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JOB DESCRIPTION & PERSON SPECIFICATION

Assistant Head of Year
North Chadderton School
Grade 5 (SCP 18-23) 
Term time only + 1 day
Purpose of Post

· To innovate and establish a culture of aspiration and excellence. 
· To establish and maintain positive relationships with pupils by engaging, motivating and removing barriers to their learning. 
· To be responsible for the wellbeing of students including safeguarding and attendance. 
· To be responsible for maintaining high expectations around behaviour and standards including punctuality and uniform.
Reporting to

Director of Whole School Behaviour, Standards and Culture
Responsible for

None

Key Tasks & Duties

· To be the key support for the Head of Year. 
· To support on all matters related to Child Protection and Safeguarding procedures for the year group, keeping all safeguarding records, files, meeting notes up to date accordingly. 
· Liaise with the designated safeguarding lead and deputy designated safeguarding lead as relevant.
· To be a point of contact between school and external agencies involved in supporting pupils, proactively initiating links with other services as necessary. This may include attendance at relevant Children Protection Case Conferences, Child in Need, early/family help and other externally or internally arranged meetings.
· To appropriately share information to relevant audiences to facilitate pupil welfare and promote pupil learning. e.g. to parents, colleagues and education/healthcare professionals. Ensure procedures covering confidentiality and data protection are adhered to. 
· To support the Head of Year and other staff in managing behaviour in the year group, offering a firm but fair approach and ensuring consistent application of school policy and expectations.
· Support the co-ordination of interventions and relevant strategy and support to deal with behavioural incidents in accordance with whole school policy. 
· To support in processes for managing lateness to school and to have the overview for punctuality to school and lessons with the year group, including supporting lates detentions and co-ordinating interventions, analysing data patterns and dealing with persistent issues.
· To support in processes for managing attendance to school for the year group. Using data provided to identify patterns and trends to indicate students at risk, identifying different groups of students such as Pupil Premium, SEND and students whose attendance requires intervention and supporting the strategy to improve this.
· To be the first port of call for parents, after the Form Tutor, in relation to student behaviour and barriers to learning and to involve parents/carers, as necessary, with regard to incidents of poor behaviour. 
· To support with form time and encourage a team ethos with Form Tutors.

· To support the Head of Year in weekly assemblies and to lead in their absence
· To support and attend Parents’ Evenings and all other events for the year group.
· To prepare reports for external meetings as requested e.g. parental meetings, pastoral support plans, off-site directions, specialist learning centre referrals, pupils at risk of exclusion (PARE), exclusion documentation and others as required. 
· To support with year group admissions, re-admissions, In Year Fair Access, re-integration meetings and records, file all actions accordingly. 
· To undertake scheduled duties on the daily duty rota, on-call rota, reflection room rota and be a visible presence around school, including breaks and lunchtimes. To assist in ‘Meet and Greet’ of pupils at the start and end of every day. 
· To ensure high standards of behaviour, uniform and expectations are in place and followed.
· To be a link person for children who are looked after or adopted from care within the year group.
· To take the lead on health care plans that are pertinent to the year group. Liaison with parents and health care professionals, providing a school risk assessment and relevant documentation to ensure all plans are in place. (Keep all relevant documentation up to date accordingly). 
· To liaise with the health care professionals, school nurse and other external providers on all aspects of social, emotional, mental, health issues. Keep all documentation up to date. 
· To assist as requested in the operation of the school’s behaviour for learning, internal exclusion and disciplinary placement systems.
· To work alongside the Head of Year to provide a holistic approach to the year groups and promote a positive ethos and values.
· To assist in the development of the students by creating a range of leadership opportunities and inspiring experiences. 
· To establish and maintain positive and appropriate relationships with pupils that engages, motivates and removes barriers to learning.
Standard Duties
· To understand the importance of inclusion, equality and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all.

· To uphold and promote the values and the ethos of the school.

· To implement and uphold the policies, procedures and codes of practice of the school, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.

· To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g. challenging a stranger on the premises.

· To participate and engage with workplace learning and development opportunities to continually improve own performance and that of the team/school.

· To attend and participate in relevant meetings as appropriate.

· To undertake any other additional duties commensurate with the grade of the post.

Culture

· Responsible for Health & Safety, security and welfare of self and colleagues in accordance with The Oak Trust policies and procedures, reporting all concerns to an appropriate person.

· Responsible for working in accordance with The Oak Trust policy relating to the promotion of Equality, Diversity and Inclusivity.

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 job description is current at the date shown, but, in consultation with the postholder, it may be changed by the Headteacher to reflect or anticipate changes in the job which are commensurate with the job title and salary weighting.

This job description is a guide to the duties and should be read in conjunction with the accompanying person specification.

The academy will endeavour to make any necessary reasonable adjustments for 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 (as defined in the Equality Act 2010).

The Oak Trust are committed to safeguarding and promoting the welfare of its students and expects all employees and volunteers to share in this commitment. This post is subject to an enhanced DBS disclosure check through the Disclosure & Barring Service.

Assistant Head of Year Person Specification

	
	Essential or Desirable
	Application/Interview/Test

	Qualifications
	
	

	NVQ level 3 – Learning, Development & Support Service (LDSS) or equivalent
	E
	A, I

	NVQ level 4 – Learning, Development and Support Service (LDSS)
	D
	A, I

	Knowledge
	
	

	Knowledge and understanding of the range of potential barriers to learning and attending school faced by children and young people
	E
	A, I

	Knowledge of how these barriers can be overcome or mitigated to reduce their impact on children and young people
	E
	A, I

	Knowledge and understanding of data protection and confidentiality issues 
	E
	A, I

	Detailed knowledge of relevant legislation and government initiatives and how that relates to the curriculum within the school
	E
	A, I

	Knowledge of safeguarding, including CAF processes, and child protection issues with knowledge of appropriate action to take if a disclosure is made 
	
	

	Experience
	
	

	Experience of working with children and young people to support them in overcoming barriers to their personal, social or learning development
	E
	A, I

	Experience of making assessments of children and young people to identify their individual needs
	E
	A, I

	Experience of drawing up individual action plans, monitoring their implementation and making adjustment relating to pupil progress or changes in circumstances
	E
	A

	Experience of using and integrating ICT to support the identification of trends.
	E
	A, I

	Experience of working in a team collaboratively to share ideas and achieve objectives 
	E
	A, I

	Experience of undertaking clerical and administrative tasks
	E
	A, I

	Experience of working with children and young people in an educational setting
	D
	A, I

	Experience of working with EAL families and members of the community to promote positive relationships and support pupil progress
	D
	A, I

	Skills and Abilities

	Communication skills to influence, persuade, motivate and engage with a wide range of children, young people and their families
	E
	A, I

	Interpersonal skills to form and maintain positive working relationships with pupils, their families, colleagues, and other education/healthcare professionals and partner organisations
	E
	A, I

	Listening skills to support children, young people and their families through understanding their point of view in a non-judgemental approach
	E
	A, I

	Creative skills to develop a range of different options and alternatives that will support children and young people to engage in the learning process
	E
	I

	Analytical skills to interpret information, determine different options for action and feasibility of proposals to solve difficult problems
	E
	A, I

	Initiative to plan and prioritise the work of the service, and make decisions to deliver the service in the most appropriate way to achieve the best outcomes for pupils 
	E
	A, I

	
Organisational skills to manage time effectively, meet potentially conflicting deadlines and work without close supervision
	E
	A, I

	Personal
	
	

	Must be able to support fully and with the integrity the ethos of the school
	E
	A, I

	Able to work flexibly, responding to pressure points in workloads and including some unsocial hours to meet deadlines
	E
	A, I

	Positive, open and friendly attitude to service improvement and delivery
	E
	A, I

	Work Circumstances
	
	

	To work occasionally out of hours, work to support school functions
	E
	I


E = Essential    D = Desirable    A = Application    I = Interview    T = Test
N.B. Any candidate with a disability who meets the essential criteria will be guaranteed an interview


