ROCHDALE BOROUGH COUNCIL
SCHOOL: 
Falinge Park High School
JOB DESCRIPTION

	Job Title:


	HEAD OF YEAR – ONE YEAR MATERNITY COVER


	Grade:
	Grade 7
Salary Range – FTE - £32,020 - £35,411

Actual Salary for TTO + 2 weeks £28,824 - £31,877



	Responsible to:


	Director of Key Stage 3 or Key Stage 4/ Assistant Headteacher Personal Development, Pastoral and Welfare

	Responsible for:


	None

	Hours of Duty:


	37 hours per week, Term Time Only + 2 weeks


	Any Special Conditions of Service:
	· The Postholder may be required to attend evening and  weekend meetings

· The School operates a Smoke Free Policy for all its employees and applies to any building and associated grounds within the immediate vicinity of the school
· Term Time Only – this post is employed on a Term Time Only basis and therefore all staff are required to be in school during school term.  There is no further annual leave. 
· The ability to converse at ease with customers and service users and provide advice in accurate spoken English.


	Values and Behaviours

	Approach the job at all times using the Rochdale values:

· Proud

· Passionate 

· Pioneering and Open

Be aware of and apply the Rochdale Way behaviours at all times.


	DBS Disclosure Level:
	Enhanced 
 


This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
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Job Purpose
1.
To provide professional leadership and management of one of the school’s five community/year groups
2.
To develop and support the academic, personal and social welfare of all the students within their community (in liaison with the Headteacher, SLT, Heads of Faculty, other Heads of Community/Year, SENCO, Mentors, Support Staff, Families, Carers and outside agencies as necessary) to achieve the best possible outcomes for students
Job Dimension

3. 
To establish constructive working relationships with the students from their communities and their families

4.
To share in the discussion and development of whole school priorities, especially pastoral policies, working proactively to promote their practice by all school staff
CONTROL OF RESOURCES

Personnel

To be responsible for the direction, support and motivation of self and any staff under postholder’s control.
Financial

To work in accordance with Financial Regulations and procedures of the School.

Equipment/Materials

To be responsible for the safe use and maintenance of equipment/materials used by the postholder.

To adhere to the School’s rules and regulations relating to the use of ICT, e-mail and intranet/internet access.
Health/Safety/Welfare

Responsible for the health, safety and welfare of self and colleagues in accordance with Authority/School’s Health & Safety policies and procedures and current legislation.

Equality and Diversity

To work in accordance with the Authority’s/School’s Policy relating to the promotion of Equality and Diversity.

Training and Development

The post holder will be responsible for assisting in the identification and undertaking of his/her own training and development requirements in accordance with the School’s arrangement.
Relationships (Internal and External)

The postholder will be expected to behaviour with professionalism and integrity at all times both internally and externally.
RESPONSIBILITIES:
The postholder must:

1. Perform his/her duties in accordance with the Authority’s/School’s Equal Opportunities Policy.

2. Ensure that the Authority’s/School’s commitment to public service orientation and care of our customers is provided.

3. Be able to render regular and efficient service to undertake the duties of this post.

PRINCIPAL DUTIES
1. To support all colleagues in the promotion of good behaviour, attendance and punctuality, modelling good practice.
2. To facilitate, develop, monitor and support, the production and implementation of a regular pastoral Improvement plan, as part of whole school development planning.

3. To lead and motivate a team of staff in the ongoing development of a proactive Community/Year group tutor role.

4. To promote and maximise high quality learning by leading and monitoring quality use of community/year group tutor time and the Academic Review process.

5. To make effective use of data, for the pupils within their community/year group, to identify the need for support and challenge, as necessary, in issues relating to attendance, punctuality, progress, behaviour and achievement.

6. To support the administration of the school reward system.

7. Specifically, in terms of the underachievement of pupils within their community/year group, to implement and monitor, with the help of others, effective support strategies i.e. Academic mentoring.

8. To produce appropriate records of incidents, as necessary, to support the best possible outcomes for all students.
9. To liaise with parents and outside agencies, as appropriate, to maximise learning opportunities and promote the education, social, moral and spiritual development of every pupil within their community.

10. As necessary to contact and meet with parents, other school staff and external agencies to adopt appropriate support strategies for all students within their community.
11. To provide reports or contribute to reports, as required, for parents, outside agencies, or other educational establishments.
12. As appropriate, to be the named lead officer in developing P.S.P.’s (Pastoral Support Plans) and C.A.F’s (Common Assessment Framework) and other pastoral support mechanisms, as required.
13. To be a designated member of staff, where necessary, in cases of student safeguarding. 
14. To manage the behaviours of all students within their community and as appropriate, and in liaison with others, the behaviours of students from other communities.
15. To be part of the school’s behaviour panel and alongside designated others, work proactively with families, to help devise strategies to manage their children when they exhibit poor or challenging behaviour.
16. To work closely with staff from the Access and Achievement faculty, in order to promote social and academic progress for all.

17. To participate in on-going professional development, as required to support their pastoral role e.g. safeguarding.
18. To contribute to, along with SLT, HOF and other HOC the running of the school Senior Detention system. 
19. To attend and assist with designated Parent Consultation Evenings and Open Evenings.
20. To work closely with the School Attendance Team in order to improve school attendance.
21. To deliver, develop and lead, along with SLT, good quality assemblies which assist and promote pupil well-being, a sense of community, year needs and school priorities.
22. To patrol corridors and visit tutorial periods on a daily basis to ensure a high standard of behaviour around the school.
23. Support and where appropriate lead the delivery of Inset to share and develop outstanding practice.

SECONDARY DUTIES

To undertake such other duties and responsibilities of an equivalent nature as may be determined by the Headteacher (or nominated representative) in consultation with the post-holder and if she/he wishes with her/his trade union representative.

Job Description prepared by: _____________________
Date: ___________________

Agreed by Postholder: ___________________________
 Date: ___________________
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