learn checks, ensuring students have uniform, equipment, planners and the essentials needed for learning.
· Provide daily support to students experiencing personal, relational or behavioural difficulties.
· Deliver restorative conversations, behavioural interventions and re‑integration meetings.
· Assist with behaviour investigations, including friendship issues, conflict, bullying concerns and follow‑up actions (as delegated by the HoY and SLT link).
· Support the organisation of sanctions (e.g., detentions, reflective work) as directed by the HoY.
· Respond to on‑call requests as part of the school’s behaviour response system.
· Promote and contribute to rewards, celebrations and year‑group identity‑building events.
· Support anti‑bullying work and help deliver preventative strategies.
· Provide mentoring or regular check‑ins for students requiring additional emotional or behavioural support.
2. Attendance and Punctuality
The Assistant Head of Year will:
· Support the Attendance Officer with daily attendance monitoring and first-day contact where follow-up is required.
· Support monitoring of punctuality patterns and intervene promptly.
· Work with the Attendance Officer to address persistent absence, including home visits where appropriate and in accordance with school procedures.
· Support students experiencing attendance difficulties, including persistent absence and Emotionally Based School Non-Attendance (EBSNA).
· Support reintegration meetings following suspensions, long‑term absence or behaviour‑related time out as directed by the HoY and SLT link.
· Liaise with families, tutors and agencies around attendance barriers.
3. Safeguarding and Welfare
The Assistant Head of Year will:
· Respond appropriately to disclosures or concerns, escalating to the HOY/DSL team immediately.
· Record safeguarding concerns accurately on CPOMS and maintain up-to-date pastoral records.
· Conduct welfare checks and support risk assessments or pastoral support plans.
· Work closely with the safeguarding team and external agencies (e.g., Early Help, Children’s Services, Police, School Nurse, mental‑health teams) - attending meetings where required and as delegated by the DSL.
· Understand Early Help processes, support the monitoring of key cohorts and contribute to multi-agency plans.
· Monitor vulnerable students, including those at risk of harm or returning after safeguarding events.
· Support delivery of wellbeing interventions and targeted support for vulnerable groups.
· Be alert to contextual safeguarding concerns within the year group.
Additional requirement:
· Continue with the allocated first aider role they are currently undertaking or undertake first aid responsibilities as directed and maintain appropriate first aid training.
4. Academic and Personal Development Support
The Assistant Head of Year will:
· Support tracking of academic indicators and pastoral data.
· Deliver small‑group interventions (e.g., study skills, self‑esteem, organisation, wellbeing).
· Encourage participation in enrichment, leadership opportunities and extra-curricular activities.
· Use data to track engagement of disadvantaged/SEND/EAL pupils and help remove barriers to participation.
· Support tutor‑time routines, including literacy, wellbeing and organisation checks.
5. Tutor Team Support and Communication
The Assistant Head of Year will:
· Assist the HOY in communicating weekly expectations and updates to tutors.
· Support tutors with concerns, day-to-day routines and escalation pathways.
· Help prepare resources for tutor‑time and assemblies.
· Support QA routines including planner checks, behaviour follow‑up and uniform standards.
6. Home–School Partnership
The Assistant Head of Year will:
· Build strong, professional relationships with parents and carers.
· Support meetings with families regarding behaviour, attendance, wellbeing or academic concerns - at the appropriate level.
· Liaise with families around illness, collection from school and welfare matters.
· Coordinate appointments for external agencies when needed.
· Attend parent events such as Open Evening, Awards Evening and Parents’ Evenings.
7. Administration, Organisation and Systems
The Assistant Head of Year will:
· Maintain accurate pastoral records, including CPOMS, attendance logs and behaviour data.
· Use Arbor and other systems for monitoring and communication.
· Prepare reports, evidence summaries and documentation for meetings (where required).
· Coordinate induction for new students in their allocated year group, ensuring they settle quickly and successfully.
· Manage administrative tasks relating to safeguarding, interventions and behaviour panels.
· Ensure deadlines for communication, reports and data updates are met.
General requirements


Fulfil wider professional responsibilities
· Contribute to the wider life of the pastoral team and school.
· Support or help with year group events, and whole-school evenings.
· Develop strong professional relationships with colleagues and work collaboratively.
· Provide duty cover (break/lunch), transitions and general supervision when required.
· Engage fully in appraisal, coaching and CPD programmes.
· Take responsibility for improving performance through professional development and responding to advice. Undertake necessary training associated with the post

Personal and Professional Conduct
· Demonstrate high standards of personal and professional conduct and uphold public trust in the profession.
· Model the values, expectations and conduct of The Flixton Way. 
· Maintain a positive ethos
· Maintain appropriate professional boundaries.
· Adhere to professional standards, Trust policies and statutory duties relevant to the role.
· You must promote and safeguard the welfare of children, young and vulnerable people that you are responsible for or come into contact with.
· Responsibility for safeguarding and protecting the welfare of all students, being cognisant of the Safeguarding and Child Protection Policy and related procedures
· Maintain high standards of attendance, punctuality and presentation.
· Carry out all duties regarding the school’s policies and in compliance with the Trust’s Equal Opportunities, Health & Safety and Code of Conduct procedures.
· Ensure that duties and responsibilities are carried out in accordance with Trust policies
· Maintain confidentiality of information acquired in the course of undertaking duties
· Attend meetings, training sessions, after-school events and courses as required
· Comply with health and safety procedures, information and resources in line with school policy
· Undertake any reasonable duties as requested by the Headteacher or nominated delegate


Vantage CE Academies Trust as an aware employer is committed to safeguarding and protecting the welfare of children and vulnerable adults as its number one priority. 

Vantage Academy Trust is committed to equal opportunities in employment, and we positively welcome your application.

This commitment to robust recruitment, selection and induction procedures extends to organisations and services linked to the Trust on its behalf. This post is subject to an enhanced DBS check. We value variety and individual differences, and aim to create a culture, environment and practices at all levels which encompass acceptance, respect and inclusion. All our colleagues are expected to demonstrate a commitment to The Trust’s values and principles.

REVIEW ARRANGEMENTS The details contained in this Job Description reflect the content of the job at the date it was prepared. It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed. Consequently, Vantage CE Academies Trust will expect to revise the Job Description from time to time and will consult with the post holder at the appropriate time.


Job Description prepared/revised: June 2026
Prepared by:	Headteacher Miss Danielle Tedford		

No job description can be exhaustive, and the duties may alter in practice or over time. The post holder is expected to use his/her professional judgment to ensure that the role continues to evolve and develop in line with the Trust’s changing requirements.












ASSISTANT HEAD OF YEAR
JOB DESCRIPTION AND PERSON SPECIFICATION

	Minimum Requirements
	Measured by:
A) Application
B) Test/Exercise
C) Interview

	QUALIFICATIONS/TRAINING:
It is essential that the post holder has: (E)
· GCSE English and Maths or equivalent.
· Relevant Level 3 qualification or equivalent experience.
· Experience working directly with young people in a pastoral, behaviour, welfare or support capacity.
· Experience communicating effectively with parents and carers.
· Experience using IT systems for communication, monitoring and record‑keeping.
· First Aid qualification or willingness to undertake training.
· Training or understanding of safeguarding, child protection and professional boundaries.
It is desirable that the post holder has: (D)
· Training in mental health, restorative practice, behaviour support or de‑escalation.
· Experience working in a school pastoral role or inclusion setting.
· Experience using systems such as CPOMS, Arbor or equivalent safeguarding/attendance/behaviour software.
· Experience working with external agencies (e.g. Early Help, Police, Social Care, CAMHS).
· Additional training related to wellbeing, counselling skills or youth work.
	



A

	EXPERIENCE/KNOWLEDGE SKILLS and ABILITIES:
It is essential that the post holder has: (E)
· Understanding of safeguarding responsibilities, statutory guidance and contextual safeguarding.
· Experience managing challenging behaviour and supporting vulnerable young people.
· Strong understanding of effective behaviour management and relational practice.
· Awareness of attendance barriers and strategies to improve engagement.
· Knowledge of inclusive practice for SEND, PP, EAL and other vulnerable cohorts.
· Understanding of wellbeing strategies, early intervention and preventative approaches.
· Strong verbal and written communication skills.
· Excellent organisational, administrative and record‑keeping skills.
· Ability to remain calm, solution‑focused and professional under pressure.
· Ability to build strong, trusted relationships with students, staff and families.
· Ability to hold restorative, sensitive and sometimes challenging conversations.
· Ability to work independently and collaboratively as part of a wider team.
It is desirable that the post holder has: (D)
· Ability to persuade, motivate and influence students positively.
· Experience leading interventions that demonstrate measurable impact on attendance, behaviour or wellbeing.
· Familiarity with school data systems and using data to inform decisions.
· Understanding of evidence‑informed practice in behaviour, motivation and student engagement.
	


A, B, C

	PERSONAL QUALITIES:
It is essential that the post holder has: (E)
· Kindness, empathy and emotional intelligence.
· Integrity, professionalism and high personal standards.
· Resilience, reliability and a strong work ethic.
· Approachability, warmth and a calm manner.
· Flexibility and willingness to adapt to changing needs.
· Commitment to equality, diversity and inclusive practice.
· Genuine enjoyment of working with young people and their families.
· Ability to inspire confidence and trust across the school community.
· Reflective and committed to ongoing professional development.
It is desirable that the post holder has: (D)
· Sense of humour and even temper.
· Creativity in supporting culture, identity and student engagement.
· Personal ambition, self‑discipline and initiative.
· Intellectual curiosity and openness to learning.
	








A, B, C

	COMMUNICATION SKILLS:
It is essential that the post holder has: (E)
· Ability to communicate the school’s expectations clearly and consistently.
· Confident communication with students, staff, parents and external professionals, both verbally and in writing.
	


B & C

	DECISION MAKING SKILLS:
It is essential that the post holder has: (E)
· Ability to analyse information, identify priorities and make timely, evidence-based decisions.
· Sound judgement in responding to pastoral, behavioural or safeguarding concerns.

It is desirable that the post holder has: (D)
· Ability to think creatively to anticipate and solve pastoral or cultural challenges.
	




B & C






	SELF MANAGEMENT AND TEAMWORKING SKILLS:
It is essential that the post holder has: (E)
· Strong organisational skills, with the ability to prioritise and manage time effectively.
· Ability to work under pressure and meet deadlines.
· Reliability, resilience, integrity and professional consistency.
· Ability to work collaboratively as part of a multi‑disciplinary team.
· Ability to resolve conflicts sensitively and professionally.
· Willingness to seek advice, accept feedback and act on it
· Commitment to ongoing professional development

It is desirable that the post holder has: (D)
· Ability to motivate and support colleagues.
· Experience collaborating with external agencies, partners or support services.
	








B & C

	All our colleagues are expected to demonstrate a commitment to the values and principles of the Trust and the school. All colleagues adhere to the Flixton Way.

This job description will be reviewed regularly and may be amended following consultation.
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